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VEHICLE POLICY 

Allocation of Vehicle 

You will have been notified by us as to whether you are required to use one of our vehicles 
in the proper performance of your duties and whether you may use any vehicle allocated to 
you for personal use. 

Before you can drive one of our vehicles you must receive authorisation from the General 
Manager. To receive authorisation, you must hold a full U.K. driving licence, or international 
equivalent. All original documents must be provided to the General Manager for inspection 
and approval. A photocopy of your licence will be taken and held on file. 

The allocation of one of our vehicles imposes certain obligations on you in order to 
safeguard the vehicle and ensure it is used correctly. 

Company Cars  

Our company cars may be used for reasonable social, domestic and private use provided 
you have received written authorisation from us. Our vehicle may not be used for the 
following purposes: 

• Driving tuition 

• Hire or reward (either goods or passengers 

• Towing, racing, pace making, rally- driving, trials or any other competitive event. 

• Towing of caravans or boat trailers etc. unless prior written approval is obtained from us. 

• Holidays outside of the UK unless you have received prior written authority from us. You 
must ensure that your vehicle is compliant with every aspect of the local laws of the 
countries you are visiting and any accessories/equipment required must be provided at your 
own expense. 

• Smoking (including e-cigarettes) 

Private use of the vehicle will be charged at 0.25 pence per mile - to avoid doubt, this is any 
mileage that is not on Sentrex’s business. This is limited to 25 miles per week, any mileage 
over this cap will be charged at 0.75 per mile. 

The cost of any Private mileage is to be reimbursed to the company via a deduction from 
your pay.  The mileage rates will be subject to change, however we will give you reasonable 
notice of any change.  

If excessive personal use results in you exceeding the mileage allowance fixed in respect of a 
leased vehicle we reserve the right to seek payment from you in respect of any loss 
sustained by us. 

If allocated a company car, we will arrange for you pay the required tax for the beneficial 
use of a company vehicle. 
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Commercial Vehicles  

The following rules apply to use of our commercial vehicles: 

 Our commercial vehicles are to be used only for business purposes. No private use is 
permitted, this includes journeys to and from work.  

 Company vehicles must be stored at the unit at the end of each working day unless 
there is a specific business justification for them to be taken home, which is 
approved by a Senior Manager in advance. 

 Our vehicles may only be driven by authorised workers and the only passengers 
allowed in our vehicles are those that work for Sentrex. 

 Smoking is not permitted in our vehicles, this includes the use of e-cigarettes. 
 You are representing the business when you drive our vehicles. You must therefore 

drive courteously at all times, adhering to the highway code. 

A failure to follow these rules may lead to disciplinary action being taken against you. 

Should you use your company vehicle for work purposes only, you will not be issued with a 
P11D.  

If you are involved in an accident which is directly attributable to your personal 
carelessness, recklessness or negligence you will be liable for reimbursement of this cost to 
the company. We reserve the right to deduct this cost from your salary/wage. 

An accident record is maintained relating to use of our vehicle(s). Excessive claims may 
result in us being unable to secure insurance for you to use and drive a business vehicle. If 
we are unable to secure insurance for you to drive one of our vehicles and there are no 
other alternative arrangements or positions available in our organisation at the time, we 
may require to terminate your employment. 

Our equipment must be maintained in a serviceable condition, any breakages must be 
reported immediately to your Line Manager. 

Our equipment must only be used for the business purposes for which it is intended. 
You must take proper care of our equipment.  

If, as a result of your carelessness or negligence, any item of equipment  is lost or damaged, 
we reserve the right to take appropriate disciplinary action against you and deduct the cost 
of replacement or repair from your pay. 

Uniforms 

Full company uniform with the Sentrex logo must be worn at all times whilst working, 
including the company badge with lanyard around your neck. If your identity badge is lost you 
will be charged for the cost of a replacement. 
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Mobile Phones 

Drivers should concentrate on driving and avoid distractions. Answering and sending 
telephone calls, sending text messages or faxes, accessing the internet, etc. are all 
distractions and in certain circumstances could amount to an offence of driving without care 
and attention or even dangerous driving. 

It is a criminal offence to use a hand-held mobile telephone or similar device while driving. 
The relevant regulations permit use of hand-held mobile telephones while driving only in an 
emergency. 

Any mobile telephone that is or must be held at any time while in use is a hand-held 
telephone. The use of an ear piece does not make a telephone hands free. To be hands free 
the telephone must be fixed or in a cradle. (Two-way radios are not hand-held instruments 
and are exempt from the Regulations.) 

All hand-held mobile telephones should be switched off until you reach your destination or 
have stopped in a safe place. 

If the telephone or equipment is hands free you may press buttons to send and receive 
messages. However, even the use of hands-free telephones can be dangerous. Whenever 
possible you should wait until the vehicle is stationary and in a safe place before using a 
hands-free telephone. 

If you are issued with one of our phones you must take proper care of it and ensure its security 
at all times.  

If, as a result of your carelessness or negligence, a company phone is lost or damaged, we reserve 
the right to take appropriate disciplinary action against you and deduct the cost of re-placement or 
repair from your pay. 

Global Positioning Satellite Tracking System and Dash Cam 

All our vehicles are fitted with a Global Positioning Satellite Tracking System and Dash Cams. 
We reserve the right to monitor the use of the vehicle, in accordance with any applicable 
laws. 

Any attempt to disable, or interfere with the proper operation of the systems, will result in 
disciplinary action being taken against you and may result in your summary dismissal. 

Driving Licence 

You are required to notify us of any likely or pending prosecution or conviction due to any 
alleged contravention of the Road Traffic Acts. 

Your licence shall be inspected by us on an annual basis. We reserve the right to inspect 
your licence at other random intervals throughout your employment. 
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You must notify us of any changes in health which may affect your driving capability. 

Failure to provide your licence, your disqualification from driving for a period of time or the 
loss of your licence for any other reason will result in the withdrawal of the vehicle, and may 
lead to serious disciplinary action up to and including your dismissal. 

Insurance Policy Excess 

Accidents - Our motor vehicle policy is subject to an excess, details of which will be notified 
to you separately. In the event that you are responsible for an accident while driving one of 
our vehicles, you will be liable for any excess on the relevant motor vehicle policy. 

If at any time, you have a claims history which requires our insurers to impose an increased 
excess, then you will have to meet the amount of this excess in addition to the standard 
policy excess. 

The amount of the excess on the policy may vary from time to time and you will be 
informed of such alterations in writing. 

Personal Contents - Personal property is not covered by our vehicle insurance policy and 
therefore we do not accept liability for loss and damage to your personal belongings. If you 
wish to safeguard your own personal property you should take out your own insurance 
cover. 

Accidental damage 

Should you be responsible for any unnecessary damage to the vehicle (other than normal 
wear and tear) whether to the outside or to the inside of the vehicle or to the fabric or 
additional extras fitted to the vehicle or in respect of any damage caused by any criminal or 
negligent act of yours, you will be required to repay to us any or all expenses required to 
repair the damage or loss. 

This may be by deduction from your salary, expenses or allowances due to you or other 
method deemed acceptable to us. In this respect payment of any final salary, allowances or 
expenses may be delayed until after you return the vehicle so that an appropriate 
adjustment may be made. 

Accidents 

In the event of an accident involving one of our vehicles you are required to notify your Line 
Manager as soon as possible after the accident. 

You are responsible for obtaining particulars of any persons involved in the accident as well 
as the names and addresses of witnesses. An accident report form must be completed 
within 48 hours of the accident occurring and sent to your Line Manager. You must not offer 
any opinion regarding responsibility for the accident. 

You must not enter into any correspondence in relation to the accident. Any information 
received should be forwarded onto your Line Manager.   
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It is a legal requirement that you report an accident to a police officer or by personal 
appearance at a police station as soon as is reasonably practicable and in any case within 24 
hours in the following circumstances: - 

a) If the accident involves personal injury to another person and you did not at the time of 
the 

accident give your name and address or produce your certificate of insurance to either a 
police officer or to another person having reasonable grounds for requiring these particulars 
to be given. 

b) In cases of accidents not involving injury to another person but involving damage to 
another 

person’s property or vehicle, and you did not give your name and address at the time of the 
accident to a police officer or to another person having reasonable grounds for requiring 
this information. 

You are by law required to report to the police if you hit obstacles such as road signs, trees, 
lamp standards, walls, buildings and other structures. Failure to comply with this legislation 
may result in a fine or period of imprisonment. In addition, you will also face disciplinary 
action. 

Prosecution 

Where you receive a writ, summons or criminal complaint in connection with an accident or 
contravention of the Road Traffic Act, a copy must be forwarded onto your Line Manager 
immediately. 

If you incur any fines for parking or other motoring offences, while driving one of our 
vehicles, you will be personally accountable for the payment of such fines. Fixed penalty 
notices are normally reported directly to us by the authorities. 

Any fines for parking paid by us on your behalf will be recovered by way of a deduction from 
your salary/wage. 

Servicing, Maintenance, Repairs, Petrol and Oil 

It is your responsibility to ensure the vehicle is in good repair and maintained  in a 
roadworthy condition complying with existing legal requirements. It is your responsibility to 
ensure that maintenance is carried out according to manufacturer’s recommendations. If 
any service or any maintenance is missed due to your negligence which then voids the 
warranty, you will be responsible for any costs incurred by the company as a result. 

You are required to undertake a daily vehicle check including photos of each stage as 
indicated on our vehicle check form. Any issues with the vehicle including warning 
lights/notifications are to be reported immediately to your Line Manager. 

We will meet the cost of repairs, tax and insurance of our vehicles. 
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A fuel card will be provided for the cost of all fuel/oil used on our business. The card is to be 
kept in the vehicle at all times and only permitted for the cost of fuel / oil from Supermarket 
petrol stations. i.e. Tesco Morrisons etc,  

The current mileage must be given to the garage to record against fuel purchase,  

 

Any abuse or misuse of our fuel cards may result in disciplinary action being taken against 
you up to and including summary dismissal.  If a fuel card is lost then you must report it 
immediately to your line manager and will be charged for the cost of a replacement card.  

We will not pay for fuel or oil used for private use. This includes journeys from your home to 
your place of work unless otherwise stated. 

Servicing must be carried out at a nominated garage previously agreed with your Line 
Manager and should be arranged to fit in conveniently with your work schedules. 

Your vehicle must be cleaned internally and externally once a week and more frequently if 
conditions dictate. 

Should your vehicle not be clean inside and out we reserve the right to have the vehicle 
professional cleaned and the charge deducted from your pay. 

Inland Revenue requirements 

We are bound to make known to the Inland Revenue the names of those individuals to 
whom our cars or vehicles are allocated. Whilst every endeavour will be made to obtain 
relief on a corporate basis, the liability for any tax payments arising from the beneficial use 
of the motor vehicle for private purposes where applicable is your responsibility. 

Details of your private/company mileage will be required for tax purposes and it is your 
responsibility to provide the organisation with details of your mileage when requested. 

Conditions 

We reserve the right at any time to require you to return our vehicle, to vary the conditions 
set out in this policy, or to withdraw or change the type of vehicle allocated to you. Such 
variation of conditions will on every occasion be notified to you in writing. 

If you contravene any of these rules specified in this policy, without a reasonable 
explanation being established, your vehicle may be withdrawn and you may also be liable to 
serious disciplinary action up to and including your dismissal. 

If you fail to comply with the above terms and conditions, without a satisfactory reason, 
then you may be liable to disciplinary action and in addition, the withdrawal of our vehicle. 
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