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VEHICLE MANAGEMENT AND USAGE PROCEDURES

Section Campus Facilities
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Regional Registrar Facilities
Management - Manawatu

Last Review February 2008

Next Review | February 2009

Approval n/a

Purpose:

To describe the steps to be performed in the management and usage of University vehicles. Establishes the purpose
of vehicle management and who is responsible for which actions. Communicates acceptable practice and sets
boundaries around vehicle management and usage.

Definitions:

University Business: means any activity associated with the University. It includes activities such as teaching,
research, administration, cultural and sporting activities.

University Fleet: the fleet of vehicles owned or leased by the University and managed by Fleet Management.
This consists of Pool Vehicles and Dedicated Vehicles.

Pool Vehicle: a vehicle owned or leased by the University permanently located at the Fleet compound and
available for booking on a daily basis by departments as required.

Dedicated Vehicles: a vehicle owned or leased by the University assigned to a specific department and held by
that department on a permanent basis, usually physically located at that department.

Fleet Management: the Fleet Management offices located at Regional Facilities Management sections.

Private Vehicle: a privately owned vehicle used by the driver for a particular journey for which expenses are
reimbursed by the University.

Rental Car: a car hired from a commercial rental company on a daily basis as required.

University Vehicle: any vehicle used on University Business, consisting of Pool Vehicles, Dedicated Vehicles,
Private Vehicles, and Rental Cars.

Public Transport: includes train, airport shuttle, bus service and the like.

Contracted Transport: a larger capacity vehicle such as a coach or mini bus hired from a commercial rental
company as required.

University Fleet:

1.

Fleet Management Offices at Regional Facilities Management section are the University’'s sole management
agency of the University Fleet. The specific responsibilities of the Fleet Management Offices are set out in the
following section. The specific responsibilities of departments in relation to their Dedicated Vehicles are set out
in the subsequent section.

Fleet Management Offices responsibilities in relation to Pool Vehicles and Dedicated Vehicles:

e Arrange for all petrol vehicles to be serviced every 15,000 kilometres and diesel vehicles every 7,500
kilometres or as manufacturers specifications. Arrange service bookings with appropriate approved
service agency. Arrange delivery and pick up of vehicles to service agency.

e Book vehicles for Registration, WOF, RUC, CNG Certificates and the like. Arrange WOF, RUC, and CNG
Certificates. Arrange WOF inspections.
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Undertake periodic checks of tyres, brakes, batteries, lights, and so on and initiate rapid follow up of all
reported defects.

Maintain all Pool Vehicles in a clean and tidy fashion, internally and externally.

Provide necessary data to the lease vehicle provider to ensure accurate records of all vehicle use, costs,
and maintenance are kept.

Provide assistance to vehicle users as necessary in the event of breakdowns and accidents and so on.
Ensure the physical security of the University Fleet compound.

Monitor and adjust if necessary the allocation of vehicles to ensure optimum vehicle utilisation.

Ensure that Pool Vehicle allocation is fair, user friendly and organised to achieve high levels of customer
service.

Fleet Management Office to collate and report statistics on accidents and incidents occurred while driving
on University Business and the causes of these accidents and incidents.

Specific responsibilities of departments in relation to their Dedicated Vehicles are as follows:

Maintain all Dedicated Vehicles in a clean and tidy fashion, internally and externally.

Undertake regular visual checks of the vehicle and report all defects and other concerns to Fleet
Management promptly.

Provide necessary data required by the lease vehicle provider, such as odometer readings, to the Fleet
Management Office as required to ensure accurate records of all vehicle use, costs and maintenance are
kept.

Assist vehicle users as necessary in the event of breakdowns and accidents, working in cooperation with
the Fleet Management Office.

Take all reasonable steps to ensure the physical security of the Dedicated Vehicle.

The alteration or fitting of accessories to Dedicated Vehicles is prohibited unless authorised by the Fleet
Management Office in writing.

Vehicle Procurement:

All Pool Vehicles and Dedicated Vehicles are to be procured by the Fleet Management Office. The Fleet
Management Office will provide information and advice as necessary in the preparation of business cases to justify
the acquisition of Dedicated Vehicles by departments. The following is the minimum specification of vehicles
procured for the University Fleet:

Saloon cars to be hatchbacks, minimum size 1800-2000 cc

Station wagons to be a minimum of 2000 cc engines.

Larger vehicles to be a minimum of 2400 cc engines, to seat 5 people comfortably.

Vans should provide minimum seating for 10 plus driver and ease of access to rear seating.

4WD Ute to be supplied with Wrangler MTR tyres (mud grip), manual hubs, towbar, protective coating (liner or
spraycote) on Ute tray or flat deck as required.

Automatic transmission unless otherwise requested.

Tyres
ABS.

to be New Zealand specific for New Zealand conditions.

Air Conditioning.

First Aid Kit.

Fire Extinguisher.

Towbar.

Driver and passenger side airbags.
Side impact protection systems.
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Dedicated Vehicles:

Dedicated Vehicles may be allocated to departments upon approval of a suitable business case. The business case
is to present a detailed financial analysis and a justification of need.

Heads of Department and equivalent are responsible for the control of and operating of Dedicated Vehicles assigned
to their department.

A Dedicated Vehicle will not normally be supplied to a staff member on a permanent basis to enable them to carry out
their duties unless this is stated in the approved business case.

Written records of use and benefits to employees must be maintained. These records are to be submitted to the Fleet
Management Office on a quarterly basis.

University Vehicles — Generally:

The driver of a University vehicle must operate the vehicle in accordance with all Acts, Regulations, and Bylaws
relating to the operation of motor vehicles, and observe all traffic laws. The driver is personally responsible for all
traffic violations and any resulting fines or penalties, which may lead to disciplinary action.

All drivers and passengers must wear seat belts.

All drivers of University vehicles must hold an appropriate driver licence and provide details of their driver’s licence to
Massey Fleet Management prior to being authorised to drive or operate University vehicles.

The driver to whom a Pool Vehicle has been released is responsible for the security and operation of the vehicle until
it is returned to the Fleet Management compound.

The offering of rides to hitchhikers in University vehicles is prohibited. This does not preclude the rendering of
assistance to people in difficulty or in an emergency that may require assistance.

University vehicles are to be used for University Business only. For this purpose University Business excludes
detours en route for private usage and overnight parking of vehicles at private residences.

No smoking is allowed in University vehicles.

Drivers of University vehicles are to switch their cellphones off or, where such feature exists, to switch it to “flight”
mode.

Pool Vehicles and Dedicated Vehicles are only to be refuelled at BP service stations using the Fleetcard provided in
each vehicle. Transaction receipts are to be stored in the folder holding the Fleetcard.

Odometer readings are to be provided when refuelling using the Fleetcard.
Each Fleetcard is assigned to a specific Pool Vehicle or Dedicated Vehicle and may only be used to purchase fuel

and oil for that vehicle. Fleetcards may not be used to purchase fuel for vehicles other than Pool Vehicles and
Dedicated Vehicles or to purchase other items.
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Vehicle Accidents:

1. Drivers of University vehicles involved in a motor vehicle accident must follow directions given in the booklet,
“Instructions to Drivers Involved in Accidents”, a copy of which is provided in the glove box of each vehicle.

2. The main points for drivers to be aware of:

e Make no admission of fault or liability or offer payment to any other party concerned irrespective of the
circumstances;

Obtain the following details from the other party;

Registration number;

Make of vehicle;

Name and address of the driver and owner;

Owner and insurance company of any other vehicle involved in the accident.

oo o

Obtain the name and addresses of any witnesses;
If any person is injured, the Police must be notified within 24 hours — this is the driver's statutory
responsibility.

3. All vehicle accidents must be reported to Fleet Management the next working day, who will assist the driver in
completing the vehicle insurance claim form.

4, The original of the insurance claim form is to be forwarded to the Insurance Officer as soon after the event as is
practicable.

5. A Massey University Health and Safety Report Form must be filled out after an accident, copies of which are
available from the Regional Health and Safety Advisor.

6. All Private Vehicles used for University Business must have full insurance cover. It is the employee’s

responsibility to ensure their insurers are aware that the car is used for business purposes. Where it is
necessary that the employee use a Private Vehicle and it is not covered for this type of use by their own
insurance policy, Massey University vehicle insurance will provide cover. In addition, Massey University will
cover staff members up to a maximum of $500.00 where in the case of an accident they lose their no claim
bonus and/or are liable for an excess on their policy. Massey University will not reimburse staff members for
the use of an uninsured vehicle.

7. Where a driver is charged with a criminal or traffic offence as the result of an accident and Massey University’s
insurers will not cover the claim the driver of the vehicle will be liable for any costs relating to the accident.

Private Vehicles:

. University Vehicles are to be used in the following order of precedence, depending on availability and cost
effectiveness:
1. Pool Vehicles and Dedicated Vehicles
2. Public transport, Contracted Transport, Rental Cars, and Taxis
3. Private Vehicles

Reimbursement for Private Vehicle Usage

. Reimbursement is at the rates set out in Schedule 1 (attached), which may be updated from time to time.

. kilometres travelled are to be recorded on a daily basis.

. Private Vehicle rates are fully inclusive and employees will not be reimbursed for any repairs to their
personal car even if these costs result from business travel.

. To be reimbursed for use of their Private Vehicle for business, travellers must provide the following
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information on their expense report:
- purpose of the trip
- date and location
- receipts for petrol, tolls, parking
- kilometres travelled and odometer readings
Rental Cars:
. University Vehicles are to be used in the following order of precedence, depending on availability and cost
effectiveness:

1. Pool Vehicles and Dedicated Vehicles
2. Public transport, Contracted Transport, Rental Cars, and Taxis
3. Private Vehicles

Rental cars must be justified as a business need rather than a personal convenience.

When the use of a rental car is judged to be appropriate it should be of a small to medium standard. Car rental
agreements should not be taken up for cars in excess of 3000cc. Under no conditions are luxury vehicles to be

rented.
. Car Rental hire reservations must be made via the University’s designated travel agent.
. At the time of rental, the car should be inspected and any damage found should be noted on the contract

before the vehicle is accepted.

Rental Car Insurance - Domestic

. The University has made provisions for insuring Rental Cars against damage. Therefore, travellers must
decline all rental company insurance coverage.

Rental Car Accidents

Should an accident occur, travellers should immediately contact:
. the Car Rental company
. the University Insurance Office

Rental Car Cancellation

. Travellers are responsible for communicating cancellations of reservations.
. Travellers should request and record the cancellation number in case of billing disputes.

Returning Rental Cars

Every reasonable effort must be made to return the Rental Car:

. to the original hire city unless approved for a one-way rental
. on time, to avoid additional hourly charges
. with a full tank of petrol
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University Vehicles:

. University Vehicles are to be used in the following order of precedence, depending on availability and cost
effectiveness:

1. Pool Vehicles and Dedicated Vehicles
2. Public transport, Contracted Transport, Rental Cars, and Taxis
3. Private Vehicles

. Pool Vehicles are bookable through the Fleet Management Office

. Dedicated Vehicles are bookable through the custodian department
Public Transport and Contracted Transport can be booked via the University’s designated travel agent where
appropriate.
The Vehicle Management and Usage Procedures must be adhered to at all times.

. For definitions of the above see the Vehicle Management Policy.

Transporting Staff and Student Groups on University Business:

For transportation of groups of 12 or more people (including the driver) transport to be used should be either
Contracted Transport from an appropriate provider or a University Vehicle provided the driver has an appropriately
endorsed drivers licence.

Audience:

All staff, students, and users of University vehicles.
Relevant Legislation:

Land Transport Act (2004).

Legal Compliance:

You must abide by the Land Transport Act (2004).
Related Procedures:

Travel Policy

Domestic Travel Procedures

Vehicle Management Policy

Document Management Control:

Prepared by: Regional Registrar - Facilities Management (Palmerston North)
Authorised by: University Registrar

Date issued: 20 February 2008

Next review: February 2009
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