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This Company Motor Vehicle policy sample is designed as a guide for use by 
members of the Employers’ Chamber of Commerce (CECC). It is part of a suite of 
resources to help businesses put in place effective practices and procedures for 
their organisations. 

Please be aware that no generic document can cover all circumstances and that 
you may need to adapt this to the needs of your business. 

If you need further assistance with putting this resource into effect, or with other 
employment or business issues, please call the CECC Advisers on 03 366 5096. 
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NB: *These conditions should ideally be mirrored in your employment agreements. 
 

 
 

 

[XYZ LTD]  Company Motor Vehicle Policy 
 
This Policy sets out the requirements for the use of company motor vehicles for business 
(and private) use [NB that FBT applies for the private use of a motor vehicle, based on the 
availability of the vehicle rather than the actual usage per kilometre]. Company vehicles are 
provided to enable employees to carry out their duties. 
 
This policy applies to all employees with access to, or responsibility for, a vehicle used for 
company business.  
 
Any deliberate breach of this policy may be considered as misconduct or serious misconduct, 
and may result in disciplinary action up to and including termination of employment. 
 
The Employee may be required or permitted to drive a Company Vehicle and shall do so in 
accordance with New Zealand legislation and the following conditions – 
(DELETE OR AMEND AS REQUIRED) 
 
a) The Employee must hold a current unrestricted drivers licence of the appropriate class 

for the vehicle. Overseas licences will be accepted only in accordance with NZTA 
guidelines. The Employee shall advise the Employer as soon as they become aware of 
any change to the status or the currency of the Employee’s driver’s licence. Employees 
who knowingly drive without a current valid driver licence will be at risk of disciplinary 
action up to and including summary dismissal. 
 

b) The Employee shall not drive any vehicle while under the influence of alcohol or drugs, 
or medication that could impair their ability to drive safely. Any such conduct shall be 
regarded as serious misconduct and may result in the Employee being summarily 
dismissed. 

 
c) The Employee shall drive the vehicle safely and responsibly at all times. This includes 

not taking or making phone calls whilst driving unless a hands-free device is used.  
 

d) The Employee must immediately advise the Employer of any accident in which the 
vehicle is involved whether or not resulting in injury or damage. The Employee must not 
enter into any discussions of liability for an accident. When damage or injury occurs, 
details of the following should be obtained:- the name and address of the other driver, 
person involved or property owner; the other vehicle or property; the other party’s 
insurance company. Repairs must not be undertaken without first obtaining 
authorisation from the Employer. 

 
e) If any accident or injury occurs due to negligence on the part of the Employee, or if the 

Employee is responsible for causing damage to the vehicle or any other person or 
property, the Employee may be required to reimburse the Company for any loss the 
Employer suffers as a result – whether by way of insurance excess, loss of no claims 
bonus or otherwise.* 
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f) If an accident or injury occurs when the Employee driving is:  
- under the influence of alcohol, drugs, or medication that may impair the 

ability to drive safely, and/or 
- not holding a valid driver’s license, and/or 
- carrying unapproved or dangerous goods inappropriately, 

and this was the sole or a material contributing cause of the accident or injury, the 
driver will be held personally liable. (NB: check your company insurance policy for 
exclusions) 
 

g) If the vehicle is stolen, the Employee must notify the Employer and the Police 
immediately.  

 
h) The Employee shall be responsible for the payment of any fine or charges resulting from 

infringements or offences against any traffic laws or regulations, including any costs 
arising from, or associated with, parking infringements and speeding fines incurred by 
the Employee while using a Company Vehicle. Any further charges incurred by the 
company due to the non-payment of fines are also the responsibility of the Employee.* 

 
i) The vehicle must only be driven on public roads or work sites at all times. 

 
j) The vehicle must be securely locked when not in use at all times. Keys must not be left 

in an unattended vehicle at any time. Valuables must be removed from the vehicle 
whilst the vehicle is parked or placed in a secure compartment out of sight.  

 
k) When the vehicle is not parked overnight on company premises, it must be parked in a 

secure garage, secure accommodation or office car park, or other appropriate secure 
location. 

 
l) Smoking is not permitted in any Company Vehicle. 

 
m) The Employee is expected to treat the vehicle with care and respect, and while wear 

and tear relative to the degree of usage the vehicle receives is expected, abnormal wear 
and tear or damage will be treated seriously. 

 
n) The Employee is responsible for keeping the vehicle clean and tidy, including regular 

washing and vacuuming. 
 
o) The Employee shall alert the Employer without delay to any vehicle maintenance, faults 

or damage that the Employee has observed needs to be attended to, including any 
Warrant of Fitness requirements. 

 
p) The Employee is responsible for checking that the vehicle is in good and safe working 

condition for driving, and for the safety of any passengers they may transport. For 
example, this means that the Employee must satisfy themselves that standard safety 
features such as seatbelts and headlights are in working order prior to commencing a 
journey. 
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q) It is the Company’s responsibility to ensure the vehicle is serviced and has a current 

Warrant of Fitness, and is up to current Warrant of Fitness standard at all times.  
 
r) The [CEO/GM/Finance Manager/Employee’s Manager] is responsible for authorizing 

the use of the Company fuel card for purchasing fuel and oil for the vehicle for Company 
business. Unless the [CEO/GM/Finance Manager/Employee’s Manager] has given 
explicit consent, the fuel card must only be used for the purchase of fuel or oil for the 
company vehicle; it may not be used for any other vehicle belonging to an Employee or 
other person. The mileage of the vehicle must be recorded, and the oil and water in the 
vehicle checked, with each fuel purchase. 

 
s) If any petrol or oil is purchased not using the fuel card, then the Employer shall not be 

obliged to reimburse the Employee unless prior approval was given by the 
[CEO/GM/Finance Manager/Manager] to purchase fuel or oil using a different method.  

 
Limitations on Use Examples (Optional – choos/ amend as required) 

 
t) With the exception of travel directly from the Employee’s residence to the 

workplace, and directly from the workplace to the Employee’s residence, the 
Company Vehicle shall not be used for private use or for any work not related to 
the Employer’s business. 

 
u) The Company Vehicle shall be available to the Employee for full private use. 

However, before any vehicle is taken more ___ kilometres from the _____ region 
(for activities other than business) written permission must be obtained first from 
____________ (Manager). The Employee shall be responsible to pay for fuel for 
any private travel outside of the _____ region. 

 
v) The vehicle must not be taken home, or used for private use, except where 

express consent has been given by the [CEO/GM/Manager]. Any vehicle taken 
home and not required by the Employee the following day is to be returned to 
the office and available for use by [insert time]. 

 
w) No other person is to drive a Company Vehicle without the Employer’s prior written 

consent. 
 
x) The Employer reserves the right to allocate Company Vehicles as the Employer sees fit, 

and may change an Employee’s vehicle at any time. 
 
y) Animals are not permitted to be carried in the Company Vehicle (unless in a carrier). 

 
Employee Declaration: I have read and understood this policy. 
Name:      

Signed:       Date: __/__/____ 


