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The mileage threshold is the total mileage for a return round trip and sets the distance where it becomes more cost efficient to use a rental hire car than the user’s private vehicle. 
For staff who claim mileage, the following mileage thresholds apply:
	Rental Hire
No of days’ use required.
	Mileage Threshold
Delivery and collection required within working hours 9 am to 5 pm.
	Mileage Threshold
Delivery and/or collection required outside working hours.

	One day.
	85 miles.
	115 miles.

	Two days.
	150 miles.
	180 miles.

	Three days.
	190 miles.
	210 miles.


If a car is required for one day and the journey to be undertaken is more than 85 miles (total mileage for a round trip) then a rental car must be hired unless there are exceptional circumstances (e.g. personal mobility car).
If a car is required for two days the mileage threshold increases to 150 miles and, for three days, it increases to 190 miles. There is an additional £10.00 charge for out of hours’ delivery and/or collection and, therefore, the mileage threshold for use increases as identified in the table above.
Further information regarding the use of a rental car is given in Staff Travel and Expenses Policy Section 6.1.3 - Staff should not use the rental car for personal use.
Staff members who travel regularly and meet the requirements detailed in Staff Travel and Expenses Policy Section 6.1.4 - Lease Car can apply for a lease car which is organised through the Trust or use a pool car if available. If an individual who is deemed eligible for a lease car does not wish to apply for a lease car, all mileage undertaken during the following year will be paid at reserve rate up until the next review.
 

[bookmark: _Toc518918175][bookmark: _Toc221876864]Appendix 2. A Summary Booking Process for Renting a Car Through Enterprise
1. Order car through unit 4.
1. Once approved by the appropriate authorising officer, Procurement will email through a purchase order number.
1. Contact Enterprise on 01872 262211 – select option 4 to ensure you get through to the Truro office (it is important that the booking is made with the Truro office and not the national call centre).
1. Make the booking for the required dates and category of vehicle and quote the purchase order number. You will be giving a booking reference.
1. Email Procurement with the Enterprise booking reference.
All vehicles can be delivered to and collected from a home address; you will not need to be there to accept or return. Insurance is provided by Enterprise.
If you need any help please contact the Procurement Department on 01872 25 5730.
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Rules of the Lease Car Scheme
Please note: this scheme is administered, on behalf of the Royal Cornwall Hospitals NHS Trust, by the Transport Services Department, Cornwall Partnership Foundation Trust. Any queries relating to the rules of the scheme should be directed to their office; telephone no 01208 834360. 
1. Introduction
This document specifies the current arrangements and conditions for providing cars to employees under the Trust’s Lease Car Scheme.
Employees applying to participate in the scheme will be required to sign a formal Agreement together with their application.
In these rules: -
	Agreement
	A user agreement between the Trust and a user in the Trust’s standard form.

	Trust
	Royal Cornwall Hospitals Trust.

	Eligible Employee
	An employee of the Trust eligible to participate in the Scheme with the criteria specified in Schedule A as varied by the Trust from time to time.

	Owner
	The Owner specified in the relevant Agreement.

	Scheme
	The Lease Car Scheme of the Trust.

	The Insurers
	The insurance companies or underwriters of a Vehicle from time to time.

	The Regulations
	All Acts of Parliament and statutory instruments for the time being effective which regulate the ownership, use, insurance, maintenance, construction and roadworthiness of vehicles; the nature, quality, specification and substance of parts which must or may be fitted to motor vehicles, tolerances of wear and compatibility of parts fitted.

	user
	An eligible Employee of the Trust who participates in the Scheme and who is named in the relevant Agreement.

	Vehicle
	The relevant Vehicle provided or to be provided to a user under the Scheme.




2. General
2.1. The Scheme
a. An eligible employee on joining the scheme will be required to sign an agreement for a period of three years or where such eligible employee has accepted an offer by the Trust to take a vehicle retained following early termination of an agreement by another user for that part of the term of the prior agreement unexpired at such termination.
b. During the period of an Agreement the vehicle remains the property of the Owner and the user has no authority to dispose of the vehicle or parts of it.
c. Requests for quotations must always be first authorised by the relevant Senior Manager/Senior Nurse/Clinical Director/Head of Service applicable to the applicant, before being submitted to the Lease Car Scheme Administrator.
2.2. Range of Vehicles
a. There will be no restrictions to the type of vehicles available to eligible employees. As a public service, care must be taken to ensure that the model chosen is reasonable under all circumstances. To be eligible for the lease scheme the applicant must undertake at least 3,500 business miles per annum. The Chief Executive’s decision will be final in respect of any model chosen by eligible employees.
b. The base vehicle for the purposes of this Agreement will be a 5 door Toyota Yaris 1.5 Hybrid CVT (automatic) Active. For Consultants the base vehicle will be a 5 door Toyota Yaris 1.5 Hybrid CVT (automatic) Excel Nav/Pan roof. The final decision as to which base car applies to an individual employee belongs to the Senior Manager/Senior Nurse/Clinical Director/Head of Service applicable to applicant. The only exception to varying the base vehicle would be authorised by the appropriate Executive Director in liaison with the Director of Human Resources.
c. Should an eligible employee choose to have a vehicle for which hire and/or insurance costs are greater than those for the base vehicle then the additional cost will be borne wholly by the eligible employee when he/she becomes a user. The Trust’s contribution will be limited to its contribution appropriate for the base vehicle.
d. If an eligible employee should choose a vehicle for which hire and/or insurance costs are less than those for the base vehicle then the Trust’s contribution will be limited to its contribution appropriate for the chosen vehicle.
e. All accessories fitted at delivery over and above the manufacturer’s specification for the vehicle will be paid for by the user. Other items may be fitted by the user in accordance with paragraph 6.1 g) at his own expense but if they are removed at the expiry or other termination of the Agreement any unsightly marks, holes, etc. must be good to an acceptable standard.
f. There may be a charge to the employee if a cost is incurred in making good the vehicle ready for resale.
g. Where operationally necessary a business use only vehicle other than the base model will be provided, in these cases the vehicle provided will be the most economical option whilst fit for the purpose.
3. Insurance
3.1. The Trust has arranged block insurance for vehicles. Details of the policy conditions will be supplied to the user and the user shall be responsible for ensuring that the terms as well as any further requirements of the insurers relating to such insurance are complied with at all times.
3.2. The user will be responsible for any uninsured losses incurred.
3.3. In order to comply with the insurer’s requirements, the user must report any accidents directly to the Insurers on telephone number 08457 023518. It is advisable that the user keeps notes and makes a diagram of the incident as these may be requested by the Insurers. The user must also complete and forward to the Trust a declaration for the insurers in such form as the Trust shall require before commencement of the Agreement and after each full year of the relevant insurance agreement. The user will also be required to notify the Trust of any matter relevant to the insurance policy.
3.4. The insurance excess is £100. There will be no charge to the employee if the accident occurs during business use, but the following excess will apply to the employee or other named driver during private use: -
· 1st Accident £ 50.00.
· Thereafter £100.00.
NB: Or excess as applied by Insurers (Taking into consideration age and experience in line with insurance policy).
3.5. The insurance cover relates to drivers with a current and full driving licence.
4. Persons Who May Drive and Have use of the Vehicle
4.1. No person other than the user and approved other users may drive the vehicle without the permission of the Trust. All drivers must be authorised and listed on the Trust’s Approved Register prior to vehicle use.
4.2. With the exception of the user, no persons under the age of 25 years may drive the vehicle.
4.3. All changes in users should be advised to the Lease Car Scheme Administrator in order that they can be agreed by the insurers.
5. Quotation/Application Procedure
a) An employee of the Trust who wishes to receive a quotation for a vehicle under the scheme must contact their Senior Manager/Senior Nurse/Clinical Director/Head of Service first and discuss the matter with him/her.
b) The employee should then complete the official lease car request forms for their eligibility for the scheme to be assessed by their Senior Manager/Senior Nurse/Clinical Director/Head of Service.
c) If authorisation is given by their Senior Manager/Senior Nurse/Clinical Director/Head of Service to proceed with the application, the Lease Car Scheme Administrator will contact the employee to obtain quotation requests and process the vehicle order.
6. User’s Obligations
The user shall: -
a) Notify the Trust of the initial milometer reading of the vehicle upon delivery to the user in the first claim for lease car mileage allowance made by the user after delivery of the vehicle.
b) Notify the Owner or its representative of any faults in the vehicle on delivery and report in writing to the Trust any faults in the vehicle which appear during the running-in period. In the event of any dispute with the Owner on the validity of these faults the Lease Car Scheme Administrator will adjudicate and resolve the matters on behalf of the Trust.
c) Throughout the period of the Agreement report promptly to the Owner and the Trust in writing any defects or symptoms of defects which are not forthwith rectified in the course of routine servicing.
d) Ensure that routine servicing and maintenance are carried out at the intervals recommended by the manufacturer.
e) Permit persons authorised by the Trust and the Owner to inspect the vehicle at any reasonable time.
f) Assist the Trust and Owner in obtaining whatever benefits can lawfully be obtained under the manufacturer’s warranty in terms of free servicing, replacement parts and otherwise by whenever possible using the services of a garage where the work can be done under the manufacturer’s warranty.
g) Not modify or alter the vehicle or remove any parts from it nor change any of the identification marks or numbers without proper consent in writing of the Lease Car Scheme Administrator.
h) Endeavour to keep the vehicle garaged overnight and at all times parked in a way which minimises the risk of theft or damage. The vehicle should not be left parked on a public highway overnight in normal circumstances.
i) Keep the vehicle clean and at regular intervals check and maintain the oil, water, battery and brake fluid levels and tyre pressures and tyre circumstances.
j) Take all reasonable precautions against frost damage and ensure that anti-freeze in the engine coolant system is of adequate strength.
k) Bear the cost of garaging and cleaning.
l) Conform to the manufacturer’s handbook recommendations and instructions, observe the recommended running in speeds and comply with all the Trust’s written instructions and recommendations to him/her as to the vehicle and maintenance and use of the vehicle.
m) Obey all the regulations as applicable to the vehicle or use or possession thereof and exercise all reasonable care to keep the vehicle in good condition, both mechanically and otherwise and to avoid loss or damage to the vehicle whether on the road or not.
n) Not overload or overwork the vehicle or otherwise subject it to stresses for which it is not designed or for which it is unsuitable and to use the vehicle in a careful, skilful and proper manner.
o) Pay the Trust any amounts due under the Agreement.
p) Pay any parking fines incurred in respect of the vehicle during the period of the Agreement and be responsible for any police convictions committed.
q) Pay for all petrol, oil, and other fluids required for maintaining correct levels between servicing.
r) Not disconnect or in any way tamper with the vehicle’s milometer.
s) Not breach any provision of the Trust’s hire agreement with the relevant Owner and the Drivers Pack both as supplied with the vehicle.
7. Repair Arrangements
a) Ordinary repairs are covered by the agreement between the Trust and the Owner. Details of how to obtain free repairs and servicing are included in the Drivers Pack supplied by the Owner. The user is responsible for dealing with repair and service arrangements in accordance with the Drivers Pack and where appropriate for referring direct to the Owner on matters relating to the same that require to be referred to the Owner for information or approval.
b) In the case of repairs necessitated by accidents, where possible the cost of these will be recovered from the insurers and the user is required to co-operate with the Trust in obtaining the maximum redress in this way:
i. These repairs will be carried out at the expense of the owner or the Trust’s insurers; subject to Condition 3(c) and (d).
ii. When the vehicle is involved in any accident or damaged (however slightly), the Trust must be advised as soon as practicable by telephone.


iii. A vehicle accident report form must be completed and sent to the Trust and the Owner as soon as possible after the accident. If the person who was driving the vehicle at the time of the accident receives any warning of intended prosecution, summons in respect of an offence, summons to appear at an inquest or a claims letter from third party’s agent or solicitor, then any such document must be promptly forwarded to the Trust with a note relating it to the accident report. The Trust will advise the user of the steps to be taken to repair the vehicle or will, if necessary, arrange for its replacement or disposal.
c) The hire company must be advised in cases of possible ‘write off’:
i. On all such occasions, the user must confirm in writing to the Trust that repairs have, or have not, been satisfactorily completed as far as the user can reasonably judge.
ii. All repairs and all servicing shall be carried out at garages who are authorised franchised dealers or those approved by the vehicle owner.
8. Duration of Hire
a) The use of the vehicle under the scheme will continue for a period of three years commencing with the date of delivery to the user of the vehicle.
b) On expiry of the agreement, a user, if still eligible, may opt to take another vehicle under the scheme (if it is still continuing).
9. Financial Arrangements
a) The user agrees to pay to the Trust:
i. By way of authorised deductions from salary, a monthly sum as specified and (as appropriate) adjusted in accordance with Schedule B hereof.
ii. Normal home to duty mileage will be treated as private mileage. For those employees based at home the first daily journey from home to work and the last journey back home will be considered as official mileage. For employees who do not normally take the vehicle home, but are required to respond to emergency call-outs etc., the mileage will be claimable as official mileage.
iii. All sums which the Trust becomes liable to pay by way of fine penalty or damages which may be incurred by the Trust in respect of the vehicle during the currency of the relevant Agreement or any costs, charges or expenses incurred in respect of taking or defending any proceedings connected therewith save to the extent covered by the insurance policy relating to the vehicle.
iv. Any expenses incurred by the Trust in making good any failure by the user to comply with these rules.
v. Any expenses incurred by the Trust in ascertaining the whereabouts of and/or recovering or attempting to recover the vehicle from the user or any person, firm or place.
vi. Any sums which become due to the Owner or the Trust in relation to termination of the hiring of the vehicle following early termination of the Agreement.
Nevertheless:
a) In the event of the employees death in service or on early retirement of the employee’s employment contract on the grounds of ill health there shall be no financial penalty to the employee or to the employee’s estate on account of the early termination of the contract for private use of the lease car.
b) In the event that the employee is absent from work for an extended period on account of maternity leave, sickness or approved training, an employee who has contracted for private use of a lease car may choose to continue the private use at the contracted charge or return the vehicle to the employing Trust. In the latter case there shall be no financial penalty to the employee on account of early termination of the contract where the absence is for a period in excess of four months:
· Interest at the rate of 2% above existing bank base rates calculated on a daily basis from the date due on all sums due under this condition remaining unpaid for more than twenty one days after their due date.
c) In the event of the user leaving the employment of the Trust, the Trust is empowered to deduct from any wages, salary or other payment due to the user any sum remaining outstanding under the agreement.
d) If the agreement relating to a vehicle ceases during the first fifteen days of a month those days shall be ignored for charging purposes, but if such use ceases on or after the sixteenth day the month shall be charged for in full.
e) If during the period of the agreement:
i. There are any variations in the following charges, adjustments to the monthly payment will be made without prior user authorisation:
A) The Trust’s motor insurance premiums.
B) Vehicle excise duty.
C) Other taxes payable in respect of vehicle.
D) The cost of servicing and repairs.
E) The cost of roadside assistance membership subscription.
ii. If the Trust is required by law to incur any expense in fitting any accessory or modifying the vehicle in any way, then the charges to the user under these rules will be altered in a manner which reflects the cost to the Trust of such variations.
f) users may be liable for assessment of additional income tax in respect of taxable benefits arising from the provision of a vehicle under the scheme.


10. Business Mileage Allowances and Reimbursements
a) The user shall be entitled to claim an allowance for business mileage at the Trust’s lease car mileage rate prescribed by the Trust from time to time upon submission of the normal travel claim form showing details of journeys in accordance with existing procedures. The user will be required to show on each claim form the milometer reading for the vehicle at the time of submission of the form.
b) If the user uses any other vehicle for business travel when the vehicle could have been used for, the user shall not be entitled to claim an allowance for business mileage at a rate greater than the lease car mileage rate applicable.
c) Failure to notify the Trust of the initial milometer reading of the vehicle in accordance with these terms of the rules will result in all pre-delivery mileage of the vehicle being treated as personal mileage of the user.
d) Where the user has been instructed to use his/her own vehicle whilst the vehicle is being repaired or serviced, or whilst awaiting a replacement vehicle, he/she will be paid a mileage allowance by the Trust at the standard user rate.
e) Where the user is required to undertake emergency or non-emergency call-outs in the course of the user’s duties, or where the user incurs additional home to duty mileage as a result of being required to work at a work place other than his/her normal work place, then notwithstanding the provisions of condition 9(a) (ii) an allowance shall be paid on the same basis as in condition 10(a) above.
f) The user will be reimbursed by the Trust for subsistence, toll fees and similar expenses incurred by the user as stipulated in the rules of the relevant Agreement and at the rates set out in such agreement.
g) Save as aforesaid the user shall not be entitled to claim any other mileage or any other allowances or benefit not contained within the Lease Scheme Rules.
11. Vehicle Excise Duty Licence and Roadside Assistance Only Membership
a) Where private use is involved, the Trust will ensure that every vehicle is covered by a current vehicle excise licence throughout the period of the agreement and that the new licences are delivered to the user promptly on receipt from the Owner. The vehicle must not be used privately untaxed, nor must it be used without a requisite test certificate. If on the expiry of a vehicle licence the user has not received a replacement licence, the user must notify the Lease Car Scheme Administrator. The Trust’s failure to produce these items would not exempt the user from conviction if he/she unlawfully uses the vehicle.
b) The Trust will ensure that all vehicles are covered by membership of a roadside assistance scheme which includes Homestart and Relay or equivalent.
c) Vehicles will be MOT tested at the Owner’s expense if applicable.


12. Ownership of the Vehicle and Seizure
a) The vehicles will be hired by the Trust from an Owner. The vehicles will at all times remain the property of the relevant Owner and the user will have no authority to sell, charge, pledge, assign or part with possession of a vehicle or to deal with it in any manner which is inconsistent with the Owner’s title to it.
b) The user will be expected to take all reasonable steps to keep the vehicle free from seizure, any distress for rents, taxes executions or other legal process, and if for any reason the vehicle (whether under legal process or not) shall be seized or taken out of the possession of control of the user, then the user must immediately inform the Lease Car Scheme Administrator and explain the facts.
13. Termination Arrangements
a) The user’s right to use the vehicle will cease at the expiration of the period of the agreement and the following procedures apply:
i. If the user wishes to continue his/her participation in the scheme (and remains eligible, and the scheme continues to be in existence) and it remains economic for the Trust to do so, the Owner will exchange vehicles and the user will enter into another agreement with the Trust in relation to the replacement vehicle.
ii. If there is to be no further agreement, the vehicle must be returned in accordance with the Owner’s instructions in which the user will not necessarily be given further opportunity of participating in the scheme thereafter.
b) The agreement will terminate immediately if: -
i. The agreement between the Trust and the Owner relating to the letting of the vehicle to the Trust by the Owner terminates.
ii. The vehicle is damaged beyond economic repair or is stolen and not recovered within three months.
iii. the user becomes disqualified from holding or for any reason ceases to hold a valid licence entitling him/her to drive a car. Any additional charges may be passed on to the user; however, each case will be taken on its merits.
iv. the user dies, although the vehicle may be purchased under normal circumstances by a named driver, at its current valuation.
c) If the user leaves the employment of the Trust for whatever reason or ceases to be an eligible employee of the Trust for the purpose of the scheme, the Trust is prepared at the user’s request to consider one of the following options subject to the Owner’s consent:
1. The user may purchase the vehicle at its current valuation: -
· The new employer (if a Lease Car Scheme is in operation) may agree to accept responsibility for the complete hire arrangement.
· If the vehicle is a “base” vehicle, it may be returned to the Trust.
· If the vehicle is a “non-base” vehicle then the user will have to assume full responsibility for the car, subject to satisfactory insurance agreements and continue to make repayments to the Trust to the end of the contract time period.
· The vehicle may be retained for the remaining period of the lease but the user would assume full responsibility for all costs.
2. Upon termination of expiry of the agreement for whatever reasons and save as provided in Condition 13(c) the vehicle must be returned to the Owner in accordance with the Owner’s instructions or as directed by him, in good substantial repair and condition consistent with age and mileage:
· On return of the vehicle it will be appraised for condition by the Owner. The user will be required to reimburse the Owner/Trust the cost of any repairs needed to bring the vehicle into the condition described in Condition 13(d) (i) above. This shall not apply to defects or want of repair notified to the Owner by the user on delivery pursuant to the requirements of the said ‘Drivers Pack.’
d) If the user is dissatisfied with the allocated vehicle for reasons other than its safe performance on the road, the Trust will make reasonable attempts to remedy the situation and as a last resort may permit termination of the agreement. The user will not necessarily be given further opportunity to participate in the scheme thereafter.
e) In the event of prolonged absence from normal duties for any reason on the part of the user the appropriate Executive Director, in liaison with the Director of Human Resources, will review the use of the vehicle.
14. Purchase of the Vehicle
The user may purchase the vehicle at any time within the period of the agreement. The hire company will supply on request a purchase figure for consideration by the user.
15. Excess Private Mileage Charges
Where there is a variance on the contracted private mileage and this attracts an adjusting payment, this will be passed on to the employee. It is the responsibility of the employee to notify the Lease Car Scheme Administrator of any changes in private mileage.
16. Amendment of the Scheme
The Trust may amend the Scheme and these rules from time to time.


Schedule A
Eligible employees may be defined as follows :-
“Those employees for whom it is financially beneficial for the Trust to provide a lease car and/or those staff who require a vehicle in order to perform their duties within the Trust.”
The final decision as to who is an ‘eligible employee’ rests with the Director of Human Resources.
Schedule B
Calculation of an Employee’s Contribution
The employees’ calculations are assessed as follows: -
a) Fixed annual charge based on the following formula: -
	Cost of contract hire at maximum quoted mileage.
	Minus
	Cost of contract hire at minimum quoted mileage.


______________________________________________________________
	Maximum quoted mileage.
	Minus
	Minimum quoted mileage.


______________________________________________________________
Divided by 1000.
Equals Cost per 1000 private miles.
b) In addition to the annual charge there should be added :-
i. Road Fund Licence
ii. Insurance
iii. Administration Charge
c) Plus, total excess costs for non-base vehicle if appropriate
Plus VAT on total charge to the employee i.e. a + b + c
d) Employees will purchase all petrol used, but will be reimbursed their business mileage on the following basis :-
	Rate per mile
	Equals
	Cost of 1 gallon of petrol/diesel


-----------------------------------------------
	Base vehicles mileages on urban cycle


i. Petrol prices will be obtained by the Energy Institute and changes in price of less than 5p will be ignored.
ii. The urban cycle will be derived from the manufacturers officially approved tests under the Passenger Car Fuel Consumption Order 1977.
N.B. Where an employee chooses a larger engine capacity car than the base vehicle, reimbursement shall remain at the rate appropriate for the base vehicle.
Schedule C
Early Termination Penalty
Should the vehicle be returned of the driver’s own volition an early termination penalty will be incurred by the driver, amount paid is based on the annual rental paid to the lease company:
	Vehicle Returned:
	Penalty charged - No. of months

	In year 1
	5 months

	In year 2
	3 months

	In year 3
	1 month


The above rates are subject to change and should be confirmed with Transport Services.
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Royal Cornwall Hospitals Employer/Employee Agreement - Lease Car
This Agreement is made the Add Date here day of Add month here between The Royal Cornwall Hospitals Trust (“the Trust”) and Add staff member name here. “the user” of Add detail here..
Contract end date Click or tap to enter a date.  Please be aware that the vehicle will be recalled by the Leasing company on this date.
1. In this agreement the words which are defined in the Rules of RCH Trust relating to its Lease Car Scheme shall have the same meaning as they have in those rules save in so far as defined below. In addition the words specified below shall bear the meanings set opposite to them respectively is not inconsistent with the context:
	Contract Hire and Maintenance
	The Agreement between the Trust

	Agreement
	Click or tap here to enter text.

	Owners Rules
	The Rules referred to in Clause 1 above are amended from time to time.

	User
	Click or tap here to enter text.

	Vehicle
	The vehicle specified in the Schedule or any substitute vehicle provided under the contract hire and maintenance agreement or the Rules.


2. The Trust has agreed with the Owner to take on hire vehicles for the use of its employees subject to the terms and conditions set out in the Group Hire Agreement.
3. The user has requested and the Trust has agreed to provide for the user the vehicle upon the terms set out in the Agreement and in the Rules which shall be deemed to be incorporated in this Agreement and the user hereby covenants for himself/herself and any other permitted driver to comply with the Rules in relation to the provision of the vehicle.
4. This Agreement shall terminate on the expiration of three years from the date of delivery of the vehicle to the user unless terminated earlier in accordance with the termination procedures set out in the Rules.
5. It is hereby agreed and declared: 
(a) That the user has responsibility to the exclusion of the Trust for selection of the vehicle, examination of the same on delivery, rectification of any defects in the vehicle, identified on delivery or afterwards, proper servicing and maintenance of the same and the Trust shall therefore have no liability whatsoever to the user in connection with the vehicle save as specifically provided for in this agreement of the Rules.
(b) That no warranty or representation is given or made by the Trust to the user in respect of the vehicle and any such warranty or condition that might be implied by law is hereby excluded in so far as the law permits.
(c) That this Agreement is personal to the user and may not be assigned.
(d) That users of the vehicle are restricted to those on the Trust’s Approved Register.
(e) Users will be personally liable and will be held responsible for all parking fines and any other traffic offences associated with any Trust vehicle (or hired vehicle) whilst it is in their care. Further, if requested by the Police, the Trust will identify drivers and supply their contact details as required by law.
(f) Business use only vehicles must be used for business purposes only and remain at base when not in use. users of these vehicles are restricted to those authorised on the Drivers’ Register. Vehicle usage must be recorded by use of a booking in and out system. A log book entry must be made for each journey and users adhere to the Trust’s Smoke Free Policy.
6. Such of the provisions of this agreement of the Rules as are expressed to have effect or capable of having effect after termination of the agreement shall continue in full force and effect notwithstanding such termination.
[image: ]
The Schedule
Vehicle Type and Make: - Click or tap here to enter text.
Colour: - Click or tap here to enter text.
Engine Size: - Click or tap here to enter text.
MASTER KEY: - Click or tap here to enter text.
Delivery Mileage: - Click or tap here to enter text.
Signed By: - Click or tap here to enter text.
Signed By (user): Click or tap here to enter text. - 
For and on behalf of the Trust
In the presence of: - Click or tap here to enter name. 
Signed: - Click or tap here to add signature.
In the presence of: - Click or tap here to enter name.
Signed: - Click or tap here to add signature.
Your Payroll Contribution for this vehicle will be effective from Click or tap here to enter text.


Guide to Vehicle Fair Wear and Tear - Published by British Vehicle Rental and Leasing Association (BVRLA)
The following information, based on the Fair Wear & Tear Guide published by BVRLA, has been compiled as a guide for users of Trust lease vehicles to ensure vehicles are maintained in an acceptable condition. The vehicle user will be charged for all wear and tear deemed excessive. It is therefore important to read the following information and adhere to the guidance given. Should you require further advice please contact Transport Services.
1. User’s Responsibility:
· Note any damage, mechanical problems or areas of worsening wear and tear and where necessary seek advice from Transport Services.
· A minimum check on oil, water and tyre pressure should be the responsibility of the vehicle user.
· Regular cleaning and valeting of both the interior and exterior of the vehicle should be undertaken.
2. General Fair Wear and Tear:
· Regular maintenance and servicing should be carried out by a franchised dealer or approved servicing agent according to the manufacturer’s guidelines. Any defects or damage that occur during normal vehicle use should be rectified as soon as authority for the repair has been granted.
· The vehicle instruction book, full service record and any other documents relating to vehicle equipment are the responsibility of the vehicle user:
· (Trust recharges £150 to user when missing) and must be intact and available. All documents must be in the vehicle on its return to the contract hire company – including any details of radio codes.
3. Appearance:
Regular cleaning of both the interior and exterior of the vehicle will ensure a good cosmetic appearance.
4. Keys and Security:
· A full set of keys should be available. If the locking system is remote, the appropriate keys fobs should be available and functioning. Return of the master key which controls the vehicle’s engine management system is mandatory.
· If the vehicle was originally supplied with a security system, this should be intact and fully operational, including any key or key fob necessary for operation.
5. Vehicle Exterior:
· Body Damage – Any damage must be repaired as and when it occurs. All work should be completed to a professional standard, with any applicable anti-corrosion guarantees taken into consideration.
· Dents – Minor dents (up to 10mm – half an inch) are acceptable, as long as the paint surface has not been penetrated so that bare metal is visible or corrosion has set in. If multiple dents occur on a single panel, no matter how small, the panel should be repaired or replaced.
· Paintwork – Small areas of stone chipping, door edges chipping and light scratches (up to 25mm – one inch) are acceptable, relative to the vehicle’s age and mileage, as long as they have not penetrated through to the base metal and caused corrosion. If stone chippings have penetrated through the metal, suitable touching up should be carried out immediately to prevent further paint deterioration.
Exterior paintwork should be free from major abrasions (more than 25mm – one inch) and have good gloss and colour.
· Bumper Sections and Rubbing Strips – Provided these are not broken, cracked or deformed a limited amount of scuffing and score marks are acceptable.
· Window Glass – Cracks or damage within the driver’s sight line are not acceptable and would require windscreen replacement.
· Lamp Glasses/Lens – All lamps must be operational. Minor scuff marks or scratches are acceptable, but holes or cracks in the glass or plastic covers or lamps units are not.
6. Vehicle Interior:
· Interior Trim – The interior should be clean and tidy with no visible burns, tears or permanent staining to the seats, headlining or carpets.
· Luggage Area – Floor coverings and surrounding trim panels should not be torn or split.
· Door Aperture Tread Area – Door and luggage areas treads should not be damaged down to bare metal and aperture seals should not be torn.
· Controls – All original controls must be intact and operate correctly.
· Rubber seals – Any evidence of neglect or abuse is unacceptable. If a seal becomes displaced it should be refitted immediately to avoid it becoming trapped or torn.
7. Vehicle Underside:
· Underside – Minor dents and deformation, such as stone damage, is acceptable as long as it has not caused major corrosion. Any suspected impact damaged should be investigated and dealt with professionally.
· Exhaust System – The system should be properly suspended and in efficient working order. CAT failure is unacceptable and preventable through:
· Using correct fuel.
· Regular servicing and maintenance.
· Immediately investigating any poor running symptoms.
· Not tow, or bump starting, the vehicle.
· Oil Leaks – Any serious oil leakage should be rectified at the earliest opportunity.
· Wheel and Wheel Trims – All four wheel trims must be intact, with no more than minor scuffing due to everyday use. If mud flaps are standard equipment they must all be intact and properly attached.
· Tyre Wear and Damage – All tyres, including the spare, must be in a legal condition (tread depth of at least 1.6mm across the central three-quarters of the breadth of the tread and around the entire circumference) with no obvious damage to sidewalls or tread caused by “kerbing” or other heavy abuse.
8. Mechanical Condition:
Regular servicing and maintenance through an approved repairer and in accordance with the vehicle manufacturer’s service programme should keep the vehicle in sound mechanical condition.
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