Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)

Vehicle and Transport Policy 
Rules for the Use of ...HS vehicles

1. The ...HS needs to maintain vehicles to achieve its aims and objectives. Vehicle use is restricted to ...HS business, to minimise expenses, and maintain the value and longevity of vehicles. 

2. This policy provides guidelines for the use and maintenance of vehicles within the ...HS.

3. All ...HS vehicles are registered, roadworthy, carry compulsory third party insurance and are maintained regularly.

Transport policy 

4. ...HS employs drivers to transport patients to the clinic or to town for health matters and to take staff to and from work. 

5. Health service vehicles can be used to transport people who are:

· Attending any health service meeting or program.

· Attending ..... Hospital for admission or for an outpatient appointment. 

· Attending other health services or clinics for appointments. 

· Accompanying a child or another patient to a health appointment as above. The number of people who can be transported may be limited if there is insufficient room or safety restraints in the vehicle.

· Staff /board members attending meetings, conferences and/or training.

6. The health board may decide from time to time that particular community and cultural issues require the use of vehicles. Such situations are confined to funerals, health service meetings and other major community events. In these circumstances, the health service staff must be informed and assured of access to vehicles to maintain emergency capacity.

7. ...HS staff/ board members driving ...HS vehicles must:

· Have a valid NT drivers licence and carry it at all times. A copy of the driver’s licence is kept on file in the ...HS office.

· Drive ...HS vehicles with due care and in accordance with the road rules.

· Use safety restraints and inform passengers of same. 

· Pay their own traffic fines, including parking and speeding fines.

· New staff must complete a 4WD training course.

8. Vehicle Usage

· Health Service vehicles are only available for ...HS work.

· Only licensed drivers with may drive the ...HS vehicles.

· The vehicle logbook is to be filled in by the driver when a trip is made to another town or community.

· On trips away from the community, drivers should make all reasonable attempts to arrive at a destination before nightfall.

· Keys of the ...HS vehicles will be the responsibility of the person who has been given control of the vehicle on that occasion.

· Keys must never be left in a vehicle unattended, or given to any unauthorised person.

· No person under the influence, or with a blood alcohol reading greater than 0 will travel in the vehicle at any time.

· No alcohol or illegal drugs are to be consumed in, or carried in the ...HS vehicles.

· No smoking in the vehicles at any time.

· The vehicles are to be garaged at ........ when not in use.

· Only people on ...HS business, or person’s accompanied by people on ...HS business are to travel in ...HS vehicles.

· In the event of an accident, with another vehicle the driver must by law:

i. Stop for a sufficient time to see if anybody is injured or there is damage to someone’s property.
ii. Assist if someone is hurt or there is significant damage report the accident to the Police as soon as practicable but not later than 24 hours after.
iii. Fill out ...HS incident form.
· If a driver of a ...HS vehicle is proven to be criminally negligent when a vehicle is damaged whilst in their care, then they shall be responsible for all costs.

· Health service vehicles are not to be used:

i. For shopping or to give people a lift into town. 

ii. For people who are noisy or abusive.

iii. For carrying alcohol.

Maintenance

9. All drivers are responsible for maintaining the cleanliness of the vehicle after use. 

10. Drivers must check oil and water levels when gauges register low levels.

11. Fuel is to be payed for by purchase order, which is signed and organised by the administrator. 

12. Refuelling of vehicles can be arranged at the _ _ _ _ _ _ _ _ _ Store or in _ _ _ _ _ _ _ _ _ _ _ at _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ service station on _ _ _ _ _ _ _ _ _ _ _ _ _ (insert address). Staff need to let the fuel attendant know that it is a ...HS vehicle and will need to sign for the fuel. The service stations and store will have the registration numbers of the health service vehicles and should check these before booking expenses to the health service.

13. All ...HS staff and Board members will inform the administrator promptly of any minor accidents, repairs and maintenance which are required of the vehicles.

14. The administrator is responsible for completing monthly quality assurance check of ...HS vehicles in accordance with the Vehicle check procedure.

Damage

15. Any damage must be reported as soon as possible to the administrator in order:

· For repairs to be undertaken.

· For insurance purposes.

