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VEHICLE USE POLICY  
 
 
1. THE AIM OF THE POLICY 
 

a. EDSRING PROPERTY MAINTENANCE PTY LTD’S Policy is to Ensure 

that all employees are aware of the terms of use and Responsibility of use in 

terms of the Company Owned Vehicles.  

 

b. The Implementation of this Policy shall assist in ensuring that all employees 

are aware of their responsibilities in Regards to the use and care of Edsring 

Owned Vehicles.  

 

 

2. USE OF EDSRING VEHICLE/S 

 

All Edsring Employee’s Issued with a Vehicle/s for use must ensure they are aware of 

their responsibilities in Regards to Vehicle, its use and the care for the vehicle they 

are using. An Employee’s Responsibilities relating to the vehicle include;  

 

1. Ensuring they are properly licensed/ have sufficient Points/ have the correct 

licence to operate the vehicle. Employees will take full responsibility in the case 

of any incident that occurs whilst the employee is not properly licensed.  

 

2. Ensuring they obey all laws relating to the use of the vehicle at all times. Any 

speeding Fines will be the responsibility of the Employee driving the vehicle.  

 

3. Ensuring that they obey all laws relating to the use of Mobile Phones whilst 

driving. Any fines issued will be the responsibility of the employee.  

 

4. Ensuring that they understand that Edsring Vehicles are strictly for work purposes 

Only and if they are going to use the company owned vehicle for their own 
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personal use, they must first ask for permission from a company director prior to 

doing so. 

 

5. Ensuring that they keep the vehicle clean at all times (Exterior and Interior) it 

must be washed a Minimum of Once every Fortnight. Stains on the seats must be 

removed 

 

6. Damage, be it external physical damage or damage to the interior be it stains or 

tears, rips or breakages will be the responsibility of the employee to repair at their 

cost  

 

 
 
 

7. NO SMOKING in any Company owned Vehicle at any time. Any Damage 

caused by smoke or any other damages from smoke or smoking will have the 

employee pay to have the entire vehicle Steam cleaned/Full Detailed Clean at their 

expense.  

 

8. Log Book must be kept in the Vehicle at all times and available for mechanical 

stamping and not removed for any reason.  

 

9. Ensure that the Vehicle is Locked and in a Secure location at all times  

 

10. Ensuring that the Vehicle is parked in an area that is suitable, and will not receive 

a fine for parking. Any Fines will be paid by the employee.  

 

11. Any Excess Payable for an accident where the Company Vehicle Driver is 

deemed at Fault of the accident, or Negligent, then the driver will be responsible 

for the cost of the Insurance Excess.  

 



EDSRING PROPERTY MAINTENANCE PTY LTD POL002.34

MANAGEMENT SYSTEM POLICIES 

 Date: 17/01/2019 Page: 3 of 6

 
12. Employees must be aware of the Services and Maintenance of Company Vehicle 

they use and must advise Head office If a service is required prior to arranging 

with the Company Vehicle Mechanic  

 

13. In the case of a Breakdown/Accident, The Company will not be responsible for 

Pay during this period if after hours.   

 

14. Any complaints from the public regarding Bad Driving, Speeding, Littering, 

Public Nuisance, Aggressive behaviour etc may lead to having the vehicle 

removed from you and you making your own way to work.  

 
15. No person will operate or allow to be operated any EDSRING vehicle by a person 

who is under the influence of any alcoholic beverage, narcotic drug, hallucinogen, 

or any substance that may impair the ability of the driver to safely operate the 

vehicle. 

 

16. Regular and infrequent drivers are required to notify their supervisor within five 

calendar days of any conviction for a driving violation which results in a restricted 

or suspended driver’s license. 

 

17. A driver whose vehicle is towing a trailer, dolly or other equipment will ensure 

that the trailer hitch is securely latched and that safety chains and other safety 

equipment are properly attached and operable. 

 

18. A driver whose vehicle is towing a trailer, dolly or other equipment will ensure 

that the trailer hitch is securely latched and that safety chains and other safety 

equipment are properly attached and operable 

 

19. A driver whose vehicle is towing a trailer, dolly or other equipment will ensure 

that the trailer hitch is securely latched and that safety chains and other safety 

equipment are properly attached and operable.  
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20. No driver will operate a EDSRING vehicle when it is so loaded that the driver’s 

view is obstructed and/or the load interferes with the driver’s control of the 

vehicle 

 

21. Before a driver leaves an EDSRING vehicle unattended, the driver must shut off 

the engine, remove the keys, set the emergency brake, and lock the vehicle. 

 

22. . Eating food is prohibited while driving a EDSRING vehicle 

 

23. Whenever work requirements make it necessary for a EDSRING vehicle to block 

or obstruct traffic, the driver will place warning signs and/or traffic cones to warn 

motorists of the obstruction.  

 

 

2. IN THE EVENT OF AN ACCIDENT   

 

1. Render all possible aid to anyone injured and call for an ambulance, if needed. 

 

2. While the vehicle is at the accident scene, notify Police (000) Also notify your 

supervisor.  

 

3. Document the names, addresses, phone numbers, vehicle license numbers and  

Insurance information of all persons and vehicles involved, including this 

information from any witnesses.  

  

3. To the extent possible, document the names, phone numbers, and addresses of 

anyone injured or claiming to be injured. 

 

4. Do not comment on fault or make any statement to anyone except a EDSRING 

Supervisor/Director or a representative of law enforcement  

 

 



EDSRING PROPERTY MAINTENANCE PTY LTD POL002.34

MANAGEMENT SYSTEM POLICIES 

 Date: 17/01/2019 Page: 5 of 6

 
 

5. LEAVE OR EXTENDED LEAVE PERIOD 

 

Edsring’s Employees must ensure that when they are taking leave for an extended 

period that they advise the office and Leave their vehicle at Head Office (Chatswood) 

whilst they are on Leave. Keys for the vehicle must be left at the office whilst the 

Employee is on leave.  

 

 

4. DAMAGE OR THEFT OF VEHICLES 

 

Edsring Employees must ensure that Report any Damage or Theft of Vehicle or Tools 

within a Vehicle to a Director as soon as the damage occurs or as soon as it is 

discovered.  

 

If the Damage of Vehicle is deemed to be due to negligence/ignorance or just not 

caring behaviour of the Employee, Then Edsring will elect to have the Employee Pay 

all damages to Replace/Repair Damage or Theft or to pay the Insurance Excess.  

 

 

1. CARE FOR VEHICLES  

 

Edsring employees must ensure that they care for the vehicles that they are using. 

This includes cleaning the outside of the vehicle regularly once every fortnight and 

keeping the insides clean and free from any rubbish.  

 

Employees must also ensure that they do a visual check of the vehicle that they are 

using and ensure that they vehicle is safe to operate. Eg Ensuring that the tyres have 

plenty of tread and are at the right air pressure. Employees must also ensure they 

check the vehicle for oil every other week.   
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6. BREAKDOWN OF VEHICLE  

 

In the Event of a breakdown of any Edsring vehicle, Edsring Will not be responsible 

for the Payment of Wages for any employee, unless it is during their normal working 

hours. Any Breakdown of a Company owned vehicle which falls outside their usual 

hours of work, will not be paid by the company.  

 

 

 

7. FAILURE TO COMPLY  

 

Failure to comply with Edsring’s Rules regarding the use of Company Owned 

vehicles will Result in the Vehicle being taken from the Employee. 

 

Any Edsring Owned vehicle that is being used by an employee, is deemed a 

discretionary benefit, in that the Failure to comply with any of Edsrings Terms or 

Policy relating to the vehicle will result in the vehicle being removed from the 

Employee and the Employee having to make their own way to work.   

 


