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1. Introduction 

This Work Instruction relates to individuals driving vehicles, including the use of company, customer or private 

vehicles, for transportation of customers for day-to-day support; access to the community or continuing 

education and training in a variety of life areas (ADLs) enjoyment, leisure and social interaction. 

This Work Instruction applies to all employees. All categories of personnel must maintain their personal 

vehicle in the manner outlined in this Work Instruction. 

Drivers of private vehicles transporting customers must adhere to the following Instruction prior to 

transporting customers. Customers, known to interfere with the driver or have any potentially disruptive 

behaviour, are to be seated in the back to the driver’s left. Refer to relevant manager, and arrangement for 

additional staffing in the vehicle prior to transportation of customers known to have disruptive behaviour 

(refer to Customer Behaviour Support Plan if in place for further details). 

While driving any vehicles for work purposes, employees must comply with traffic regulations and legislation, 

be conscious of road safety and demonstrate safe driving and other good road safety habits. The following 

actions occurring in vehicles undertaken for work purposes, will be viewed as serious breaches of conduct and 

dismissal may be a consequence: 

• drinking or being under the influence of drugs while driving 

• driving while disqualified or not correctly licensed 

• reckless or dangerous driving causing death or injury 

• failing to stop after a collision acquiring penalty points leading to suspension of licence 

As we continue to progress operating within the NDIS the use of private and customer vehicles will become 

more of a necessity to allow for the flexibility in working with customer funded through the scheme. Private 

vehicles and associated work expenses may become a tax deduction if the correct documents are kept. 

Individuals must obtain professional advice on any tax matters. 

1.1 Purpose  

The purpose of this procedure is to ensure that all vehicles used for work at Torrens Health and its associated 

Entities comply with relevant safety, tax, insurance and other obligations. This procedure applies to all staff 

who use vehicles in the course of their work and defines clear pathways for the safe effective use of motor 

vehicles and included Accident procedure. This procedure must be read in conjunction with the Vehicle Policy. 

1.2 Aim 

This procedure aims to provide clarity on the requirements of operating a vehicle for work purposes and 

identify those costs that the company will bear and those costs that are to be borne by either the individual 

driving the vehicle or the owner of the vehicle. 

1.3 Definitions 

For this procedure, the following definitions apply: 

Word  Definitions 

Driver Any employee, student or volunteer provided with the use of a Torrens Health 

owned vehicle, a vehicle on loan to Torrens Health or with permission to 

operate a private vehicle on behalf of Torrens Health 



Motor Vehicle Use Procedure 
 

 

Access4u:   Motor Vehicle Use Procedure Date current version released:  Oct 2025 
Document Code:    MVUPROC v5  Next Review Date: Oct 2028 
Document Owner:  CEO Page 3 of 12 

© Access4U 2025. Uncontrolled when printed. Current version can be obtained from Access4u O drive 

 

Vehicle General purpose road vehicle, lease vehicle, trucks, forklifts, commercial 

vehicles, fleet vehicles and electric vehicles 

Allocated Area The area which is designated responsible for the administration of the vehicle 

Special Purpose 

Vehicle 

Vehicles that have been modified for wheelchair access 

Driver-Error Related 

Incident 

Any accident, incident, infringement of road traffic laws 

Grey Fleet Use of private vehicles for Access4U business use 

 

2. Roles and responsibilities 

The Chief Executive Officer 

• Foster and promote safe driving in the workplace 

Managers 

• Ensuring that any vehicle allocated to their area is in good working order and is kept clean and tidy 

• Dealing with any employee performance issues relating to vehicle incidents and any breaches of this 

Motor Vehicle Use Procedure 

• Ensuring that all drivers have read and understood their responsibilities. That drivers have signed off on 

the Motor Vehicle Use Procedure and any additional information on vehicle use at employment contract 

signing, prior to driving any Torrens Health vehicle  

• Reporting vehicle accidents and damage to Finance within 48 hours. 

Employees, Contractors, Volunteers, and Students  

• Ensuring that they carry a valid South Australian Driver licence when driving a business vehicle or a 

private vehicle used for business purposes 

• Accountable for managing vehicles in a safe manner 

• Adhering to signage and allocated parking areas at all times, especially on public roads and in public 

areas. 

• Probationary drivers must ensure P plates are displayed when driving a vehicle and that they adhere to 

conditions of their licence.  P1 Provisional licence holders must have written consent from their 

manager and the Customer/Customer’s nominee. 

• Reporting accidents, infringements or incidents immediately or as soon as practical 

• The payment of any Traffic Expiation Notices or associated fines issued by Police or councils 

• Parking their own vehicles on private property and do so at their own risk.  Access4u does not accept 

liability for any damage sustained to private vehicles on private property or public roads 

 

3. Procedure 

The procedure provides a step-by-step process to be followed by all employees, as shown in Table 1: 
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Table 1: Step-by-Step process for Use of Vehicles Including Transporting Customers 

Step 
Number 

Page Summary 

Step 1 4  
Step One: Documentation required prior to use and when renewed of vehicle 
including transporting customers 

Step 2 5 Step Two – Authorisation for Use and Monitoring Required Action 

Step 3 5 Step Three – Conditions of Use: Company Vehicles 

Step 4 7 Step Four – Conditions of Use Private Vehicles 

Step 5 8 Step Five- Conditions of Use Customer Vehicle 

Step 6 9 Step Six – Driver Obligations and Safety 

Step 7 11 Step Seven – Driver Passenger Safety Obligations 

Step 8 11 Step Eight – Vehicle Accident / Incidents 

Step 9 12 Step Nine: Traffic and Parking Infringements (Company and Private Vehicles) 

 

3.1 Step One: Documentation required prior to use and when renewed of vehicle including 

transporting customers 

STEP 1  You must complete and provide all relevant documentation to your manager who will ensure 
that there is up to date records Online prior to use of Company, Customer or a Private vehicle 
for company business including transporting of customers. 

RESPONSIBILITY: All employees that will be using company, customer or private vehicles, including transporting 
customers 

ACTION: Employee: Provide the originals to HR of the following:  

• For use of company, customer or Private Vehicles the Staff Member must: 

- Complete Private Use – Conditions of Use Agreement Annex A details and submit to their 
relevant Manager to scan, file and record dates 

- Complete Company fleet and customer vehicle - conditions of use Agreement Annex B 
details and submit to their relevant Manager to scan, file and record dates 

- Submit for verification of and copy of their Current Drivers Licence. Drivers must have a 
valid South Australian driver’s licence of the appropriate license class for the type of 
vehicle to be driven. Drivers with P2 Provisional licence must abide by laws and 
conditions. Drivers with a P1 Provisional licence or an International licence must have 
written consent from their manager and the Customer/Customer’s nominee.   

- Submit for verification and copy of their Driver’s licence report (if requested) 

Manager to ensure in place additional documentation for customer Vehicles: 

• If Customer Vehicle to be used: Complete Customer Use - Conditions of Use Agreement 
Annex F details – the relevant Manager to ensure it is completed by customer, scan, file and 
record dates 

• If Customer vehicle used the following will be required (scanned and saved to relevant 
Customer records): 

- Current and valid vehicle registration document identifying vehicle make, model, year of 
manufacture and Compulsory Third Party (CTP) 

- Annual Roadworthiness Report Form  

- Vehicle servicing – evidence of currency 

- Insurance cover - All private vehicles used to transport the customer must have at 
minimum the CTP and Third Party Property Insurance. 
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- CTP is included in the registration fee when registering a vehicle, employees are 
responsible for ensuring they have their vehicle covered under the correct premium class. 

- Third Party Property Insurance is compulsory; however, the provider of this insurance is 
the employee’s own choice and responsibility 

HR to ensure in place additional documentation for private Vehicles: 

• If Staff member vehicle used the following will be required (scanned and saved to relevant 
Staff records): 

- Current and valid vehicle registration document identifying vehicle make, model, year of 
manufacture and Compulsory Third Party (CTP) 

- Annual Roadworthiness Report Form  

- Vehicle servicing – evidence of currency 

- Insurance cover - All private vehicles used to transport the customer must have at 
minimum the CTP and Third Party Property Insurance. 

- CTP is included in the registration fee when registering a vehicle, employees are 
responsible for ensuring they have their vehicle covered under the correct premium class. 

- Third Party Property Insurance is compulsory; however, the provider of this insurance is 
the employee’s own choice and responsibility 

Employees are responsible for ensuring that their insurance policy allows the vehicle to be used 
in the course of employment. 

Registration and insurance documentation must be scanned and provided to the relevant 
Service / Department Manager. These records must be kept for 2 years after the date of the last 
entry. 

 

3.2 Step Two – Authorisation for Use and Monitoring Required Action 

STEP 2. It is the responsibility of relevant manager to consider applications for authorisation to use a 
company, customer and or private vehicle to transport a customer, and to implement the 
protocols for use of a private vehicle for transportation of a customer. 

RESPONSIBILITY: Service / Operations Managers or delegates, employees 

ACTION: • All information and documentation will be recorded and filed by the relevant Manager on 
Online and kept for a minimum 2 year period after the last date of entry 

• It is the employee’s responsibility to ensure the provision of the required documentation, as 
requested by their relevant Manager  

• Authorisation to use a company, customer and or private vehicle to transport a customer 
cannot be considered complete unless all required documentation has been provided by the 
employee to HR. HR will record details of staff who have not completed the necessary 
documentation in the staff’s YNA online record to inform management of employees that 
are not approved to use their private or customer vehicle to transport customers.     

• All documentation listed in Step 1 must be provided to and recorded and/or filed by HR. 
These records must be kept for 2 years after the date of the last entry. 

 

3.3 Step Three – Conditions of Use: Company Vehicles 

STEP 3. • Drivers must have a valid South Australian driver’s licence of the appropriate license class for 
the type of vehicle to be driven. Drivers with P2 Provisional licence must abide by laws and 
conditions. 

• Drivers are to carry their driver’s licence when driving vehicles. 

• Employees who hold an international license are NOT to transport customers or drive 
company vehicles unless prior approval is given by the CEO for extenuating circumstance. 
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• All vehicles used to transport customers must be in a condition that is safe, clean and 
complies with relevant legislation in relation to the licensing of vehicles. 

• Comply with Work Instruction for Procedure and Maintenance of Company Owned Vehicles. 

RESPONSIBILITY: Relevant Service / Operations Managers or delegates 

Employees 

ACTION: • Vehicle keys and folders must be signed for and returned to the vehicles allocated parking 
location. 

• All folders contain a Vehicle Logbook, a copy of Access4U’s Accident Procedure, refuelling 
instructions, insurance and roadside assistance details and any specific instructions in relation 
to make and model of a vehicle. Vehicle folders are issued with every vehicle. 

• All drivers must correctly complete the Logbook for each use, regardless of the distance or 
purpose of the trip. Logbooks are retained in each vehicle to be checked on a monthly basis 
by administration. 

• The fuel card is attached to the vehicle key ring.  Damage or loss of the fuel card is to be 
reported immediately.  Temporary fuel cards are available and will be issued in place of the 
damaged or lost card until a replacement card is available. 

- Drivers must be aware of the correct procedures for the use of the fuel card and ensure 
that the fuel card Invoices are forwarded to Finance on a weekly basis. 

- The fuel card may only be used at the petrol stations provider. If you fill the vehicle with 
fuel in any other service station, the fuel card will be declined and the driver will have to 
pay for the fuel. The current fuel provider and instructions are in the vehicle log sheet 
folder. 

- The fuel card issued is for Regular Unleaded 91 fuel or diesel only.  If the incorrect type of 
fuel is put in the vehicle the fuel card will be declined and the driver will have to pay for 
the fuel by cash or other means. The current fuel provider and instructions are in the 
vehicle log sheet folder. 

- Each fuel card is issued with a pin code.  The driver is to provide the correct odometer 
reading to the attendant for each fuel purchase.  

- It is the responsibility of the driver returning the vehicle to ensure that the fuel tank is 
filled should the gauge indicate less than half a tank. 

• Daily pre-trip vehicle inspection (to be carried out by the employee driving the Company 
Vehicle) using the Company Vehicle Inspection Form Annex D as a visual check to identify 
defects that would endanger the public or the passenger. This also includes anything that 
would reduce passenger comfort including cleanliness. The driver when completing the 
Company Vehicle Log Book will tick and initial they have competed the vehicle inspection. 
Failure to conduct this inspection could lead to acceptance of responsibility for any previously 
unidentified damage to the vehicle. 

• All vehicles used to transport customers must be in a condition that is safe, clean and 
complies with relevant legislation in relation to the licensing of vehicles. 

• Any malfunctions/damage must be reported immediately on the Company Vehicle 
Malfunction / Damage Report Form Annex E to Management and on call informed if out of 
hours/considered emergency. Repairs will be undertaken as soon as possible. The vehicle will 
not be used if it is considered unsafe until repairs are completed. 

• Finance is to hold the spare keys for all business owned and operated vehicles. 

• Drivers who use Special Purpose Vehicles for transporting individuals in wheelchairs must 
have had formal training in the use and operation of wheelchair lifters prior to use.  

• As required, the allocated staff member is responsible for washing the exterior of the vehicle 
with warm neutral detergent based soapy water and rinsing, vacuuming the interior and 
wiping over the interior with a mild solution of disinfectant and water. Alternately car wash 
vouchers will be available. 

• he company will maintain membership in organisations offering roadside assistance for the 
company vehicle. Information on how to access the roadside assistance services will be found 
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in the car folder/file kept in the vehicle. Should a mechanical fault develop whilst the vehicle 
is in use, the driver must: 

- Immediately telephone Roadside Assistance (RAA) quote the registration number of the 
vehicle and seek assistance. If consumables are required including batteries, RAA will 
provide such consumables and will invoice directly. 

- Telephone your manager and notify them of the current situation. 

• All vehicles owned/leased by the company will be properly maintained and will: 

- Have any necessary repairs carried out as soon as practicable 

- Have the identified services at the specified times. 

- Have current registration and fully comprehensive insurance cover 

- Have a first aid kit 

- Have a logbook to be completed after each journey, specifying the purpose of the journey 
and the Customer (if appropriate). 

• Report any crashes/incidents immediately to Coordinators / your line Manager and complete 
an Incident Report. 

• A maintenance log needs to be kept for all vehicles. 

Driver-Error Related Vehicle Incidents 

• Managers are to use a counselling, training and education procedure to manage any driver-
error related incidents that occur. This may include use of the Employee Assistance for drivers 
experiencing serious personal issues that may be impacting their ability to drive safely. 

• Managers will use the performance management system procedure to manage drivers who 
have incidents related to speeding, the use of mobile phones whilst driving or driver 
negligence, which include all breaches of Road Traffic Act. 

• For first driver-error related vehicle incident, Manager to provide performance counselling to 
driver. Driver may be required to complete an online safe driving programme. 

• For second and third driver-error related vehicle incidents 

- Manager to investigate possible disciplinary action for driver.  

- Driver may attend a 1-day defensive driver training course.  

- Manager to ensure that details are entered on personnel files. 

- Any further incidents where the driver is at fault may result in redeployment, a change of 
service delivery area or the termination of the driver’s employment. 

 

 

3.4 Step Four – Conditions of Use Private Vehicles 

STEP 4. • Drivers must have a valid South Australian driver’s licence of the appropriate license class for 
the type of vehicle to be driven. Drivers with P2 Provisional licence must abide by laws and 
conditions. Drivers with a P1 Provisional licence must have written consent from their 
manager and the Customer/Customer’s nominee. 

• Drivers are to carry their drivers’ licence when driving vehicles. 

• Employees who hold an international license are NOT to transport customers or drive 
company vehicles unless prior approval is given by the CEO for extenuating circumstance. 

• All vehicles used to transport customers must be in a condition that is safe, clean and 
complies with relevant legislation in relation to the licensing of vehicles. 

RESPONSIBILITY: Service / Operations Managers or delegates 

Employees 

ACTION: • All employee drivers must have a current, unconditional, and valid driver’s licence prior to 
transportation of customers and have supplied all required documentation to their Manager 
as required in Step 1 above. 



Motor Vehicle Use Procedure 
 

 

Access4u:   Motor Vehicle Use Procedure Date current version released:  Oct 2025 
Document Code:    MVUPROC v5  Next Review Date: Oct 2028 
Document Owner:  CEO Page 8 of 12 

© Access4U 2025. Uncontrolled when printed. Current version can be obtained from Access4u O drive 

 

• All private vehicles used to transport customers must be in a condition that is safe and 
complies with relevant legislation in relation to the licensing, registration and insurance of 
vehicles. 

• All private vehicles used by employees to transport customers must have an annual vehicle 
Roadworthiness inspection by qualified person (Private Vehicle Roadworthiness Report Form 
Annex C 

• A worker is also obligated to submit the above listed items to their manager: 

- When using a vehicle that differs from the one that was previously approved for work; 

- After any repairs have been made to their vehicle to ensure roadworthy 

- If there has been an extended period where the vehicle has not been used for work. 

• Drivers are to notify their manager immediately, in writing, of any changes to the conditions 
of their insurance policy regarding the effects that these changes will have on their ability to 
use their own vehicle. 

• Employees must advise their Manager and ensure that a vehicle with identified defects is not 
used to for company business including transport of customers. 

• Vehicles must be regularly serviced. If for any reason the employee believes their vehicle to 
be un-roadworthy or unsafe, they will address any vehicle maintenance issues that they 
identify and not transport customers if unsure of the vehicle safety. 

• While using the vehicle for work purposes it is classed as a work area and therefore must be 
smoke free. 

• Drivers whilst on duty are covered by Worker’s Compensation Insurance. 

• Claims for private vehicle repairs, whether they be mechanical, electrical or claims, tyres, 
petrol and oil, are not the responsibility of the Company. 

• Workers using a private vehicle for work may claim travel expenses by either: 

- Maintaining a personal log and claim through the taxation personal tax return system, or 

- Claim mileage allowance reimbursement   

o Note: There is a 25km cap, the customer must be in the car, and the customer must 
have funding.  

o Mileage must be recorded on time slips and sent to the Pay Office at the end of each 
week.  When approved, mileage will be processed through the next possible payroll.   

o Reimbursement claims must be forwarded within three months of incurring the expense 
to be eligible for reimbursement. Claims made after three months or more have elapsed 
will not be eligible for reimbursement. 

o The rate of reimbursement will be as deemed appropriate and covers all costs 
associated with the use of a vehicle. 

 

3.5 Step Five- Conditions of Use Customer Vehicle 

STEP 5. • Drivers must have a valid South Australian driver’s licence of the appropriate license class for 
the type of vehicle to be driven. Drivers with P2 Provisional licence must abide by laws and 
conditions. Drivers with a P1 Provisional licence must have written consent from their 
manager and the Customer/Customer’s nominee. 

• Drivers are to carry their drivers’ licence when driving vehicles. 

• Employees who hold an international license are NOT to transport customers or drive 
customer vehicles unless prior approval is given by the CEO for extenuating circumstance. 

• All vehicles used to transport customers must be in a condition that is safe, clean and 
complies with relevant legislation in relation to the licensing of vehicles. 

RESPONSIBILITY: Service / Operations Managers or delegates 

Employees 
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ACTION: • All drivers must have a current, unconditional, and valid driver’s licence prior to 
transportation of customers and have supplied all required documentation to their Manager 
as required in Step 1 above. 

• All customer vehicles used to transport customers must be in a condition that is safe and 
complies with relevant legislation in relation to the licensing, registration and insurance of 
vehicles. 

• All customer vehicles used by employees to transport customers must have an annual vehicle 
Roadworthiness inspection by qualified person (Private Vehicle Roadworthiness Report Form 
Annex C 

• Employees must advise their Manager and ensure that a vehicle with identified defects is not 
used to for company business including transport of customers. 

• Vehicles must be regularly serviced. If for any reason the employee believes the customer’s 
vehicle to be un-roadworthy or unsafe, they will inform the customer of any vehicle 
maintenance issues that they identify and not transport customers if unsure of the vehicle 
safety. 

• The relevant Service / Operations Manager has a responsibility by approving the use of a 
customer-owned vehicle (for employees to drive) to ensure the Daily pre-trip vehicle 
inspection (to be carried out by the driving employee) to identify defects that would 
endanger the public or the passenger. This also includes anything that would reduce 
passenger comfort including cleanliness. 

• Claims for customer vehicle repairs, whether they be mechanical, electrical or claims, tyres, 
petrol and oil, are not the responsibility of the company or the employee. The customer is to 
cover all of these costs. 

• Customers will be responsible for the cost of their personal vehicle checks. 

 

3.6 Step Six – Driver Obligations and Safety 

STEP 6. Driver Obligations by all drivers of company, customer or private vehicles used for company 
business including transporting of customers 

RESPONSIBILITY: All employees 

ACTION: • Keep the vehicle clean and free of loose objects when used for transporting customers 

• Drive defensively in the interests of public safety 

• Treat customers with politeness, courtesy, helpfulness and honesty 

• Follow all customer support plans in reference to the customers individual transport needs 

• When transporting passengers who may be incontinent or otherwise soil the vehicle, the 
driver must take appropriate action to protect the dignity of the person and condition of the 
vehicle. 

• Not consume food or beverages or smoke in the vehicle 

• Not consume alcohol or drugs, as prohibited by law and company policy 

• Possess a current appropriate driver’s licence and have provided a copy of this to their 
Manager 

• Drivers are to immediately notify in writing their manager of changes to conditions of their 
licence and the effects that these changes will cause on their ability to drive a vehicle.  
Changes include loss of licence by demerit points, court action, and medical restrictions, 
partial or full impairments and by any other means. Non-disclosure may result in disciplinary 
action.  

• Agree to immediately notifying management of any medical condition or medication, licence 
cancellation, or other restriction that may affect their ability to drive or transport customers 

• Submit to management a completed medical and eyesight certificate if requested. Employees 
may be asked to submit further evidence of their medical status in relation to fitness to drive 
from their doctor 
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• Abide by this work instruction 

• Prior to transporting customers in a company or private or customer vehicle, conduct a daily 
pre-trip vehicle inspection (to be carried out by the driver - employee)– When applied to 
private vehicles, this is for your records - however, if there is an incident this paperwork may 
be required to be presented to support the ongoing roadworthiness of your vehicle 

• Follow safety procedures and abide by all road rules and relevant laws, such as but not 
exclusive to: 

- Use seat belts and ensuring all passengers use seat belts (seat buckle guard where 
prescribed in Positive Behaviour Support Plan) 

- Abide by the speed limit 

- Not exceed passenger seating limit 

- Passenger location for safety (diagonal from driver) if required 

- Ensure any internal or external loads are appropriately secured before commencement of 
a journey and will not pose a risk to passengers, other road users or property 

- Head lights in bad weather 

- Ensure free of distractions whilst driving 

• Drivers must ensure that individuals are not left unattended or unsupervised in vehicles at 
any time. The only exception is when refuelling and paying for fuel at a petrol station. 

• When parking vehicles, drivers are to obey and observe parking signage and park in signed 
areas as specified.  For safety reasons drivers, where practical, are to reverse into parking 
spaces, unless their individual risk assessment of the circumstances indicates a greater risk 
from reversing in than reversing out.  Where reversing cameras and/or audible reversing 
warnings are fitted to vehicles drivers will use them as an aid and will not rely upon them as a 
sole means of preventing a reversing related accident. 

• When exiting the car in the dark observe the terrain and any objects that might cause injury 
to employees and/or customer’s, use a torch/phone light if necessary 

• When not in use, the vehicle is to be locked, windows secured and parked in a designated car 
park only.  The vehicle is not to be parked on any thoroughfare or designated service delivery 
area. 

• Provide an acceptable company screening check, as a requirement of employment and a 
relevant Working with Children Clearance for Employees supporting children and young 
people. A significant history of driving offences may preclude employment or result in 
termination of employment 

• Driving the vehicle over the speed limit will be viewed as irresponsible and unsafe and may 
result in disciplinary action or termination of employment 

• Complete the logbook or Km tracking form and in the case of transportation of or for a 
customer, fill in the necessary details 

• Ensure you are carrying a charged mobile phone (depending on safety issues) 

• Stop the vehicle when safe to make or take a call on the mobile phone; employees must not 
drive and talk even with a hands-free ki 

• Report malfunction/damage for company fleet vehicles to their Manager as an Incident 

• Plan appropriately for driving hours and rest periods: 

• Plan the trip to include rest periods 

• Share the driving with other employees for journeys over 2 hours if other employees 
available 

• Limit the driving time to two-hour blocks with a 30-minute rest period and limit the day’s 
driving for two people to 6 hours, for one driver limit the day’s driving to 4 hours 

• Be aware and respond to any signs of fatigue appropriately. If you experience any symptoms 
of fatigue, stop immediately and refresh, have something to eat and drink and/or decide to 
abandon the journey. Ring the Allocations team or your line manager for advice if necessary. 
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3.7 Step Seven – Driver Passenger Safety Obligations 

STEP 7. The driver by law is to ensure that all people in the vehicle are using seat belts and are seated 
appropriately. 

RESPONSIBILITY: All employees 

ACTION: • Customers, known to interfere with the driver or have any potentially disruptive behaviour, 
are to be seated in the back to the driver’s left. Refer to relevant manager, and arrangement 
for additional staffing in the vehicle prior to transportation of customers known to have 
disruptive behaviour (refer to Customer Behaviour Support Plan if in place for further details) 

• Ensure that the passenger seating limits are not exceeded 

• Ensure that customers are not left unsupervised in vehicles 

• Ensure that there is adequate staff supervision of customers 

• Ensure that safety procedures are followed such as: 

- Appropriate use of parking brake 

- Headlights for poor visibility 

- Use of seat belts 

- Cargo barrier in place, if required 

 

3.8 Step Eight – Vehicle Accident / Incidents 

STEP 8. Obligations by all drivers of company, customer or private vehicles used for company business 
including transporting of customers 

RESPONSIBILITY: All employees 

ACTION: At the time of the accident, and at the scene: 

• By law a driver involved in an accident where a person or property is injured or damaged 
must stop immediately, moving vehicles away from the traffic if possible. Property can 
include gardens, fences, bollards, houses and other vehicles. The Police should be contacted if 
anyone is injured in an accident of if there is any damage to property.  Anyone involved in an 
accident of the above nature where Police have been called must wait for the Police to arrive. 

• Try to stay calm – do not panic. Switch off the ignition and activate emergency hazard lights.  
Keep yourself and others off the road. 

• Care of individuals is a priority. Notify management immediately for assistance at the scene if 
required. 

• If an accident involves an injury to any other person you must render whatever assistance you 
can, and where appropriate, contact the Ambulance/Police emergency service telephone 
000, for mobile phones dial 112.  For vehicle accidents where no one is injured and there are 
traffic disruptions, call 131 444. 

• Ensure that physical and emotional needs of customers who are passengers/drivers in the 
vehicles are attended to 

• A collision is required to be reported to a police officer by a driver involved in a collision if real 
or personal property (other than an animal) is destroyed or damaged. 

• Obtain names, addresses, registration numbers, and if possible, the insurers of all parties 
involved.  

• If the Police attend, obtain name, number and station of attending officer.   

• If there are any witnesses, obtain names and addresses of same.   

• If requested, you must give your name, address, and licence number to other parties 
concerned, Police or appropriate authorities. 

• If the vehicle damage is of such an extent that it cannot be moved under its own power, a 
towing service will be arranged by the attending Police Officer. If there are no Police in 
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attendance the driver is responsible for arranging the tow truck. Refer to the accident 
procedure in the logbook for preferred crash repairer and advise the tow truck operator. 

• DO NOT DRIVE THE VEHICLE until you have assessed the damage. Any damage even minor 
can compromise the vehicle. Any obvious leaks from under or around the vehicle will cause 
further damage if the vehicle is driven. The deployment of an air bag will render the vehicle 
inoperable.  Any damage to the front of the vehicle may affect the performance of the engine 
and safety features of the vehicle.  Any damage to any other area of the vehicle may also 
affect the overall performance of the vehicle and render the vehicle unsafe to drive. If in any 
doubt and the police have not been called, arrange a tow truck. 

• You must not drive away from a motor vehicle accident in an unroadworthy vehicle. 

• The circumstances causing the accident are not to be given or discussed with a third party, 
nor is the driver to admit liability or negligence.  Drivers are obliged to produce their licence if 
requested by Police and to provide Police with the name and details of the vehicle owner. 

• In the event of minor injuries, the customer(s) should be taken to a GP for examination as 
soon as possible after the accident 

• As soon as possible advise the Coordinators and your direct Manager. 

• Complete an Incident Report Form 

• After the accident, remember to contact EAP or other support for counselling/debriefing, etc. 

• Claims for private vehicle repairs, whether they be mechanical, electrical or resulting from an 
accident, third party property claims, tyres, petrol and oil, are not the responsibility of the 
company. 

• Claims for customer vehicle repairs, whether they be mechanical, electrical or resulting from 
an accident, third party property claims, tyres, petrol and oil, are not the responsibility of the 
company. 

• Refer to Company’s Incident Management Policy 

 

3.9 Step Nine: Traffic and Parking Infringements (Company and Private Vehicles) 

STEP 9. The company will not accept responsibility for payment of any fines. 

RESPONSIBILITY: All employees 

ACTION: Any parking and/or traffic infringements incurred while using a vehicle are the responsibility of 
the driver. Where a notice or an offence is received, the driver responsible shall be required to 
expiate the notice promptly. 
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Annexure A - Application for Use of Private Vehicle for Business Purposes form 
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 APPLICATION FOR USE OF PRIVATE VEHICLE FOR BUSINESS PURPOSES  
 

 
I, ___________________________________________________________ have informed my Insurance Company 

_____________________________ that I will be using my Vehicle, registration number___________________, for 

individual/business related business purposes.  

I request permission to use my private motor vehicle and company fleet vehicles in the course of my duties and I agree: 

• To comply with policies, procedures and additional information regarding vehicle usage and responsibilities. 

• To keep my vehicle registered and insured with minimum compulsory third-party insurance (CTP). 

• To ensure that my vehicle insurance policy allows for my vehicle to be used in the course of employment.  

• To ensure that I do not drive my vehicle if any Government department defect notices apply. 

• To provide Access4U with my valid South Australian Driver’s Licence and to notify of any changes to my Driver’s 
Licence immediately of that change being affected. Changes include, but are not limited to, medical restrictions, partial 
or full impairments and loss of licence. 

• To provide my Driver’s Licence to check on renewal.  

• To observe all road traffic rules and to transport Customers in a safe, comfortable and reliable manner. 

• To use my vehicle only in the instance of a fleet vehicle not being available and for a trip necessary for customer-
related business. 

• To accept by way of mileage the rate as stated in Access4u policy, or to accept from Access4u a letter clarifying 
permission to use my vehicle and to claim such mileage as a taxation expense. 

• To not use my vehicle in the absence of current insurance policy and or current vehicle registration.  

• To ensure that my vehicle is serviced on a yearly basis and provide a copy of the Private Vehicle Roadworthiness 
Report. 

• To notify my Manager immediately should for any reason I believe my vehicle to be un-roadworthy or unsafe. 

I acknowledge that: 

• I am responsible for any traffic infringement notices, parking tickets incurred whilst I am using my private vehicle and 
will not seek reimbursement for these from the company or customer. 

• That should my vehicle sustain damage, whether property damage or mechanical damage, whilst being used in the 
course of my duties, no responsibility for such damage shall attach to Access4u, its servants or agent, and I hereby 
indemnify and keep indemnified Access4u from such claim. 

• That should my vehicle be involved in an accident and thereby cause damage to the property of another, whether 
property damage or mechanical damage, whilst being used in the course of my duties, no responsibility for such 
damage shall attach to Access4u Incorporated, its servants or agent, and I hereby indemnify and keep indemnified 
Access4u from any such claim. 

• That my vehicle is maintained in a safe, roadworthy condition and that should my vehicle be involved in an accident 
due to - 

o My vehicle not being roadworthy, or 

o Me being under the influence of alcohol or drugs, and thereby cause the insurance policy to be void,  

I hereby indemnify and keep indemnified Access4u, its servants or agent from any claim. 

• The use of alcohol and controlled substances prior to and during the operation of any vehicle is prohibited. 

I hereby indemnify and keep indemnified Torrens Health, its servants or agent from any claim. 

I acknowledge that this authorisation may be terminated by the company at any time. 

I acknowledge that I have read the policies and procedures relating to vehicle usage and agree to be bound by these.  

 
 

Signature of Applicant  Date  

Name of Applicant  
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Annexure B - Company fleet and customer vehicle - conditions of use form 
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COMPANY FLEET AND CUSTOMER VEHICLE – CONDITIONS OF USE AGREEMENT 

 
I, ___________________________________ request permission for the use of Company vehicle(s) and 
Customer vehicles in the course of my duties and I agree: 
 

• To comply with policies, procedures and additional information regarding vehicle usage and responsibilities 

• To provide Access4u with my valid Driver’s Licence and notify of any changes to my Driver’s Licence 
immediately of that change being affected. Changes include, but are not limited to, medical restrictions, 
partial or full impairments and loss of licence 

• To provide my Driver’s Licence to check on renewal 

• To observe all road traffic rules and transport clients in a safe, comfortable and reliable manner 

• To use the company and or customer vehicle only for trips necessary for related business 

• To notify my Manager should the company or customer vehicle sustain damage, whether property damage 
or mechanical damage, whilst being used 
 

I acknowledge that:  

• The use of alcohol and controlled substances prior to and during the operation of any vehicle is prohibited 

• Any hazardous substances, chemicals or dangerous goods (as defined by law) are prohibited from being 
carried in the company or customer vehicle 

• I am responsible for any traffic infringement notices, parking tickets incurred whilst I am using a company or 
customer vehicle and will not seek reimbursement for these from the company or customer 

• That should I be involved in an accident due to me being under the influence of alcohol or drugs, and 
thereby cause the insurance policy to be void, I hereby indemnify and keep indemnified Access4u, its 
servants or agent from any claim. 

• This authorisation may be terminated by the company at any time. 
 

 

I acknowledge that I have read the policies and procedures relating to vehicle usage and agree to be bound by 
these. 
 

Signature of Applicant  

Name of Applicant  

Date  
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Annexure C - Private Vehicle Roadworthiness Report 
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Form Purpose 

The purpose of this form is to ensure that the applicants vehicle nominated below is assessed as in a safe and 

roadworthy condition. 

Employee Details 

First Name 
 

Surname 
 

Employee Number 

(if applicable) 

 

Position (if applicable) 
 

Contact Phone Number 
 

Report to 
Name of Torrens Health Manager / 
Supervisor 

 

Contact Details T: 

E: 

General Details to be Completed by Approved Inspecting Mechanic 

• Complete by ticking the box for each statement below if it is accurate. 

• Note any issues that require further attention at the end of the check-list and refer these to Torrens Health 

representative. 

• All of the relevant boxes should be ticked in order to proceed to use the vehicle for work purposes. 

• A copy of the Vehicle Safety Check List is to be prepared by approved inspecting mechanic and then sent to 

the relevant Manager by the employee. 

• The Form will be reviewed and signed by the relevant Manager and a copy placed in the employee file. 

• A signed copy is to be returned to and retained by the employee. 

• A Vehicle Roadworthy Assessment / Certification (or equivalent as per the relevant State jurisdiction) must be 

undertaken against a minimum checklist (at least annually by an accredited mechanic). 
 

Name of Registered Owner 
 

Name of Employee / Customer 
 

Vehicle Make and Model 
 

Vehicle Year of Manufacture 
 

Vehicle Registration Number 
 

Vehicle Compliance Number 
 

Vehicle Odometer Reading 
 

  



Annexure C of Motor Vehicle Use Procedure 
 

Private Vehicle Roadworthiness Report  
 

Access4u:   Private Vehicle Roadworthiness Report Date current version released:  Sept 2025 
Document Code:    PVRR v2  Next Review Date: Sept 2028      
Document Owner:  CEO Page 2 of 3 

© Access4U 2024. Uncontrolled when printed. Current version can be obtained from Access4u O drive 

 

Condition Report by Authorised Vehicle Inspector 

The inspection to which this report refers is visual only and does not include defects or conditions that may be 
discoverable by dismantling. If defect noted; specify the problem. 

The report applies only to the condition of the vehicle at the time of inspection, and no liability is accepted for 
defects or conditions that occur following the inspection. This inspection includes a road test up to 60 km/h. 
 

 Select  

Area of Vehicle Inspected Working condition Defect Found Inspector’s Comments 

Steering ☐ ☐  

Front Suspension ☐ ☐  

Rear Suspension ☐ ☐  

Chassis frames ☐ ☐  

Brakes - foot ☐ ☐  

Brakes - park ☐ ☐  

Wheels tyres ☐ ☐  

Horn ☐ ☐  

Head lights/park lights ☐ ☐  

Taillights ☐ ☐  

Stop lights ☐ ☐  

Rear reflectors ☐ ☐  

Number Plates ☐ ☐  

Turn indicators ☐ ☐  

Window/screens ☐ ☐  

Windscreen wipers/windows ☐ ☐  

Rear vision mirror ☐ ☐  

Door and catches ☐ ☐  

Seat belts ☐ ☐  

Exhaust system ☐ ☐  

Road test ☐ ☐  

Hoist check (if applicable) ☐ ☐  
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Safe Driving for Work and Use of Vehicles including Transporting of Customers 

 Inspector’s Comments 

Summary of Defects and Road Test 
[Completed by Inspector] 

 

Action taken OR need to be taken rectify 
defects [Completed by Inspector] 

 

Inspector’s Full Name 
 

Date of Inspection  

Inspector’s Signature 
 

Inspector’s Certification Number 
 

Inspector’s Company 
 

Inspector’s Address 
 

Inspector’s Telephone and Email T: 

E: 

Attach copies of Inspection Report, Receipts, Invoices etc 

Approvement by Torrens Health Management 

Approved ☐ Yes / ☐ No 

Manager’s Comments on Approval 
 

Manager’s Name 
 

Manager's Signature 
 

Date  

Information entered into employee’s profile 
Online 

☐ Yes / ☐ No 

CEO or Delegate Signature 

Approved ☐ Yes / ☐ No 

Comments on Approval 
 

Name 
 

Signature 
 

Date  
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Annexure D – Company or customer vehicle inspection form  
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Form Purpose 

The purpose of this form is to ensure that the company or customer vehicle is visually assessed as in a safe 
condition. The driver shall visually check the vehicle before driving off and use this checklist as a prompt and 
verify that the check has been undertaken by ticking and initialing the company/customer Vehicle Log Book. 

In the event there is a defect identified, the driver must notify their Manager or the customer. 

For company vehicles, submit this Form together with Company Vehicle Malfunction / Damage Report Form 
Annex E to their Manager. If out of hours, notify the on-call Manager if it's considered an emergency. Repairs 
for company cars will be undertaken as soon as possible. 

The company or customer vehicle will not be used if it is considered unsafe until repairs are completed. 

Vehicle Details 

Vehicle make and model  

Vehicle year of manufacture  

Vehicle registration number  

Vehicle storage address  

Photograph of vehicle  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Vehicle Inspector’s Details 

Full Name  

Date of Inspection  

Time of Inspection  

Signature 
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Vehicle Inspection Record 

Items (where applicable) Checked Defect Details Rectified 

Head lights ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Park ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Indicators ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Hazard ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Brake ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Reversing ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Front tyres ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Rear Tyres ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

First aid kit  ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Handbrake ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Foot brake ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Wipers ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Indicator warning lights ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Mirrors ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Parking permit ☐ Yes / ☐ No 
 

☐ Yes / ☐ No 

Body of car ☐ Yes / ☐ No 
 
 
 
 
 
 
 
 
 
 
 
 
 

☐ Yes / ☐ No 

Access4u Manager’s Actions 

Approved ☐ Yes / ☐ No 

Manager’s Comments Action taken OR 
need to be taken rectify defects 

 

Manager’s Name  

Manager’s Signature  

Date  
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Annexure E - Company vehicle malfunction or damage report  
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COMPANY VEHICLE MALFUNCTION OR DAMAGE REPORT FORM 

 
Form purpose 
The purpose of this Form is to inform management of a company vehicle that is identified as having a 
malfunction or damage.  

Repairs will be undertaken as soon as possible. The vehicle will not be used, if it is considered unsafe, until 
repairs are completed. 

 
Driver’s details 

Driver’s full name  

Driver’s telephone  

Driver’s email  

Date  

 
Vehicle details 

Vehicle make and model  

Vehicle year of 
manufacture 

 

Vehicle registration 
number 

 

Vehicle compliance number  

Vehicle work storage 
address 

 

 
Damage or malfunction information 

Photograph of vehicle 
damage 

 

Where was the vehicle 
when malfunction or 
damage was first noticed? 

 

If the damage was the result of vandalism, hit & run, etc. please notify the Police on 131 444 

Note down the Police 
report number here 
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Describe the malfunction 
and/or damage noted to 
the vehicle 

 
 
 
 

On the diagrams show the areas of damage by an ‘X’ for individual points or by shading for areas of damage 

 

 
Access4u Manager’s actions 

Approved ☐ Yes / ☐ No 

Manager’s Comments 
Action taken 
OR need to be taken rectify 
defects 

 

Manager’s Name  

Manager's Signature  

Date  

 
Scan and attach copies of reports, photographs, invoices, receipts etc 

 
 

 
 
 



Motor Vehicle Use Procedure 
 

 

Access4u:   Motor Vehicle Use Procedure Date current version released:  Oct 2025 
Document Code:    MVUPROC v5  Next Review Date: Oct 2028 
Document Owner:  CEO Annexure 

© Access4U 2025. Uncontrolled when printed. Current version can be obtained from Access4u O drive 

 

Annexure F - Customer vehicle - conditions of use agreement form 
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CUSTOMER VEHICLE USE – CONDITIONS OF USE AGREEMENT FORM 

I, ____________________________________________________  

have informed my Insurance Company _____________________________ my Vehicle, registration 
number___________________, will be driven by Access4u employee/s and or volunteers for the purpose of day-to-day 
support; access to the community or continuing education and training in a variety of life areas (ADLs) enjoyment, leisure 
and social interaction. 

I agree:  

• To keep my vehicle registered under the relevant motor vehicle legislation in my jurisdiction. 

• To keep my vehicle comprehensively insured AND have provision for the Access4u driver. 

• To ensure that my vehicle insurance policy allows for my vehicle to be used in this manner. 

• To ensure that the vehicle is not driven by Access4u employees or volunteers if any government department defect 
notices apply 

• To ensure that my vehicle is serviced on a yearly basis and provide a copy of the Private Vehicle Roadworthiness 
Report 

• The Access4u employee is responsible for any traffic infringement notices, parking tickets incurred whilst using my 
vehicle 

• If an incident/accident occurs whilst the Driver is operating the vehicle, I will be solely responsible for all repair 
costs including nominated excess cost as directed in the Motor Vehicle Insurance policy 

• The term of the agreement is from the date of this contract to the expiry of the current vehicle registration. 

I acknowledge that: 

• Should my vehicle sustain damage, whether property damage or mechanical damage, whilst being used in the 
course of transporting myself, no responsibility for such damage shall attach to Access4u, its servants or agent, and 
I hereby indemnify and keep indemnified Access4u from such claim 

• Should my vehicle be involved in an accident and thereby cause damage to the property of another, whether 
property damage or mechanical damage, whilst being used in the course of transporting myself, no responsibility 
for such damage shall attach to Access4u, its servants or agent, and I hereby indemnify and keep indemnified 
Access4u from any such claim 

• My vehicle is maintained in a safe, roadworthy condition and that should my vehicle be involved in an incident due 
to my vehicle not being roadworthy;  

• I hereby indemnify and keep indemnified Access4u, its servants or agent from any claim; 

• I acknowledge that this authorisation may be terminated by the Company at any time; and 

• I acknowledge that I have read the policies and procedures relating to vehicle usage and agree to be bound by 
these. 

 
  

Designated vehicle details 

Make of vehicle  

Registration number  

Registration expiry date  

 

Required customer documentation 

☐ Copy of Certificate of Current Vehicle Insurance ☐ Copy of Current Certificate of Car Registration 

Signature of Applicant  

Name of Applicant  

Date  
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Approvement by Access4u Management 

Approved ☐ Yes /  ☐ No 

Name of Applicant  

Manager’s comments on 
approval and reason for fleet 
or customer vehicle use 

 

Manager’s name  

Manager’s signature  

Date  

Information entered into 
employee’s 
profile Online 

☐ Yes /  ☐ No 
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Annexure G – Fleet or staff vehicle – passenger use agreement 
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FLEET OR STAFF VEHICLE – PASSENGER USE AGREEMENT FORM 

This Agreement sets forth the terms under which the Passenger may ride in a vehicle owned or operated by the Company 
as part of its fleet transportation program or a vehicle owned by an employee. 

The vehicle will be used to transport the Passenger for the purpose of commute to work/education; community 
participation; medical appointments; daily life tasks; group activities.  

The Passenger acknowledges that transportation is offered as a convenience and is not a contractual obligation. 

Family members or friends must obtain approval from Access4u management prior to accompanying customers in fleet or 
staff vehicles.  Requests for approval will be considered on a case-by-case basis. 

I, ____________________________________________________  request permission to be driven by Access4u 
employee/s and or volunteers for the purpose of day-to-day support; access to the community or continuing education 
and training in a variety of life areas (ADLs) enjoyment, leisure and social interaction. 

I agree to:  

• Wear a seatbelt at all times. 

• Follow all instructions from the driver or Company representative. 

• Refrain from any behaviour that may distract the driver or endanger others. 

• Respect vehicle cleanliness and Company property. 

• Be financially responsible for any damage to the employee vehicle or Fleet Vehicle or its contents that results 
from: 

o Wilful misconduct or intentional damage, 
o Negligent, reckless or destructive behaviour while inside the vehicle, 
o Unauthorised use or interference with the vehicle's controls or equipment. 

I acknowledge that: 

• I voluntarily assume all risks related to transportation in the vehicle. 

• I release and holds harmless the Company, its employees, agents, and drivers from any and all liability, claims, 
or demands for personal injury, property damage, or loss arising out of or related to the transportation 
provided. 

• Access4u does not guarantee uninterrupted service or vehicle availability. 

• I have disclosed any relevant medical conditions that may affect my safety during transport and understand 
that Access4u may not be equipped to provide medical assistance in emergencies. 

• Access4u may suspend or terminate transportation privileges for any reason, including violation of this 
agreement or misconduct. 

 

Signature of Applicant/Nominee  

Name of Applicant  

Date  
 
  

 

Approvement by Access4u Management 

Approved ☐ Yes /  ☐ No Date  

Name of Applicant  

Manager’s comments on 
approval and reason for fleet 
or customer vehicle use 

 

Manager’s name  

Manager’s signature  

  




