MINISTRY OF SOCIAL
DEVELOPMENT

TE MANATU WHAKAHIATO ORA

08 JuL 201

Mr Cody Cooper
fyi-request-2831-fa982a0b@requests.fyi.org.nz

Dear Mr Cooper

On 10 June 2015, you emailed the Ministry requesting, under the Official Information
Act 1982, information about the Ministry’s policy concerning company vehicles and
accidents.

We acknowledge that your scooter was involved in an accident which involved a
Ministry vehicle. We are sorry that your girlfriend suffered bruising as a result of the
accident, and  apologise for any inconvenience the damage to the scooter has
caused you.

As you have asked a number of questions | will address each question in turn.

e Provide all information concerning the Ministry motor vehicle policy including
insurance and claims.

The Ministry’s insurance policy covers all vehicles (not just Work and Income) that
are owned, leased or rented by the Ministry of Social Development. Any authorised
driver using Ministry vehicles for business purposes is covered by the insurance

policy.

Any staff member who drives a Ministry vehicle in an unauthorised manner, or who
allows an unauthorised person to drive or travel in a Ministry vehicle, will be
personally responsible for all costs in the event of any damage or loss that occurs.

When an accident occurs, an insurance claim should be made on the day of the
accident. The insurance claim is assessed at the Ministry’s National Accountancy
Centre as to whether or not it is in the best interest of the Ministry to lodge an
insurance claim. Each and every claim with the Ministry’s insurer is subject to an
excess of up to $2,000 charged to the relevant cost centre, irrespective of who
causes the accident or damage.

Please find enclosed a copy of the Ministry’s motor vehicle policy and the Ministry’s
Driving Guide.

e What is the Ministry’s purchasing policy for motor vehicles.

The Ministry owns all the vehicles in its fleet and has a replacement policy where
vehicles are replaced every four years or at 80,000 kilometres. In the fiscal year
2014715, the capital vehicle purchases totalled $5,130,000 (exclusive of GST) and
purchases ranged from $16,600 to $27,114 per vehicle.
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e How many insurance claims have been made for vehicle accidents that
Ministry staff have been involved in, broken down by at-fault and not-at-fault?

From the period 1 July 2014 to 15 June 2015, the Ministry lodged 184 insurance
claims that involved a vehicle incident where the driver was in the car. Eighty-eight of
these incidents were deemed to have a Ministry driver at fault and 96 were deemed
not to be the fault of the Ministry staff member.

Table one: The number of insurance claims lodged from 1 July 2014 and 15 June 2015
broken down by vehicle type.

Vehicle Type Number of insurance claims

Daihatsu Terios

Ford Focus — (Rental)
Hyundai Accent
Hyundai Getz

Hyundai H1 Imax Vans
Hyundai 120

Hyundai 130

Hyundai 145

Mitsubishi Qutlander
Toyota Corolla ( 4 Rentals)
Toyota Hiace Minibus
Toyota Rav4 — (Rentals)
- Toyota Yaris
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If you have any concerns with your current insurance claim that involves the Ministry,
please contact our insurance provider Gareth Ayling on 04 903 4217.

| hope you find this information helpful. You have the right to seek an investigation
and review of my response by the Ombudsman, whose address for contact purposes
is:

The Ombudsman

Office of the Ombudsman
PO Box 10-152
WELLINGTON 6143

Yours sincerely

Merv Dacre
Associate Deputy Chief Executive
Organisational Solutions
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MSD Driving Guide
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Aims of the Driving Guide \>\ A((ﬁ
The aims of this guide are to provide information and guidance férMSQ staff to ena I \

O
« Contribute to the Government's sustainability progregm@tzyencouxagmg\siaff to plan their
travel requirements to best determine resource n e}i& n. édvan%é \\ Vi
\ AN \/ N /
e Contribute to the Government's sustalnablht)/ ém’fme h% raging better driving
practices in Ministry vehicles resulting in réd\uc\ fuei an n@ss:

\\\

w\\\

« Reduce at-fault crash costs by promot *@e\s\fe drv@qg\:t{fmre within the organisation.
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Code of Conduct =~ ./ ( \\\/
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MSD’s code of conduct st s}?tha\s/t ff uét//Co bute to maintaining a healthy and safe
workplace for ourselves/an ﬂfh/efs andQ\a\ \a;l practicable steps to prevent personal injury and

illness.” \\> o \ S

v

The code of conduc%f% states that s*a\ﬁ must comply with traffic legislation at all times.
/\
The followy@ amjén a&beu@geﬁous breaches of conduct:

. p?nkmgg he\ ﬂuence of drugs while driving
\ ing while disqualified, or not correctly licensed
 reckless Gerangefous driving (particularly causing death or injury)
¢ faﬂmg/céfs&opv fter a crash
« demerit | _points suspension

ar{y@@"hohs that warrant suspension of a license

/

\& ~>



Requirements of the Health and Safety in Employment Act
1992

Under the Health and Safety in Employment Act 1992 and the Health and Safety in Employment

Amendment Act 2002, employers are responsible for the safety of their employees at work, which
includes vehicles.

This includes staff who are driving as part of their work — whether they are/a erver ora {0
passenger, whether they drive regularly or occasionally, and whether the \ \ha)é>ls o} (g e? Iea\sed

or rented by the Ministry. The place of work takes into account the rogg\or ea throug h) h they
travel. ///\ < \>

An employee travelling to and from work is not considered to | at Wbtk unleiusmg an
employer's vehicle while on official business. However, thf‘e mmploye& i c}ylred to be on call

and that is recognised in an employment agreement, then)th&yare( Con,STEiér\etQto be at work during
the time they are traveliing to and from home. \ < //)

\\ p
The Employer Has Six Key Duties Under The A t /

Ensure safety of employee N N ‘\

Ensure systematic methodsfa éstabhshed%@\}n%ége hazards

Ensure Health and Safety mi‘Q jzion is O\Vré{ s to employees

Ensure employees are trained and/o/éuperws d

Ensure systems are i "@a o prowde\/employees with reasonable opportunities to
be involved in Heﬁithanq/vgafety(rpan\agement

6. Report incidents / / > N
(O~ / =/

Under the Act, employers ahd@r’ﬁpioyee%hke are responsible for taking all practicable steps to

ensure Health and Safé@@n‘t ) woeriace \T e employer must take all practicable steps to ensure
that the vehicle theémp!b eeis usm%s\éafe

N,
This mcludes \ N . \\

' N
. the\\éﬁ? %émgms@d%sxu:tab!e for the purpose
/ﬁ@:@ system\m pl\éce to monitor the fact that the vehicle is roadworthy, warranted and
%ﬂe;g&tered (

RO =

e empls ehaé/a current driver licence
« total w&fﬁ/and\dnvmg time minimises the possibility of fatigue
. whgf}Workmg in remote locations, there is a system for an employee to remain in contact
Wi\h\Iﬁé employer/colleagues.

Dete;a/'@mh o] AI! Practicable Steps:

\\'/

The hkehhood and severity of potential injury/iliness must be balanced against the cost and
feasibility of the control measures.

The cost of providing controls has to be measured against the consequences of failing to do so.



Responsibilities as an Employee

Drivers of Ministry vehicles must:

L] ® e o ® o

ensure they have read and understood the Ministry’s Motor Vehicle Policy
ensure they hold a current driver licence for the class of vehicle they are driving
immediately notify their supervisors or managers if their driver licence has been suspended

or cancelled, or has had limitations placed upon it e /~/<
be responsible and accountabie for their actions when operating M{ﬁ{é}fy/yehicles%@hr{i{]g
ensuring they are in a fit state to drive and not impaired by drugs@r@a{\ hol e /
display the highest level of professional conduct when drivin ) Ministry, vehicles \\\))
assess hazards while driving and anticipate 'what if scenari % \\ \\\/\j i

drive within the legal speed limits, including driving for the‘z’&ndiijohs A V(

wear a safety belt at all times N e RN

report vehicle defects to a supervisor or manager bgfq‘ke%?@next vehi e

comply with traffic legislation when driving a Minj,sfr\}yéh\'/ (

le inclc.uﬁn j\ensuring the vehicle is
displaying a current warrant of fitness and registﬁa%fa@@ <\\\\5>
regularly check the oil, radiator and battery I{m\ém/tygﬁé@rrébf Ministry vehicles
they use N\ v

NN\ E
if the vehicle is taken home it must be Qﬁj}ﬂh‘sg\a/d and(éfe}g y under cover.

report any near hits, crashes and scrapes.to their managér; including those which do not
result in injury O\ \)\ Mo AN

follow the accident procedures'gptiiﬁe}ﬁrg Pv’iS“\E‘iﬁaﬁg\:ié/f Policy and Procedures.

ensure any parking or traffiofrif ingement nqéljé§a§ fines are paid at personal cost by the
\ ) ) N

N

due date VO O
( Q//j> };V/ ( ( \\\ N\

N >\
/’(.;,/:\:‘\/ <494 \\J

N ) /\\\\ ¢
In addition it is strongly “%gqg@’e/ndediﬁgg‘a\l\k\drivers:

e

®

VA OO
take regula/ a? al equate rest breaks, at least every two hours
\ \\/

/

stop when tired

NG . . .
plan th ourney, tal;i[)g\'@tg?bnﬁderatlon pre-journey work duties, the length of the trip and
po%}dg Y Commitments-

N

e /SIQ{Y\QV§I/ Mght if@rivmg%e and non-driving duties exceed 10 hours in one day

NN

e-daytime /‘(@a\n;n@{rgjhts on the open road.
’ L { VY

\ N AN \\v J /
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Responsibilities as an Employer

The employer will not require staff to drive under conditions which are unsafe and/or likely to create
an unsafe environment, physical distress, fatigue, etc. The employer will do this by undertaking the
following tasks:
/
> / 2

Give priority to safety features when selecting new vehicles, (| Name of manager",
including: O\ 'résponsiblie N
only buying and/or hiring vehicles that rate four or more stars on taef/f N ,\,,»\\\\‘}:_{/
ANCAP tests /<] National\&ccounting
<& N C,\Q{]\’[I’e .
only buying and/or hiring vehicles that are light coloured <{;X\ ’ \I\&J ’
AN N N
choosing vehicles with ESP, ABS brakes and side head-protecting aif C D
bags where this is readily available Nz A\

N P AN \\;, N4
NN EVZANNI

Ensure all vehicles are well maintained and tﬁatiths{éﬁuipm*\e/m\
promotes driver, operator and passenger safety by~ (oY

Y

N

servicing the vehicle according to manuﬁaétg*er§>récomq%ngtjohs
.\\.\\ \> ) e (/\\:\ \\ \>\/

setting up procedures where the employees ch;agk.\ﬂj\e;w\\?éhicie*s oil,

e N ’ e l\ / .
water, tyre pressure and general cléanliness or{\a/?quafhiy basis, and
this is recorded VO \/ TN

AN —~ 2\ Budget Manager
O (D)

keeping a maintenance s(k/f};e?dmg in theﬂﬁﬁ#@% of all vehicles that is
., [ N\ {
completed each time g] \eﬁﬁ@/@e Is servicediin any way

/«\\\\\\\ ‘\ N

YooY ~ 7 ;
following the mai/r}t/enah&(‘s/ched@mftné‘vehacfe's manual
& N

setting up A procfg/dﬁfe tQ\Qe/ngify and rectify faults as soon as
practicables, N\
/}j o :\\v// <‘\\?>\\>\/

Ensurhjgﬁéhidés are legals

ensuring-Warrant/ of Fitness and registration certificates are up to date
and dﬁs;@aye%{sﬁhg\v@hicie Budget Manager

erxsuring/);féhjé{é héé an up to date Road User Charges certificate
(:/ < //\/ \\\>

Moni/tgra:\&\man-age work schedules to ensure they do not
encourage unsafe driving practices by:

requiring staff to have ten hours minimum continuous rest and 11 hours
maximum driving every 24 hours

Budget Manager

requiring drivers to take 10-minute breaks every two hours of driving




Take into account individual drivers' needs:

requiring staff to keep a driving log that is regularly checked by a
supervisor or manager

Budget Manager

Ensure all Drivers are authorised:

driver authorisation form is filed on staff's personnel files

annual check of all drivers’ licences

Budget Manage;//

/ ~ </ \\
A’ </<//) ” ”"\7/\\\“/\
identify driver training needs and arrange appropriate training o<\ N \ K\ j)
retraining, including: V2 O
a thorough induction to the Ministry's road safety policies and proéegu\res ‘V; v
SO N \
o N . \\\ y
driver training opportunities to all staff CON D
DN NN
driver assessment and required training as part of all stqfﬁfpﬁud’ons( N )?\‘/uc\iget Manager
/ . N \ / \\ \‘\ 7 /
advanced driver fraining or specific practical trammg‘&s jquweckqn%ak o
identified 0N \ o
/\ . T\\ s \ \\) ™
regular staff seminars or refresher meetmgs fety fea \g\sb\fatlgue
driver responsibility, drink-driving and f'w ‘rdnvmh\
/| ’\ L L \
Encourage safe driving behavicmrﬁqy) ' PR

not paying staff speeding or othér @rmgémenf’ Qnef \/

reminders that the use of célfphp)wes in ve(hfcl/;a?s is illegal

ensuring food and n

9>n él\mhoho drm@‘area)vanabie at work related
functions

\ ‘\\

NN
// R N

encouraging, the\us “of taxis anﬁ buses whenever necessar
\/’” o Y
\ /

Budget Manager

ensurll}gﬁxe @aployer@md \thg”Nahonal Accounting Centre is mformed if
exustm@taﬁ\becon?e’unhce(\éed
/\ % | ¢

Staff Member/Manager

Coliect and coﬁaf&!;tatlsttcs on incidents, accidents and their
causes, inclading:

the numtyésfg\srashes

who (O(as\ﬂf}ought to be at fault

\//

probable causes of the crash, and other contributors

financial cost of all crashes

number of prosecutions (where advised)

National Accounting
Centre

Note: NAC are reliant
on notification of these
events by budget
managers and/or
drivers




Ministry Vehicles

Each office is responsible for keeping all vehicles clean and tidy, both on the outside and on the
inside. Each driver should remove rubbish every time they vacate the car. Cars should be washed
on a regular basis.

Smoking is prohibited in all Ministry vehicles. . , //\\

K% — N\
Ministry vehicles are to be locked and secured whenever they are left u atw ata ;(67 Al
valuable items inside the vehicle should be hidden from view if praC)@{ébN\ A~ N

/ < N A\ >
Please note that if a driver is involved in more than two “at fault” 46 nts in aMinis rjvehmie ina
two year period or the driver contravenes any of the estabhsheﬁxuies in relgilo\ﬂ to use of a
Ministry vehicle, the use of the motor vehicle may be Wl’[hd{ \dzsmplma@‘aenon initiated.
/ 0

The Ministry, at its discretion may require a driver to atte d/zalfdefen Qénw)r))g course, in their own
time, should they be involved in two or more motor/(eﬁtd dgr@ ilst driving a Ministry motor
vehicle. The Ministry will meet all costs mvolved Q@i&ém@ance of/@sgen/slve driving course.

NAC Fleet Management Taaﬁ%aﬁespanslrsﬂﬁt:es

All motor vehicle administration and eicroumen*tatlog/(nglludmjgv

< \ W
registrations and kag> f aCcEQun(s received for payment
fines administration /// 2 N
acqursrtron /// \ N D =

disposal - \ \)

advuce/\ \ \//\/ OO

fuel z@ﬁ /admmzstratuom N

ma émeﬂt motor vehicle insurance fund
ﬁé on/wfth Insur\an(c:?ompany re accidents

{?u}éx{e/y FBT W‘étu{

@ ¢ e © e o o
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Celiphone Use

in New Zealand drivers cannot use hand-held mobile phones and other telecommunications
devices, such as Blackberry devices and Personal Digital Assistants (PDAs), while driving
(including using these devices to text or email).

-
Exemptions to this are: \/\, //\ (Q mz
« Emergency calls - to allow genuine emergency calls to be madsuv éf\é/t:s xmprq\cuggbie to
pull over to make a call
¢ Hands Free Systems — drivers may use a mobile phone to @ recelye or e\nsfa phone

call only if they do not have to hold or manipulate the orie in doing O\Ql\prowded the

mobile phone is securely mounted to the vehicle, if the(d/rw@ manipt tes the phone

infrequently and briefly. However, drivers must np’t/ /eag send/orre\aﬂ\é text message or

use a mobile phone in any other wa

p y y. //x\/, )
\V
. \\\\\’/) & \(/\\
{ \"“ l\ \ N
Please remember, the mental distraction of a“héntis-free co ér\satron is still a hazard. If you need
to use a hands-free kit reduce this by keep\ng gall§ shoyN%e 1@9 the conversation simpie and
using hands-free oniy when driving COﬁUILIOﬁS afe su fmé\\J
vl N /ka)“ \)

The safest option is to turn your m@bﬂf;y let c;aHs\c;o%o Vome messaging and pick up your TXTs
and voicemails only when you \{evst?ap drlv@w@ \If ity important, pull over to the side of the road
when it is safe, before makmg@?a\éyéermg <z paﬁv

/\J

What to Do If mgreis ag&\(;mdent in a Ministry Vehicle

Any incident mvol@ﬁ%ﬁrrmstry vehﬁe)must be reported to the Budget Manager and the Fleet
Officer at the National Ccoun@ng antre immediately. Incidents include, but are not limited to
accidents, dé)m“«a%/)heft and.\ vénd ism.
\ /) A\ \ \//\/
In the & tg’i\c)V an acstden‘t or\damage involving another vehicle, the employee must not accept any
Iiabrh{yﬁi@e accnde{nt oﬁor repairs to the other vehicle(s).
O S \
e lmmed{a{ely stop your vehicle at the scene or as ciose to it as possible, making sure you are
not @bsiﬂ(ctmg traffic.
« E SUI’/@ y&ur own safety first.
a(i/tﬁ?@\apy injured people and call for assistance if needed.
N

e’

Try to get the foliowing information:

Details of the other vehicle(s) and registration number(s).
Name and address of the other vehicle owner(s) and driver(s).
Name and address of any witness(es).

Name of insurer(s).

@
&
@
€



Contact the police:

« if there are injuries and/or death
« if there is a disagreement over the cause of the crash
 if you damage property other than your own

« (at the police station nearest the crash) as soon as possible if damage to a vehicle ha@
occurred D </\\.,

A@/\\} . \Q 9

People often think of themselves as a ‘good driver’ however theyé@\re?emng to th\al?* @beratlona}

skills, performance and handling capabilities. //\ O <\\ \/
<< R CS—
A ‘good driver’ does not necessarily translate into a safe. cfver //\\\\\*}
& 2N Q\j/’
Fatigue . /\\ N AN
&\ \ ) /\/\<\\ N

People often think that driver fatigue means faﬂ“ngrgsleep at tﬁe Wheef Falling asleep, however, is
an extreme form of fatigue. Q N\ NN (

CONY \\\\\ N

\ )/ (

Fatigue is tiredness, weariness or exhausuom\“y ou Gcan be‘iaﬁgueo enough for it to impair your
driving long before you 'nod off' at the\wh\ee! For examfﬂv&7 “when you are fatigued:
RS
e your reactions are muchsig ex;v (K \ ) Y
« your ability to conce r;ate SV!‘ duo
 ittakes longer to int rﬁrﬁtand ur@l\efsié(nd the traffic situation.

T~

N Q:* N
\ 2N N, T
/\ \ / (\ \_\\ .

< % A \) Y
Why Fatlgue rs a Pr i
N \\ AN /\2

The mostggp?@'\roo éffmc*S\ggaﬁgue on driving are:

TN N (\//

o djﬁfEu%y keep&ng yau{ ¢ar within a lane
%}1 g off the\road
uent: and unnecessary changes in speed

notr ’a({t‘mg intime to avoid a dangerous situation.

/ \ N
N

These\eﬁécts lead to a high number of single vehicle crashes involving a car striking a tree or other
rigid object and severe head-on collisions.

in New Zealand between 2002 and 2004, driver fatigue was identified as a contributing factor in
134 fatal crashes and 1,703 injury crashes (approximately 11 percent of fatal crashes and six
percent of injury crashes each year).

Fatigue needs to be taken very seriously.



Causes of Fatigue:
Sleep Loss

Loss of sleep is one of the main, and most commonly known, causes of fatigue. Everyone has a
basic sleep need. This can vary from person to person, but the average is seven to eight hours a
day.. As little as two hours sleep loss on one occasion can affect reaction time, mental functioning,
memory, mood and alertness. S

/ 4)/\ C/\
Several nights of restricted sleep leads to a sleep debt. If you allow a siesb%dﬂebjﬁo get too’large;
the brain will eventually go to sleep involuntarily (micro-sleep), even if/t\h“f/sfh\ t\sﬂyou at I(ikég.ﬂl\jcro-
sleeps generally only last a brief period, but can be very dangerousjﬂmé@@ppen @tﬁléjou‘re
driving. For example, if a driver has a micro-sleep for just one seeond while travenirig%baf’speed of

100 km/h, the car will have gone 28 meters without a driver in controlx > SRY
QO
Circadian Rhythms N E VAR
J/t / / N\ \ / /”s\\\/

Q4 ;V N ‘f
We have an in-built body clock in the brain, coordin;@g(da%ycles\@p\@ﬁ%s circadian rhythms.
The clock programmes us to feel very sleepy betwe én B?m/andé,,ém,ahd to experience a
secondary peak in sleepiness between 3 pm and 5 pm. At th \tirﬁeis) you'll experience your worst
physical and mental performance of the day‘,(\ﬁh\er?skh in/c;,aje %Wétigue—reiated crashes at

these times. o \)\) NP \\\\/ﬂ
Time Spent On a Driving Task . oA R
/ \/ AN \\; ™ \///\\/7 (

/\\\ ) /,/~\\\\ N
Studies that have looked at dri%g;,lgas}{s/ shO\g (thth@length of time spent on a task affects the
quality of performance. As more titie‘is spent on. a fask the level of fatigue increases, the time to

react is slowed, attention a(f@j}ﬁfdgm&t aré fetiuiced, and the chances of falling asleep during the

task are increased. ) O
T ) /\‘\:X\\ S

) N \\‘\ ‘/ - ™
) J N \i‘\\J)
How You Can Impr%ie\{?ﬁ' Aier{né\§s€~>
&< SO\ Y
\ e N,

.

Sleep and Cirgadia% ﬁythms“ P
. \\ /\ NS

gjourney. Plan to drive during times of the day when you're

/ //// \\\// ¢ N

Get pienty{jﬁ/f@g\b/befpr\e 2l

norm;%a@\agﬁ{ an}ist:ay\q\v night rather than travelling straight through.
v —\/ \\'\/’/\

\\: (‘/\\/n ( 4
Avoid driving dy\r@*} \1@;&2 when we're programmed to be sleepy. Take a mid-afternoon break and
find a place tg\/s/ieép}igetween midnight and 6 am.
O N

Take Breék,sjaﬁ@&!-iave a Nap

//'\\\ \\
Sché@?é\/e@ break at least once every two hours, and whenever you begin to feel sieepy. During a
break-gef-out of your vehicle and have a walk, or some form of exercise, to increase alertness. If
you're feeling sleepy, have a nap.

If you realize you need a nap, don't wait. Find the first safe place and pull over. Try to avoid
napping in the driver's seat, and try not to nap for longer than 40 minutes. Naps up to 40 minutes
can be very refreshing, but naps longer than 40 minutes can leave you feeling groggy and
disoriented for up to 10 to 15 minutes after you wake up. (This is calied sleep inertia.)



Food and Drink

Eat sensibly throughout the journey, but avoid large meals. They can make you drowsy, particularly
at lunchtime. Stay hydrated. Caffeine drinks (tea, coffee and cola drinks) help you stay alert, but
they take time to be effective. Research has shown that drinking a caffeinated drink, followed by a
20 minute nap, improves alertness in the short term.

Get Fresh Air into the Vehicle /?

SN
{ f‘\ \\

////j NN
g @pplong jﬁé‘xmgys\i?z's
, _J

¢

You'll find it easier to stay alert if you have fresh air blowing into your veft\i,/ el

best if you don't use the recirculating air function. SN \
N \\_.\\\:
iv/i NN - <\ V\\/ ™~
Share the Driving : N N
_ o . o ] (\\\\ )
If possible, share the driving. COR e 1\ N\
// /\/ \;\/ \\;7 p \.F\\\\\ \\\\/
i N i SN TN NV
Environmental Stimulation <% A /\(\ \))
/\\ \\\ // e ) /\/\Q \\\ - j/
Conversation and music can help you stay alert, bé{‘ﬁey e\/onlyét{mrt-tem solutions. The best
solution is finding somewhere to stop and sleep. NN\ /\\\\,\M
. . . ‘(/A\: \‘iq\”\/ //\\ \\/(/\/\’
Avoid Medications That Make You Drowsy. o O
\\:\_, /) \\\\\\i\’

Avoid taking medications, both prescribed ahﬁ/‘éve;@ﬁéﬁd@tér, that lead to drowsiness. Examples
of medications to avoid are some/gﬁ@é; mineslftiaj\‘\ré\!%i}?kness tablets, sleeping pills, some cold
preparations and some pain kiii/e['fs/;’/éﬂwgy rea (the\paékaging of your medications before you
drive, to make sure they wonf,L\affézz‘f/\jbur alertne y you're unsure, ask your pharmacist.
(/‘ /.)//_\\\// /\/ </// .

L3 L] \‘\\:/'/’“ ) //\\\:\\rv

Driving Safely -~/ <0
A ANV AT

Traffic conditions i@@gﬁ\but for inc‘k(d?\:)

N

N \// Nl A
. higﬁg@@m\e/s//@ﬂrafﬁg on the road
¢ pec gfrj;a\[‘ra,and joggers-
. ;ia;(l dloars by Atb(e\roie”

L0 7N

Road & kgﬁibns 5 'y\fa\gq@obt for include;
N /> \\1\\; /

. bum;g@iﬁa?‘r@w areas on the road
e wet i{f/@:y\lgoad surfaces
e /sién/@'/arﬁing of hazards such as sharp curves or a slippery surface
o/ road works
o/

Judge the Safe Speed for the Conditions

When you're driving, you need to be constantly judging the safe speed for the stretch of road you're
on at that particular time. This is called driving to the conditions. If you don't adjust your speed to
suit the conditions, you may be driving too fast, even if you're within the speed limit.



Keep inside the Speed Limit

Drivers who travel above the speed limit endanger the lives of others. We've all heard the saying
'Speed Kills'. Higher speeds result in injuries that are more severe.

How Does Speed Affect Road Safety?

>

The faster you drive on the road, the more likely you are to crash. As your speed increases: >

e ///;/ N </\\<\
« the distance you need in order to stop increases A\\\/\/,,/; //'"J Y
« there is a greater probability that you will be going too fast if yo,Lknje}e\f\aﬁ’unexpets@g)
change in road conditions AN N N

« there is a greater chance that other road users will misjudqé!{@ﬁfést you aré i glling.
e The severity of injuries resulting from a crash is directly related\to the impact speed of the

vehicle - whether or not speeding was a factor in the g@/ﬁ\\ /\\\\3/
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What Happens When A Speeding Vehicle Crashes?{ ?/\)v . ( L >>\/
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When a vehicle crashes, it undergoes a rapid ch .Qgé\og/ eed. @Q\iﬁ@\le\!} the occupants keep
moving at the vehicle's previous speed until th;y\r\e\ﬁ/pped (ﬁj\ﬂj@f\by hitting an object or by
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Human bodies are not designed to be huéeb\eﬁ]éinst Vg\lﬁi;@jc\g\“aﬁspeed, and the faster the speed,
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being restrained by a safety belt or airbag.

the more severe the injuries. TN LN
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Risks to Pedestrians VIR y </ <~ \ W
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If a2 pedestrian is hit by a ve\ﬁjic?g{th%seveﬁ@@ﬁhelr injuries is related to the impact speed. The
probability of death for %dieﬁtﬁén nses{sfe?gly from:
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D \ 5150{ perc\eit\g;s:@an impact speed of 30 km/h
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The ri/s@is&ﬁuinenéb’lé gje\déstrians, such as the elderly and young children, are higher.
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Penalties IORN
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Fines <\//:> 4
RN

The H\axﬁ;njum fine for exceeding a speed limit is $1000, which applies to serious speeding
offencesthat are dealt with in court. Most speeding offences are subject to infringement fees
(instant fines), which range from $30 for driving up to 10 km/h over the limit to $630 for driving
between 46 and 50 km/h over the limit.



Driver Licence Suspension

An immediate 28-day licence suspension applies if you're caught traveliing more than 40 km/h over
the permanent posted speed limit, or more than 50 km/h over a posted temporary, holiday or
variable speed limit.

An example of a temporary speed limit is a speed restriction through road works.
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An example of a holiday speed limit is a lowered speed limit through a po;:}u@r holiday des‘/u'/@értion
(eg, a beach resort) during a busy holiday period DA > O
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An example of a variable speed limit is a lowered speed limit in a scpbcg one at times-wh
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children are arriving at or leaving school. &\\ U R \
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Demerit Points X > Y (O
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s ?}Ie? thanﬂéﬁeed)camera offences. If you
get a total of 100 or more within two years, you'll be suspend from.driving for three months,
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Demerit points are given for all speeding infringemg/\ﬁg‘@‘ ONN—

Exceeding the speed limit by up to 10.kmfh 40>\~
Exceeding the speed limit by 4120 km/h 207
Exceeding the speed iimﬁ@Q{;ﬁﬂ km/pr— 535
“féﬁiééeding the speed ﬂ,[imiffﬁy'/a’}’-SS l;rp/\'{\,/ ) 40
Exceeding the speed Gimit by 36 km/h-6r more 50
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Speedmgﬂ@e@ mg;e/ase p(oggres/siveiy from $30 for speeds less than 10 km/h over the limit, to a
maxim//qm:mé/eﬁfm@qu\ggpééds up to 50 km/h over the limit.
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If yoJF\sg;?éé is Mo é\i[b/él? 50 km/h over the limit you could be charged with careless, dangerous or
reckiess drivi /\a{m“ ore than 40 km/h above the speed limit you could also get a 28-day
licence susy \ms;@n.\v‘
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Driveg;L\(}St;éhée Disqualification Or Suspension
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If yo&'yeb)%en disqualified or suspended from driving by the courts, you're not entitied to hold your
driver licence and must surrender it to the court, the Police or Land Transport NZ.
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If you're caught driving while disqualified, the vehicle you're driving will be seized and impounded
for 28 days. It doesn't matter whether it's your car or not. Driving while disqualified or confrary to
the conditions of a limited licence carries a maximum fine for a third or subsequent offence of
$6,000, and the period of imprisonment is up to two years.



Suspension of Your Licence at the Roadside

If you're caught committing a serious driving offence that puts the lives of other road users at risk,
the Police can suspend your licence, on the spot, for 28 days.

This is called roadside licence suspension, but it can happen anywhere:

e At the side of the road if you're pulled over for speeding at more than 40 km/h above me
permanent speed limit (does not apply to speed camera offences). //

e Wherever you are if a breath test you have provided shows you h;a wg;e than
micrograms of alcohol per litre of breath, or a blood sample show K d moré ;ha)rM
milligrams of alcohol per 100 millilitres of blood when you were tested. If yo h&k b
convicted of specified breath or blood alcohol offences in e pasi\fbur years \tsr?mg
anywhere over the limit is enough for your licence to be/su°-peng>ed Q

« Wherever you are if you have failed or refused to take/ ,aﬂqod test faf exsegs blood alcohol,
or refused to supply a blood sample. AN '\7 / \\
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If you are driving a Ministry Vehicle and your hcence/@s pe?ided oﬂz your Budget
Manager and the Fleet Officer at National Accouptln tre as&t\m \poss;ble

Impoundment of Your Vehicle af the Roac\igtqg \\,> N C\% >
Your vehicle will be impounded if you're céughbénvmg WQEN\X
/,_ y SN
= you've been disqualified froné hoR‘ix gor obtamérg\a? driver licence
¢ your driver licence has been/susﬁﬁndec} Pﬁnwb&ed
« you don't hold (or have nev/ef/@]/d) cence, or your licence has expired, and you have
been forbidden to dr;\@by\a Pohca&fﬂ@eraﬁﬂi you have obtained or renewed your driver
licence N NS
e you've been cau%}é’g th in n@ﬁamhorlsed race or other 'boy racer' activities.
4

« If a vehicle ving is lmbo nded the Police will call for a tow truck to take it to a
storage fa e end of the ; B -day impoundment period, you'll have to pay the towing
and sto;age efor/e\you gan get the vehicle back.

/\
If you areadﬁwm / Mxm try \Zeﬁbie and your licence is suspended notify both your Budget
I\/ianaggf\@m@ﬁg Fie,ei @iﬂ%\? at National Accounting Centre as soon as possible

Generaf@nvmﬁ;q& ence

Maximum fi gs “for genera{ driving offences range from $2,000 for driving an unsafe vehicle, to up
to $20,0 0 0dor reckiess or dangerous driving causing injury or death to another person, or for failing
to st?pfaﬁ\eré crash where someone is killed.

Note\l\;rﬁ@ will advise the immediate manager of any major infringements they become aware of.
HR will also be advised as they will determine if any further action is required.



Vehicle Safety

Before driving off

Mirrors—All mirrors should be adjusted to the individual drivers viewpoint prior to moving off
in the vehicle.

Drivers Seat—Drivers should ensure that their seat is adjusted to suit their comfortabia
driving position prior to moving off in the vehicle /

Seat Belts—Drivers should ensure that they and al/ passengers are i Qﬁrmn seat hMtQ m. the
correctly proscribed manner before moving off in the vehicle. \/ / / (“ Y
Instruments—familiarise yourself with the instruments and con{mjé/(@érs }ldIGa\th and
horn) prior to moving off in the vehicle. N X

Ensure that there are no packages or heavy items lying lo &OH tHe inside gﬁ e veh:cie——uf
so please place them in the boot or luggage compart % {
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Checking the vehicle //\ \<\.> v ( <f\>\\\
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Check to see that the vehicle has current Regjstﬁa\tlon/ Wa;/‘n’rk@srtrﬁcate of Fitness and
sufficient Road User Charges — if diesel veh:c@« ) /\/‘\ N
Drivers are required to check the vehlcbeﬁmthe@umdé béeré\/USlng the vehicle and are
required to REPORT ANY DAMAGE(ORRULTS gm tﬁ\é/veﬁxcie and ensure that the
vehicle is SAFE FOR USE prior to@nw@Q) off \
Check alf doors are closed properly ™ N
Check boot/hatch are closed pro erly > L \
Check that there is no 1tem@§pfhew h|clewh‘bh<§1“oose or could fall off the vehicle whilst
driving on the road, i.e. ’u’m@r oor mlrr(dr
Check that the load Wtﬁmo&bs‘truct/yﬁg{r\ wards view, hatch and wagon style vehicles
only
Visually check akkhghf&né mchét\ors@r cracked or broken lenses.
Visually check. thaWes are/r ‘tedié the correct air pressure, check spare tyre is in
vehicle and/mﬂa;tek{%o the correct pressure
If embarklng\ﬁ/a/fong)gurney (Wvo hours or more) check the oil and water levels of the

enging NS
En§apév%\ds€reen§anei mﬁors are clean
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Safe papkmgxlps fp(z‘drw\eﬂs

When pa\rkmg )@Nehlcie drivers shouid, wherever possible:

e
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ParEXQ weU -lit areas.

‘irf aréas where there is frequent activity and NOT in quiet uniit side streets.

((2 \a)way from walls and bushes which may assist in hiding a potential attacker or car thief,

m such a way that an easy exit is possible.

. NEfrsure that all valuables, documents and other items are securely locked in the vehicle’s

@

boot.

When returning to your vehicle, check for signs of forced entry and check the vehicie from
the outside for anyone who may be hiding inside.

Plan your parking ahead, for example a crowded car park during the day may be deserted at
night. If you are leaving late try to park near to your building in a well lit busy area.



Safety Belts and Airbags
Why Safety Belts Matter

Wearlng a safety belt increases your chance of surviving a crash by 40 percent. In a crash, if
you're in the front and you're not wearing a safety belt, you may be thrown i o the wmdscpeefn or
onto the road. In the back seat, you might be thrown onto the front seats, Q.%m; or aﬁ‘lab"] N
your face into the back of the people sitting in front. / (A
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Driver's Responsibility for Ensuring Passengers Wear Safety Ii:s \ 1
If you're the driver, the law says it's your responsibility to make s ure th\at evgx;bﬁe\under 15 years
old is wearing a safety belt or sitting in an approved child l;eétral \
. \
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Put Children in Approved Child Restraints ,ﬁ\\\ </ / /> < \<& )
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Safety belts are designed for adult bodies. Until amﬁt\d\éan safe\(xf a%si cbmfortabiy wear an adult

safety belt (i.e. the belt crosses their pelvis, nczftl\ﬁéw sﬂamachx wyc)u\hgve to put them in an
approved child restraint. N
\\/ \\\ N \;

Some chiid restraints are designed so thaﬁhay/éan ﬂs\% safely with lap belts, and where this is
the case, it's a safe option — check/wnh “che restrai éndfacturer

/—sx'\

Children: //A \/ (,./ )Y
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¢ under five years must be\p/epgar/res(ahe/d in an approved child restraint.

« aged five to seven y€ars must use-an ppteprlate child restraint if there's one available. If there
isn't, the child m/ust l)sg/a\gafety@@i\]ﬁhere s no safety belt available, the child must sit in the
back seat. /.

< aged eight to Myéa/é must use a s‘afety belt if there's one available. If there's no safety belf,
they mus;sk )a;vback se\&t Ve

\\.\
Drivers an\d p@s}%ngeré\ﬂ 5 \Xeérs and over must wear a safety belt if there's one available.
(< Q
Note: Sa Ybelt;; é\ré d9 lgned to hold one adult. Never put a safety belt around two or more
ohxidren P@/ uta“child on an adult's lap with the belt around them both.
< // \x
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Ask your {((earest\gnotor vehicle parts and accessories store for information.

Fmets/(or\ \ot Wearing a Safety Belt

If you dor't wear a safety belt, or you allow a person under 15 years to travel unrestrained, you can
be fined $150 for each belt not worn. The driver must personally pay for each unrestrained person
under 15 years old. MSD does not cover this cost. People 15 years and over are responsible for
their own fine.



Excuses — and Why They Aren't Valid
Many people find excuses for not wearing a safety belt. None of the excuses below are valid.

Pregnancy - If you're pregnant, you must always wear your safety belt, with the lap belt worn low
on the pelvis. Unborn children need to be protected from crash injuries. If you don't wear a safety
belt you put two lives at risk.

o
Individual Freedom - Some people think wearing a safety belt or not is theij’/ﬁyv\n business(}t\'s\{}ot a
matter of choice, it's the law. 0 (TJ RN
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Being Thrown Clear - Some people claim that without a safety belt 1§ hrown clearfrom their
vehicle in a crash. They might — but they're likely to be killed or erman tly disab \La?/\%u‘re more
likely to survive in the car, with a safety belt on. P O QL WV
(\ 0 ij‘\\\ \\T\\\\E\\\)
Being Trapped - Some people believe that wearing a safety bél(\héuld ):ra"p; 1 in the vehicle if
they crashed. If the crash is so serious that you might be@%@a)ed not\\.(yé\arij@ a safety belt wouid
probably mean you're dead. When you're wearing gé‘azféty\pﬁ y;ur\/ hémﬁg of surviving are
higher. SAY) RSN\
NN NS
Protests from Children - Some people claim }Q‘a@éﬁchii@mn\@b ‘twear safety belts because they
don't like them. However, wearing safety p@lfs\j’sfakeriog\s\&\éie issue — it's the sort of decision
that adults make, not children. insist that W@ﬁ/ﬁ;}ildreg\w\e@}xﬁ}é&r safety belts. It could save their
lives. Children who wear a restraint from birthrwill think it's.normal to wear one.
S N
»\ \\, ) P ‘( N
The Safety Belt Doesn't Fit - If tj{é}sga\fety/éelt \Q/gn»'{if'\f\a}found you, there are extensioners available.
07 H00)

Important Safety Warning— " ‘/é//\\"/
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Never put a child in g\ré@;ﬁéj@éﬁé C?i@fé?ﬂ];é}ﬁf in the front seat of a vehicle that has a passenger
airbag. If the airba/gjfa{y}iva\t@s, a child.ina rear-facing restraint could be seriously injured.
Ny ‘\/‘( /v\ Ve \\/‘>
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injuries from ags.. \V.
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You car bemjured( arfairbag. The injuries are normally minor, compared with the injuries you
could resgive y@(asﬁ/ﬁ’ your car didn't have airbags.
i o aithage
your car Has.airbags:
s
. Eﬁk\e\\'sure there is nothing between the airbag cover and you (eg, never attach toys, cup
<<\igg>q>ers or anything else to the top of the airbag cover)

« “sitas far back from the dashboard as possible (if you're the driver, obviously you have to

make sure you can still reach all the controls safely)
« follow the instructions on the airbag warning labels in your vehicle.



Driving for Economy
Fuel economy

Driving wisely and choosing the right car are the keys to fuel economy. /

/
It's relatively easy o get an exira 50 km of drnnng out of your tank: adop; ouuyr mple dﬂ%ﬂé\ N
habits, carry out basic checks on your car and choose the most fuel effi eﬁt for yo@(nee)ds

/NK A\

Test your car's fuel economy
’ N N W \V
If you want to measure just how much of an improvement ygu”felmak}g to(yabn\sgrs fuel
economy, you need to have a starting point. ) -
/é& \\/\j N /(‘\\\\\
Follow these easy steps. N\ / 2NN,

/ “\ AN
S } VNN

e Wait until the fuel gauge needle is on an \lh@\ag)ole mavk}ust before you're due to fill up
(this could be at the top of the ‘E' or then nex\i\mark aboveinyD“re worried about running out
of gas). Make sure you take the readrﬁg on a\ﬂat p|éce\6\§0éd

\

«  When you fill up, keep track of how manymre 1/ L% ght The easiest way to do this is just
to keep the docket in a safe ace in your caf<Yourden't have to fill the tank completely, but
if you do, make sure you dpn ov;/édﬂll lt/ﬂU\S\ \Lﬁatxl the pump clicks off the first time.

&
« Reset the trip meter ejfa\e yéu driv xiﬁ DTI around as you normally would. When the fuel

gauge reaches the am&p}omt asAm\%e first step, write down the distance you have
travelled from th ’mp meffer & \\\ >

mﬁ o
» Now you ha@éaﬂ mformatrQn ou need to calculate your fuel economy. Simply divide the
number of hir@%yﬁu ussd by the distance you travelled. Now multiply this by 100. The result
is yoyr“iu\el eﬁmomy in ittres//per 100km.
O DN
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Calculate fg@rﬁﬂjeé eaono

% /> \ /
This snmgle equ%tldn(\wﬂﬂell you your car's fuel economy:

e wnte me/iﬁfes%f fuel you filled your car with: litres (a)

. g/tjge total kilometres travelled: kilometres (b)

o e/htres (a) by kilometres (b): litres per km (c)
@31%1 c) by 100, this is your fuel economy in litres per 100 km

For erampie if it takes 47 litres to fill your car and you have traveled 685km, that comes to 6.86
litres per 100 km.

If you want to monitor your fuel economy more precisely, continue to do the measurement and take

averages every now and then. This will let you see if you have improved your fuel economy or
slipped into more fuel consuming ways.



Keeping your tyres at the right pressure saves fuel, as does checking your alignment, engine
timing, air filter and spark plugs regularly.

Watch your air con

Only use air conditioning when absolutely necessary as it tends to eat fuel, up to 10 percent more
in fact. Other features, such as the rear window demist, can also be a drain, so make sure you

switch them off when they've done their job. : » e
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Sustainability — Travel Plans AN /w// /(Jﬁ N
<\/v/’> AN b ~ \\ \\\ //
Reduce the number of miles you drive by walking, biking, carpooijﬁé?oN%ing mas \tt;a\rréﬁ/
wherever possible. N . &/N

\
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AN
Using Public Transport is often easier than you think a%ﬁa&é@, diffggef éi;*ya\u don’t have to
use it use it everyday. Just find ways that you can make-ity p?*kiﬁor sc’irvr\g;’ci\ our regular journeys
All regional councils provide passenger transport inform@ﬁ@@”x theiry (;{txsﬁ/és
Ve ™ \\ N ////> \\\‘\\\\v/‘,
N\

Auckland — www.maxx.co.nz/ <\\\\\\y NN
=S
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Bay of Plenty — www.baybus.co.nz/ QO A\
P NN \ \\\ \>
\\\\’\) OANN
Canterbury — www . mtroinfhtip/www.metroinfo-ofg.nz/HYPERM INK
/,/ N // (f L\\ \/>
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Hawkes Bay Manawatu — WWW.%*}Q;E?@R govi.nz— . S
N )
. N/ / N/
Otago — www.orc.govi.nz > /> o
‘/ N A Sy

) N\

/

N P \\ /
Waikato — www.ew.govt.nz. < QS\\
NV A AN
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Wellington — wwwfm,/eihn\k,%r nz/ O\ \}\S
\\ <\/ 7 v
ry Te ece(n} ) ﬁw\\v "
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Teleco \u‘gmg” an Ilq{gg_/g@gérastically reduce the number of miles you drive every week. Mobile
techrolof es it really easy to avoid making journeys you don’t have to. Use your cell phone;
video ﬁg‘é(enc;n \f(é\gmii/i‘es; conference calling instead of driving.
NN
~</<// N




Annual justification for motor vehicle

Budget managers must complete a vehicle justification form each year as part of the annual
budgeting process.

This is to ensure that MSD budget correctly and maximise purchasing discounts and retain
only those assets that are integral to the operation.

Complete vehicle justification for replacement of both existing and addmona! vehicles m
be supplied. The factors to consider are: A
< /

e The period required based on past business use and/or prOJe\gdhu%ss usé

e The likely ideal vehicle specification for business function.

e The economics and availability of alternative sources Q!V/:?nsp& compare\&/fma’osts
of the department's own fleet e.g. public transpcrt taxis al carﬂ\leas ehicles
and private vehicles. \\ S

e Remuneration contract vehicles supplied as part atKage do not
need operational justification, but are manag @g/\p of +he astﬁnenta! fleet.

The fleet officer at NAC will advise each budge n;fa?ra er/f tWehwc s that are likely to be
replaced in the forthcoming financial year. <\ o \\

How to buy a motor vehicle <\\\/ AV

/\\ \< ) \. y
Unplanned ad-hoc requests /Por \a%idﬁl}nal f weh\\c!es outside of the cost centre’s annual
budget process, need to be” wyyrted by 5:1813?5r sin s¥ case and capex approval.
/ N \\_
Unplanned short term (QJLC e f“equrrame/ﬁts (ie. less than one year) are usually satisfied by
the most cost-efficient altérpr tive . \taegs rental cars (accessed by using national supply
contracts), mlleagc&i ;A@nces rs of own vehicles, buses etc.

N
Requlremen\t d}iltlonal motor/vehlcle long term

Unpl/apng\(ev@gests for adohtmnaf fleet vehicles, outside of the cost centre’s annual budget
process/@éed to be sué;im‘ted by a business case and capex approval.

o — SO\ >
<So) ulf W|th t?{{ leé§ o‘f?icer at NAC before taking any action.

Addlt ova vehrc ustmca’mon {(Excel 128.5KB)
Expenditure approval form

Buy additional vehicle procedure

Capex procedure

9
N

Motor vehicle fleet management

Who manages the fleet?

The manager of financial operations at the National Accounting Centre (NAC) is responsible
for the management of the departmental fleet through the fleet officer at NAC.



The fleet officer monitors vehicles to maximise use and to minimise costs to ensure that all
vehicles in the fleet are used consistently. Vehicles need to be rotated to ensure that all the

vehicles being disposed fall within the same age/km status of 3 years/60,000km. The fleet
officer will notify you if and when your vehicle is to be rotated.

The fleet officer at NAC holds all motor vehicle ownership documentation.

Who can authorise purchase?

AN
S
The manager of financial operations and Chief Financial Officer autho/r,jsg-:‘?/the purchasé//ofs\
t hicles. ~ > 0
motor vehicles N ///\ N

The fleet officer at NAC assists the leadership team and manag;@kz all%céte resOUrees in a
manner consistent with the annual business plan, and convt}st\en\t ‘with the de rtment's
capital expenditure plan. O ¢

<

\
AN 7 N
" - L =0
Buy additional vehicle ANV SN

N ™
<\§ //> />\/ A <\d/>

Budget manager monitoring of fleet vehicles —. v S\
g g g //\sv YA /5<Q>\"
A budget manager is responsible for monif&?\w ﬂeepy\é\/hl\c{% assigned to their cost

centre and attest this when completing tpe/ r@uﬁgﬁt’maﬂag\ég\jﬁjcyna! control checklist (also
included in Assure). ° > ¢ e

o \\( b > N NS
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The following good business practice templates /aﬂ‘eﬁ\gided for budget managers to use if

they wish: ZaN <9 l\\ \
\ \}
k /v/§>\\~\\> /"\\ <

MSD car tracking sheet (Word 81KB] . '\//%\%g\/
Monthly vehicle inspectiohrchecklist (Word 45 5K8)
S NN
RN
&&B,hiﬁie \/<‘\‘<~:§\\\\/

Standard of ?Qto
// P N
N <//</>//~

%
Policy S

Y N
3N />\/ ~ N\ : .
The sta//nga 3 for Ms \_met> vehicle fleet is a four-door, 1600cc motor vehicle with manual
traqé@is%ﬂ@, side(ﬂnp%gﬁérs and impact crumple zones with room to accommodate 4 large
lts. comifortably; and reasonable size boot space.
\ (/\\:7 { ( (\\V’

A\ﬁ‘y:)vari '("'\\\fgifwhiie/standard MSD vehicle for a particular circumstance is to be justified
based gﬁ?(/buémjess need for consideration by the manager of financial operations, with

dispu@s\gécided by the Chief Finance Officer and relevant Deputy Chief Executive or
rel&/ar@Gé%eraE Manager equivalent, or failing this, the Chief Executive.
N \‘\

S

>

~ AN \\/
@f eet officer at NAC must give prior approval before any accessory over and above the
‘mandfacturer's standard is fitted, or any part of the vehicle is altered.

Note: car kits may be issued to the following staff members at their manager's discretion:

o Deputy Chief Executives.

« General Manager equivalents.

¢ Regional Commissioners and Regional Operation Managers
e Benefit Control Investigators.



The fleet officer at NAC must be notified of any car kit installations.

Use of motor vehicles
Policy

This policy applies to all departmental motor vehicles, whether owned or leased.

General rules for motor vehicle usage Vo

o N\
 MSD vehicles may only be used for business purposes (wh h/l des FIVUQ
to/ffrom work where '"restricted personal use" has been \} ,\uﬂless t z
designated "full private use" vehicles. O R \ /
¢ Staff must not use departmental vehicles for travel!@g\out standag s?kmg
hours unless authorised to do so, or where use arises direstly from @e performance
of duties.

e No person other than a designated staff memb rv @f\a‘n apprﬁv<eq MS‘fD business
partner is permitted to drive the depa"tme.ual/%p Ie\/ % \ Y

e Vehicle drivers are not to deviate from the\m st ;éffecw &Q te to carry out their
responsibilities, or to delay travel for prlva/tér‘e sors.

e The smoke free policy of the departgie\aﬁ lies tO\d” \er a/nd passengers using
departmental vehicle. Staff members \tb/keep SD.veticles clean and in good

condition. Vo
e Staff members are responSIbief“fQ\géfsonal peld@gl left in an MSD vehicle at any
time. O NN

e Vehicles must be locked at all tlmes w@mﬁs\aijonery and no confidential material
should be left visible ap&LEmS@qured lrLan uzﬂiénded vehicle.

e Any staff member wi ngl és an \xe\kucie in an unauthorised manner, or who
allows an unauthgnS@d/péyson tw lve o)r)travet in an MSD vehicle, will be personally
responsibie for/éﬁﬁgs&m the evey of-any damage or loss that occurs.

N

MSD vehicle usaé&@sﬁgtegonseﬁ:as NY

Work Use /// /\ \\\

/
Wherg;vyehl*&/wm me off\poo[ are used as approved by the manager for operational
nee

\\//\/

\R%tn téd Prﬁl@

Where ehic é D's motor vehicle fleet are allocated to an staff member to meet the
operati \aﬁﬁee{is and/or the required duties of a particular position. This policy will apply

subjéfi?to@ny other terms and conditions set out in the staff member's employment
agree nt / contract and/or any other documentation on file.

%t@ taff member may also be granted approval for restricted personal use in order to drive
the vehicle between their workplace and home only.

Example: when covered and secure parking is not available on-site or to meet operational
needs.

\

\/



Household members of the staff member cannot drive the MSD vehicle but may travel as
passengers with the prior approval of the staff member's manager and the manager of
financial operations.

Vehicles must be made available to other staff members for work use during business hours
as and when required.

Wherever practicable, the vehicle must be left at the office during any period of absence of

‘the staff member. e
0, K
MSD reserves the right to withdraw the use of the MSD vehicle/ car pa \/ Véﬁyﬁﬂme. (f;b O
NN // \
V4 N N
Full Private Use NN \ﬁ O
AN\ o>

) oY \\V ~
Full private use of MSD vehicles is limited to remuneration got%sj}vehici s.allocated to a
number of staff members as part of their employment agr gp ts / contr \cﬁsﬁ‘h&s policy will

apply subject to any other terms and conditions set out in t/ﬁé\Btaff mfeﬁqbegs employment
agreement / contract and/or any other documentation o "é& (C > h
/

N\ AN
The staff member may nominate his/her spods/\e:\g\r\ p‘énn%&i@v’ihe allocated MSD
vehicle. In exceptional circumstances, an qd@:}@n@pérsog may-drive the MSD vehicle (for
example, pickup or drop off to an event).<l\ﬁ;ta\ﬂi\b§‘§/es, the driver must have a current and
appropriate drivers licence and be O\iei\\ZSj&yéars @/f\ ég‘f{@thers may only travel as
passengers. < ) NN \\g
NS\

.

. / ya .

An approval for full private usg/éaa\ﬁes o;ly tc/th@ Qbé‘gﬁc vehicle that has been allocated
and does not extend to any 9ﬂge{M D vehi @{ég.\otﬁer vehicles in the office pool).
COONT (N Y
AN \ )
Full private use vehic V@uétﬂo/e avaj )Leg\:f;ﬁj> use by the staff member during normal
business hours when t @s‘cﬁj}ﬁemp@\t\working in their home region.
~ N .
~ & ~ OO
Staff members )Nhg\}ib ‘%pprqyéqmﬂp}vate use of an MSD vehicle must pay for all private
use running (;zé@fsa ngf on outm}{egion private travel, or when their vehicle is being used
by the nomin%t\ﬁm@fs‘f@ous?\when the’staff member is away overseas for business or private

purposeg g N2

g \\ D | ~ /
s N NN
Dr@mﬁwm 163 5KE)
/,,/’ \\—\\\/// '/ty\\ \\\\\/
O N

Who cey}(‘wé&gﬁkles?

2NN
7> NO
] Y, Ny
Policy ¢
/-.///\ \\\\,\/\

e

/grl\u\\s\éses, the driver must have a current and appropriate driver's licence.
( ) \ Y

NN J ) .
‘Who' can authorise?

AN
\\
\ \

It is the budget manager’'s responsibility to ensure that any driver of MSD vehicles hold a
valid driver’s licence. The budget manager may aiso authorise a staff member to take a
vehicle home if there is no garaging at work.

How to authorise?



All drivers must complete the departmental vehicle user form (Fin1004). Budget managers
must retain these forms.

Budget managers can authorise staff members to take a vehicle home by completing
Fin1005. A copy of this letter is to be filed on the staff member's personnel file.

Other driver conditions of use

All drivers must : . ///
o NN
e Carry their drivers licence while driving. The police may detaing "\stmgpghnd aéf icle
for 28 days at MSD expense if they find that the driver is QQ’[ ;%u\ialjﬁed driven, \Qﬂf
the driver is not in possession of a licence. 2 N {\\\\\Qw/
e Complete the logbook. /ﬁ \> Y

e At all time obey the law. Any penalties for commiitin/g \tra\jﬁo oﬁe@c@s or parking
infringements will be the responsibility of the drivx{rf'bﬁlcyrring th%@iﬁty\. Where an
offending driver cannot be identified, located /%Q acted or/wq \‘\ef\\ajdispute has
arisen regarding liability for the infringem {S/h/? ‘abi!ity(r(@sj\vxﬁfh the budget

manager personally, as the budget manager. i 2SPONS] e\\fsr he control of all

ger p y g 39N fesp }ﬁ{mi\j

/ /\\ //'

NN
assets at the cost centre. SN p

Staff members are responsibie for persoqai"\bg@p;g}'hgs left \mgh\MSD vehicle at any time.
NN

Vehicles must be locked at all times <§A\>h\eh>\gt;¥cione[y;\\\a>\\td®\ﬁ confidential material may be

ieft visibie and unsecured in an uqgjtendeﬁdj)/ehic/ie:»\.\\\\\ S

- \Q\\/
7N SO
Vehicle user form (FIN1004) AVord 80/5KB) — . <
Motor vehicle conditions of useForm(Word/ 108:5KE]
Drivers Guide (Word 153:5KBY. > \"—//
(O o™=
=) AN
\ \\\\\\";_,// e D \\\\\/
Use of fuel car/q;c, \v > <\\&\\?\‘;_\/
& ) \ \\V
Policy \\ é/A \

NN
Each A D\\{gx«%ie is @§\qu its own unique fuel card (i.e. BP Fuel-card/Fleetcard) for all

: p? :
Vfﬁﬁj\'@ﬁﬁed sugg)@%.
LN S AN
“As’gach vehicle ha “adedicated fuel card, the fuel card for one vehicle must not be used to
purchase i\ﬁ\é\k\i‘d\‘r}gpbther vehicle. Staff members may not use MSD fuel cards to purchase
fuel or aﬁ(y“/ gthebitems for their private vehicles for business trips.

N
VN

/\.
Fue{{éj)ﬂs\are used for fuel, oil, tyres car wash and limited other vehicle-related items. No
rivate er non-vehicle related purchases can be charged to MSD’s fuel cards.

Ny Y
\%@)fuei card can aiso be used for other vehicle repairs and purchases where accepted by
the supplier.

Guidance - Seek approval from the fleet officer at NAC before “limited other vehicle related
items” are purchased.



If the fuel card is lost, stolen or damaged, it must be reported to the staff member’s manager
and the fleet officer at NAC immediately to prevent the use of the card by an unauthorised
person.

How do | get a Fuel card?

Order fuel cards through the fleet officer at NAC.

Budget managers are responsible for : \ Ve,
. &
« Monitoring the use and charges made to the fuel card ( theseia\re\/jrzﬁwardeﬁf m
NAC after payment has been made).
e Checking the fuel costs for reasonableness with vehncies/mﬁv%hg/&»eets < \
N \/> »V
How to buy? - V\ O N j
X o A\

)
Fuel cards are issued with a set credit limit, (as shown on’ (ﬁé/rever \f\we €ard), which
should not be exceeded on any single purchase. E{t@eﬁth&@hlef naqcxal Ofﬂcer or the
Manager of Financial Operations at NAC must a;}pm teippora creaséé in credit limits.

<
The driver must: - l\\ 5

to signing the receipts.

« Advise the odometer reading for euefy fu m?*d\pLLPchase The reason for this is that
the odometer reading rwes\the vehxclgg;a lacement program as well as tracking
vehicle performance ptimu m-use “of €ach vehicle in the fleet.

e Use the correct fuel’ Z!Aﬂe\é\t vehlcl @t jjr‘cﬁan diesel vehicles must be fuelled with
unieaded 91, WItqué EXC ptlorm he\cd Focus which uses 96.

« Retain the fuell car re np (éturn them to the budget manager or the support
officer. /\\

¢ Ensure that all fuel receipts arg c\xﬁw\teted correc\& each card transaction, prior

Motor véhkcle Mientsfacc yehts
\\ / TN
Poi.@ AN
/ > \ N \\/(
V\Q /(dent mv(ofvnrf “&n MSD vehicle must be reported immediately to the budget manager
nd_the ﬂe&o{ﬂ t NAC via the accident/incident claim advice form.
/ D \\ >
incad@ts\lfmiude (but are not limited to) accidents, damage, theft and vandalism.
\//
émx@s include:
(D)
: \\‘,/« Damage to windscreens.
« Collision with other vehicle or property.
e MSD vehicle only involved.

In the event of an accident or damage involving another vehicle, MSD staff should not
accept any liability for the accident or for repairs to the other vehicle(s).



All accidents/incidents involving damage to an owned, leased or rented vehicle must be
reported immediately to the budget manager. Once reported to the budget manager, the
liable driver (or support person) is to complete the accident/incident claim advice form and
forward it to the fleet officer at NAC (who maintains a register of all accidents/damage to
MSD vehicles).

Who can authorise repairs?

The fleet officer liaises with appropriate staff on required action to effect repalrs /2

v\\
Windscreen replacement and repairs are provided at no cost to MSD™ ‘Fhé/ﬂset o rfef at
NAC will provide details to the insurance company.

"\

/\<\\\// N )
Notification to Insurance Company Y w
& \
N\
NAC provides details of any incident involving a co!hswn(@fth\p\roperty o{ah\eih\er vehicle to
the insurance company via the accident/incident cla@at&ge\form(sﬁbmﬂ e\cﬁay the MSD

staff member. \\///>

Where an incident or accident involves an MS! /\/Ehlt\;le sole x//d\&yvm pay up to $2,000
excess. This payment depends on the staff me\n /gémlng\qudtgs from three repair outlets
and submitting these with the accident/incx Elt%{a‘ adwc ﬁ@’m\to the fleet officer at NAC.

\\\/

)

If repair costs are greater than $2, OOQ\\NA prowd@%détavs of the claim to the insurance
company via the aomdent/mcxdent _claim advice form mxﬁed by the MSD staff member.

/ Ve \ \ \ &/ﬁ \
Motor vehicle insurance anﬁg&a‘m*&ﬂ/})or@ }397 sK»B“,\
(< / ( )
— \
O
Motor vehicle i lnsura éea }chialm N

,\\N

>

>

/\
/
(
Zr

Policy
A\ \/
MSD’s msurame/pdhcy covers aﬁ ofﬁce vehicles that are owned, leased or rented. Any

authorn S/e; mcludmg p\/ébns nominated by Senior Managers (full private use), using
MSD/(S j:s{de for bus; fss\purposes are covered by the insurance policy. Refer to the fleet

ofﬁcér“&@lﬁ for(nform on motor vehicle insurance.

//\ \ "\ \ \ N\

<W\{o m‘gamsés( mﬁurance?
O &

\\ \,

Motor vehﬂlcz/ie Hqsurance is organised through the Finance department.
AN

Ma‘ﬁsﬁg/an\msurance claim

/ N \/
Q\n }murance claim is to be made on the day of the incident.

Onoe the motor vehicle accident claim form is received at NAC, the fleet officer will advise
whether or not it is in the best interest of MSD to lodge an insurance claim.

The fieet officer will be responsible for lodging the insurance claim, then liaising between the
insurance company and MSD staff to make repairs to the damaged car.



Each and every claim with MSD’s insurer is subject to an excess of up to $2,000 charged to
the relevant cost centre, irrespective of who causes the accident or damage.

Any staff member who drives an MSD vehicle in an unauthorised manner, or who allows an
unauthorised person to drive or travel in an MSD vehicle, will be personally responsible for
all costs in the event of any damage or loss that occurs.

Motor vehicle insurance and claims (Word 397 5KB)

Staff accident insurance and claims N /ﬁ
,.//////“,, A \\
/\\\/(///B /:D x\/
Maintenance of tyres A ANV C 1
NV T

- \\ AN 3 \;,
Policy { v \\

Tyres should be replaced after 40,000km use or sooner T urred Tyfe %h id only be
X0

purchased from the following preferred suppliers:- s P \\
///\ \\ (N )
o Beaurepairs / / <\ W\ /
e Firestone % 4

>) R \\
¢« Local equivalents of these outlets \\\ \

)
Ensure the supplier is aware that the purbﬁasegs for MSQ \v(
O

) ~ ™ \ \B
How to buy? ; h \ / ~ \ \\

e

N /a/
Tyres are to be paid by BP Fu lcard/ Fleefcard
y p y /99 Pf (

Purchase the tyre(s) frorp}'\ ast/ e or/Béa reparrs

C
If the cost is greaéf harﬂhé cri 1t 'shown on the card, ask the supplier to contact the
fleet officer at /aufhorlsé%f purchase.

> v
Wheel a(gnm f@agn afe@\be compieted at these suppliers.

< N4 i\t\ A4

N >
P Ve
ma%amﬁ%na\&e/of motor vehicles
\\/
Pohcy />\ N

( \\//
Aliye//ry}les ‘when purchased, provide a standard service plan from the dealer outlet.

&eﬂé} > must be maintained in accordance with the manufacturer's requirements to comply
e warranty.

Most vehicles provide a 3 year, 60,000km standard service plan, including:

» Free warrant of fitness (excluding Mazdas)
e Free service check



Note: Please check the service plan and windscreen sticker provided by the dealer on
collection of the motor vehicle. Ensure that the service plan is kept in the glove box of the
vehicle.

Who can authorise purchase?

Budget managers are responsible for ensuring that vehicles are serviced at the prescribed
intervals. Any unusual condition must be checked by a service agent and reporied to the
fleet officer immediately. />

/ >
\\//\ \
Outside the warranty period specified in the service plan, budget manags@gnust ensuré that ~>
the vehicles are serviced by an appropriate dealership. o~ / ?WQ\/
\\) </\~\\i\\ ~

7

Annual fleet relicensing is centralised and managed by the fleet ¢ ce\r\a? NAC. \\> 7
9\ e

\

\/
Budget managers must ensure vehicles under their contro1 }zhﬁpjay curren(?eg)s’cratlon

/\ \ /\/ N \
Budget managers are responsible for ensuring ’that\eaéh vehlcle h@ a))xrrent warrant of
fithess.
/ f\> ﬁ \\ —
How to organise /\\) N \

v
The original dealer, or an appropriate deé !% wm peéri m\r@utme maintenance accordmg
to the service plan issued at the time O{Ve\je purcha\

Note: it is critical that MSD us%O @ propriat @Babﬁs%p for the brand of car (i.e. Toyota
dealer for Toyota vehicle). If/m plea?e CO}QCI the fleet officer at NAC before taking a
/

vehicle for servicin
g. /,,\)\ <, // /5 \_\\\_/ y

. \ S
The service prowder sehds ~an invoi %hé budget manager for manual payment:
e\ /% 5‘ f

e For any~ ;Ie \zts@utsnd \t e\staﬂdard service plan (i.e. air filter, wiper blades) but
inside’ e;WaK ranty period, and?or
e for ongg vehlcle\mamtene(nce outside the warranty period.
N
/\ \\ /> - \
\/ \

- \/

\/
ﬁﬁ& sal of nwto%«eh les

\ /\/

/
\
Pc}h%y /\Ei\ )

Whet@;\/éhtcle is replaced, the old vehicle must be surrendered and sold as soon as
pras\t/aﬁle%ﬁer the delivery of the new vehicle. A replacement vehicle should not be
stame@‘/ by the cost centre for a perceived transport need without prior justification and

( é@?va! from the fleet officer at NAC.

N
Lease charges will continue until the surrendered vehicle is accepted as being in good order.

The vehicles being surrendered for disposal must be in good order and without damage to
maximise sales proceeds. If surrendered vehicles require reconditioning to bring them up to
a saleable condition, the cost is borne by the disposing cost centre.



Surrendered vehicles are deemed to be in good order when the person on the receiving end
(e.g. auctioneers or receiving site) accepts the vehicles as being in good order.

Good order and without damage means :-

¢ No dents in body work,

e clean,

¢ no rips, holes, burns or stains in the upholstery |,

e complete with all original equipment, p

e no broken or cracked glass, // ~ AN

e evidence of vehicle having been serviced according to \the” manufagctirers >

recommendations, and - \/\ \\/ f(ﬁ[
e complies with regulatory standards of road fitness. /; N o \\,
\> \k>/\
Some frontal stone chips are considered fair wear and tear, bu\a\mass of/stone\cﬁnps will
need rectification work. //«\ N ( /
/\\7 /—‘\ ‘ \

Who can authorise the disposal of a motor vehlcieg / \\ ( (N )\/ \\

Disposal of vehicles is the responsibility of the f ioer at F%(C} ﬁﬂé})udget manager may
only assist with the physical disposal of vehtcles <
A AV

How to dispose of a motor vehlcie‘?x\ N l‘) QN /

< /“ AN AN ‘v'
Disposals are usually by auction. Sales\pmeée /mué\ét;gsﬁ%ent to NAC for banking (cheques
are preferred). \ LY

< /\ 7

/ N \
The purchaser pays the e{hange\bf own rémpﬁe The fleet officer at NAC arranges the
registration of the cha Mersmp/a {éf e sale proceeds have been banked and
cleared. - A &
\\ \
The fleet officer tN c\omple}c E\Wd assets disposal form and sends it through to the
fixed asset accg:mta\@ at national oﬁﬁoe to update the fixed asset register.

D)spose@r\motﬁw‘mhice \\ //
/\ ~
/f\ . / \ \ \/

f’@" Qnim/otor/vebmlasf

e \\)
Policy />\

o
Frn e}B&néﬂt tax (FBT) is payable by the cost centre managing the vehicle, for each day a
eHicle’is available for private use.

/\\

(k\e w\here an staff member has access to a departmental motor vehicle, and has not been
\rotbﬁden private use.

Calculating the value of FBT

The calculation of the value of a motor vehicle fringe benefit is based upon the “cost price of
the motor vehicle” for FBT purposes.

Exemptions from FBT



FBT is not payable for the following days :-

e Garaged at work.

e Garaged at home and not available for private use (i.e. weekend), per written
instruction.

e Parked at the airport (for at least a continuous 24 hour period) whilst the staff
member travels on business.

e Out of town with a staff member on business (for at least a continuous 24 hour

period). ~
e Emergency call out (i.e. after hours call out for building officer, sysfem suppoﬁ oﬁ%ﬁrz
etc).

N
e If an emergency call out occurs the whole day is exempt, even\ﬁ‘Wagle for{ er é
use because the car was taken home.

AN
AN o
It is MSD policy to record the exempt days described above a/\appty thlgﬁ‘:\BT éxémptlon

where appropriate o
< 0}> (=D
IANS N\ >
How to record FBT p \//> O (( SN

% >’ N
e \\\y,
Instructions are distributed each quarter on the mtrahét N / (\%
N N J NN
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