DISCLAIMER: While all care has been taken in the preparation of this material, no responsibility is accepted by the Indigenous Remote Communications Association, its staff, volunteers or Board of Directors, for any errors, omissions or inaccuracies. The material provided in this resource has been prepared to provide general information only. It is not intended to be relied upon or be a substitute for legal or other professional advice. No responsibility can be accepted by the Indigenous Remote Communications Association for any known or unknown consequences that may result from reliance on any information provided in this publication.
1
Purpose

The primary purpose for which vehicles and equipment are provided to [ORGANISATION] staff, volunteers and contractors is to assist them in carrying out the duties of their employment. 

This policy sets out guidelines for acceptable personal use of [ORGANISATION] vehicles and equipment by employees, volunteers and contractors of [ORGANISATION].  

2
Policy
[ORGANISATION]’s facilities, vehicles, and equipment are to be used to support its mission. [ORGANISATION] staff and volunteers may not use the organisation’s resources (including any person, money, or property) under their control for personal benefit or gain, or for the benefit or gain of other individuals or organisations, except as specified below. 

2.1
Motor vehicle usage

· Usage is for work use only.

· Non-[ORGANISATION] staff must not drive the vehicle without written permission of the CEO.

· Board Directors are not permitted use of [ORGANISATION] vehicles.

· Vehicle may be garaged at private premises of staff where there is a lack of security and risk in relation to workplace location and with the permission of the CEO.
· Where a vehicle is so garaged, it must only be used for travel to and from the workplace. 
· The taking of family members or friends in an [ORGANISATION] vehicle on work trips requires permission of the CEO. 
· Driver obligations

· A Log Book must be maintained for each trip recording odometer readings, locations visited and names of drivers.

· Drivers are expected to observe all road rules and wear seatbelts at all times.

· Drivers to provide a written report of any accident or damage including date, whereabouts and description of damage, and details of 3rd party.

· Drivers must have an up-to-date licence and have it in their possession when driving. 

· Drivers to clear all rubbish from vehicle after use.

2.2
Mobile phones

· Employees whose duties necessitate use of a mobile phone may be assigned a phone or reimbursed for business use of a personal phone.
· The lowest cost plan available to accommodate the business need will be used.
· Personal use of the phone is permitted provided it is does not incur substantial additional expense.
· The phone will be returned upon resignation or separation of the employee.
2.3
Laptops

· Employees who are assigned a lap top for business purposes may use the laptop for personal use provided such use does not incur additional costs or impact the use of the laptop for business purposes.
· The laptop will be returned upon resignation or separation of the employee.
2.4
Media equipment

· Staff may borrow [ORGANISATION] media equipment for limited personal use when the equipment is not required for [ORGANISATION] business.  On each occasion the equipment borrowed and the duration of the loan must be logged.
· Staff are responsible for any damages to media equipment while on loan to them.
Associated policies:

· Code of Conduct

· Internet and Email Usage

Authorisation

<Signature of Board Chair>

<Signature of Manager>
<Date of approval by the Board>
<Name of Organisation>
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