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The purpose of this policy is to ensure that employees utilising their private vehicle for official purposes have the authority to do so and meet the requirements of this procedure.

Delegates must ensure that employees requesting Motor Vehicle Allowance (MVA) meet the requirements set out in this procedure, and failure to comply with the policy for MVA payments may result in disciplinary action.
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Official purposes are defined as those purposes relating directly to the business operations of Canberra Health Services (CHS) – refer Definition of Terms section.

Employees must not use privately owned vehicles for official CHS purposes unless approved to do so.  

To minimise any liability to the Territory, passengers must not be carried unless related to official business or as otherwise authorised (for example where official duties involve carrying members of the public).

Drivers will be personally responsible for any breaches of the law relating to the use of a motor vehicle while they use a private vehicle for official purposes.  This includes the payment of any parking, speeding or other fines incurred.  

In the event of an accident that results in injury to an employee while driving a private vehicle for official purposes, the provisions under the Workers Compensation Act 1951 may apply. CHS or the ACT Government will not be liable to compensate the employee for damage to the vehicle.

The ACT Government does not accept liability for any damage incurred to a private vehicle, should employees choose to use a private vehicle for official purposes without authorisation. 

The ACT Government does not provide any reimbursement for costs of unauthorised private vehicle use.

Travel between CHS sites, such as Canberra Hospital and Community Health Centres, should be either by official vehicle, private vehicle (if authorised – see “employees are responsible for” in Section 1) public transport or taxi.
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This procedure applies to all CHS staff (permanent, temporary or casual).
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People and Culture is responsible for:
Implementing this procedure
Advising managers/delegates of the management of the procedure
Advising employees of the details of the procedure as it relates to them.

The Chief Executive Officer is responsible for:
Giving approval to use a private vehicle for official purposes, where a vehicle is insured for third party property damage only and not covered under comprehensive insurance 
If approval is given, ensuring that the employee indemnifies CHS in writing against any claim for damage to their vehicle incurred in the course of work purposes.

The Manager/Delegate is responsible for:
Directing employees to use official transport or cab charge vouchers wherever possible
Advising employees of their obligations under this procedure
Considering employee applications for the use of a private vehicle for official purposes on a case by case basis
Advising the employee of their decision and reasons where the application has not been approved
Where approval is given, scanning and sending the application to Shared Services Records Management for filing on the applicant’s personnel file
Confirming and approving the monthly ‘Claim for Motor Vehicle Allowance (MVA)’ form, scanning this and sending it to Shared Services Accounts Payable, where the employee seeks to claim the allowance
Monitoring notifications from the employee of renewal of vehicle registration, driver’s license and motor vehicle insurance as they fall due
Advising Shared Services that payment of MVA for the applicable employees is suspended on 30 June until re-authorisations are received
On request from the Chief Executive Officer (CEO) or their Delegate, prepare a report from data provided by Shared Services that gives details of the payment of MVAs
Maintaining a record of approvals for the use of private vehicles and reviewing these at least annually, to determine the necessity and appropriateness of the approval.


Employees are responsible for:
Advising their manager of a situation where it may be necessary to use their private vehicle for official purposes, and where possible with at least 48 hours notice on each occasion
Completing the “Application to Use Private Vehicles for Official Purposes’ Form for consideration by the Delegate prior to use
Providing any additional information the Delegate may request to assist in the decision making process
Using their motor vehicle consistently with the conditions of the approval; it is the obligation of the employee to resubmit an approval form annually
Being appropriately licensed to drive
Submitting evidence of renewal of vehicle registration, driver’s license and motor vehicle insurance as they occur and maintaining a record of these
Obeying all traffic laws and parking restrictions
Ensuring the safe and efficient operation of the vehicle, and that any cargo is properly secured
Maintaining records required to claim MVA, including a journey details log
Completing the Claim for Motor Vehicle Allowance Form and submitting monthly to the Delegate for approval, where they have chosen to make a claim for the allowance. 
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Employees may be authorised to use a private vehicle for official purposes in exceptional circumstances, and where the use of the private vehicle would result in greater efficiency and involve less expense than public transport or use of an official vehicle. 

Employees who use a private vehicle for official purposes must have Delegate approval prior to their use and provide evidence that the vehicle is appropriately insured.  Application for approval must be submitted to the appropriate Delegate at least 48 hours prior to the first instance of private use for official purposes. Delegations are set out in the CHS Delegations Manual.

1. An employee advises their manager of a situation where it may be necessary to use their private vehicle for official purposes, and where possible this is to be done 48 hours prior to the use of their vehicle.
2. The employee completes the application, ‘Approval to Use Private Vehicles for Official Purposes’ and the ‘Claim for Motor Vehicle Allowance’ form (if their decision is to make a claim through Shared Services), for consideration by the Delegate.  The application should include reasons why an official vehicle or cab charge is not available.



Note:
The Application to Use Private Vehicle for Work Purposes form is available through Sharepoint on the CHS HealthHub through HR – Employee Services – HR Forms: Application for approval to use private vehicle for official purposes 

3. The employee is to provide any additional information the manager/Delegate may request to assist in the decision process, as detailed on the application form. 
4. The manager, if they are not the Delegate, submits the application to the Delegate.
5. The Delegate is to consider all applications on a case by case basis and may direct employees to use official transport or cab charge vouchers.
6. Where a vehicle is insured for third party property damage only and not covered under comprehensive insurance, the application must be submitted to the CEO for approval to use a private vehicle for official purposes. 
7. If the application is approved, the employee must indemnify CHS in writing against any claim for damage to their vehicle incurred in the course of official work purposes, and provide this to the Delegate.

Note:
Approval is given for a stated period, but no longer than 12 months.  All approvals lapse on 30 June of each year, at which time an authority to use a private vehicle for official purposes must be reviewed by the Delegate before renewal. 

8. The Delegate completes their section of the application form and advises the employee of their decision and reasons where the application has not been approved. 
9. Where approval is given, the Delegate scans and sends the application to Shared Services records management for filing on the applicant’s personnel file.
10. The Delegate and the employee are to maintain a record of all approvals for the use of private vehicles; this is to include copies of all forms, correspondence, insurance policies and additional information used to determine eligibility.   
11. The Delegate is to advise employees they must submit a new application prior to 30 June, to ensure continuity of their approvals.

Examples of private vehicle use for official purposes may include, but is not limited to:
Attendance at a regular meeting, which is held at the beginning or the end of the working day, at a site that is situated between the employee’s regular work site and their home. This may be determined as an allowable use of a private vehicle.
Attendance at a meeting or conference may be considered allowable where it is held at a distant site that is within four hours’ travel time from the employee’s regular work site (for example Wagga Wagga).
Attendance at a meeting or conference that is further than four hours’ travel time from the employees’ regular work site may be considered allowable where the use of an official vehicle would compromise access to the vehicle by others within the unit and the use of the employee’s vehicle is considered to be an efficient travel option.
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A MVA is payable to employees who have approved authority to use their private vehicle for official purposes at the rate set out in relevant ACT Public Service Enterprise Agreements.  

Employees who want to claim MVA from CHS must complete the Claim for Motor Vehicle Allowance Form. The form is available on the Shared Services website through Employment and Pay – Reimbursement and Allowances: Motor Vehicle Allowance.  Employees who choose to utilise their private vehicle and not claim for MVA do not have to complete the approval form.
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Outcome Measure
The use of private vehicles for official purposes use by employees is appropriately approved and reviewed in line with this procedure.

Method
Delegates maintain a record of all approvals and obtain renewal of each approval every financial year.
Delegates will provide reports to the Deputy CEO at their request.
To measure compliance against this procedure, an audit will be undertaken yearly.
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Policy
ACT Government Local Area Travel Policy
ACT Public Service Integrity Policy
CHS Admnistrative Records Management Policy
CHS Fraud and Corruption Policy

Procedures
CHS Fraud and Corruption Control Plan 
CHS Travel for Official Purposes Procedure
Manuals
CHS Human Resources Delegations Manual[image: ]


Whole of Government Documents
ACT Public Service Code of Conduct

Standards   
Public Sector Management Standards 2006

Legislation
Public Sector Management Act 1994
Financial Management Act 1996
Workers Compensation Act 1951
Taxation Administration Act 1999
Payroll Tax Act 2011
Fringe Benefits Tax Assessment Act 1986
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Insurance
CHS does not carry any insurance for private motor vehicles used for official purposes.

It is a condition prior to an employee being authorised to use a private vehicle for official business, that CHS is satisfied that the comprehensive insurance of the vehicle extends to cover such use, is current and that the employee’s insurance company is notified that the vehicle is being used for official purposes, to ensure that any claims are not affected as a result of non-disclosure of the use of the vehicle for official purposes.

CHS will not accept any responsibility for financial loss that may be incurred by any employee involved in an accident while using a private vehicle for official purposes.  It is important that an authorising officer confirms that full comprehensive insurance coverage is held by the applicant before approval is granted to use a private vehicle for official purposes.

Official purposes
An employee’s vehicle may be used under this procedure for official purposes, which means for purposes relating directly to the business operations of CHS.




Taxation Requirements
To ensure that CHS employees fulfil Income Tax legislation requirements, all MVA’s are paid in conjunction with salary payments. This will ensure that amounts are recorded separately in payment summaries and included in an employee’s assessable income.  
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Travel, Private Vehicle, Insurance, Registration, Motor Vehicle Allowance
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Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.
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	Senior Director Pollcy Panning and Government Relations
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