LANCASHIRE & SOUTH CUMBRIA NHS TRUST ~ CAR INSURANCE
NAME…………………………………………………….

UNIT………………………………………
ASSIGNMENT NO…………………………







 (Payroll Number – Top Left Hand Side of Your Payslip )

Work Contact Number………………………………………………

I confirm that:

I have read, and understood, the document prepared by Lancashire & South Cumbria NHS Trust regarding insurance etc. of private motor vehicles for use on official journeys during the course of my employment with the trust.

My insurance arrangements meet the requirements outlined in that document.

My vehicle will be maintained at all times in a roadworthy condition complying with the Road traffic Acts, whilst being used on official business.

I hold a valid driving licence.

VEHICLE:      MAKE / MODEL               ………………………………………………



REGISTRATION NO           ………………………………………………



ENGINE CAPACITY            ……………………………………………



START DATE USED FOR WORK………………………………………..

BUSINESS COVER ESSENTIAL

INSURERS:   NAME                            ………………………………………………

  

ADDRESS                       …………………………………………….

     

POLICY NO                     …………………………………………….

DRIVING LICENCE NUMBER:…………………………………………………………….

SIGNED……………………..……………………………………….  DATE…………………………………

CERTIFIED…………………………………………………………….DATE………………………………

MANAGERS SIGNATURE IS REQUIRED OTHERWISE CANNOT PROCESS AND FORM WILL BE RETURNED TO YOU.

Change of vehicle should be notified to payroll as soon as possible.

LANCASHIRE & SOUTH CUMBRIA NHS TRUST

USE FOR PRIVATELY OWNED MOTOR VEHICLE FOR BUSINESS PURPOSES

This document outlines various regulations concerning official use of private vehicles and aspects of motor insurance cover in this connection.  It is circulated for information and for the guidance of officers who countersign claim forms.  These regulations both protect the interest of members of staff as well as indemnifying the Trust against motor insurance claims.

1. Members of staff should not use privately owned vehicles on official business unless specifically of generally authorised to do so by their Chief Officer.  Any unauthorised use; such as the carriage of patients over hospital property without authority could result in employees having a personal liability, as also failure to comply with any of the regulations contained in this document.

2. It is essential that the member of staff maintain a policy of insurance extending to the use of the vehicle on official business.  This is to indemnify the Trust against third party liability including liability to passengers.  For this purpose official business includes all travel except from home to base.

3. The particular motor insurance requirements are:

· Full Third Party Insurance including (except in the case of solo motorcycles, auto cycles and motor assisted bicycles) cover against the risk of injury to, or death of passengers and damage to property.  Where a vehicle is the subject of a car loan, the policy must be fully comprehensive.

· That the above risks are covered by the motor insurance policy when using the vehicle on official business and the insurance company as covering official passengers in respect of whose transport will regard the reference in the policy of passengers the owner of the vehicle is drawing travelling allowance.  Where the duties of a member of staff may require them to transport patients of a psychiatric or confused nature specific insurance coverage, for this eventuality, should be obtained.  (N.B. users of motorcycles etc must not carry passengers whilst on official business in any circumstances).

4. A member of staff must not permit another member of staff to drive the vehicle on official business unless the insurance policy so provides.  It is not sufficient for the policy to cover the use of the vehicle by a person other than the owner, for in this context, use by other persons is usually restricted to social, domestic and pleasure purposes most probable at basic third party cover.

Where, for example, a wife uses her husband’s car for official purposes, or where her car is insured on her husband’s policy she should not be named in the policy as an authorised driver the purpose of her business.

5. It is advisable that the official use under the insurance policy covers “carriage of apparatus, instruments and equipment in connection with such official use” Some policies provide this cover, but members of staff should check this provision of the circumstances could apply.

6. It is also known that many motor polices are invalid if the vehicle is not taxed, has not a current MOT certificate or is unroadworthy.  Car users should be aware of this possibility, since failure to comply could render them liable for personal claims by other parties if an accident occurs.

7. Employers have a duty to satisfy themselves that official car users have suitable insurance cover.  It will be necessary, therefore, for all insurance policies, driving licences etc to be examined and details recorded.  In the event of there being any doubts as to the cover afforded by a particular policy, or if the insurances are not included in the approved list (HMC(50) 117 as amended by the A O A 1/7), a questionnaire will be sent to the employee’s insurance company which upon completion will provide the necessary clarification.

8. Car users should understand that if they have any doubts about their obligation they should consult Payroll at Chorley Hospital where they usually make their claims.

FOR YOUR INFORMATION

TRAVEL CLAIMS – DO’S AND DON’TS – FOR YOUR INFORMATION

Every detail filled in at the top of the sheet, including the car registration, even though there may not be a specific area for the information. Full names & mileage details for passengers.

Assignment numbers must be written at the top of the claim form

Town & village names needed, not street names, if you are going outside your local area.

A full month at a time on one sheet or set of sheets, even though there may only be 2 or 3 entries – no odd days put on at the beginning of next month’s claim. 

Claim form must be double-sided – not on two sheets of paper,

Photocopies & faxes cannot be accepted. 

Inform payroll when you change your car – we cannot process any claims if we do not have the right car details on the appropriate form.

If you have changed your car you must notify payroll immediately and send a copy of Insurance Details Form authorised by your manager as seen, otherwise there will be a delay in payment.

Must have business cover on your insurance – this is not paid for by the Trust but the mileage rate covers this, petrol and wear & tear, (most companies do not charge for this - make sure they know this is for travelling on company business from A-B which can include transporting clients/colleagues, and not for your own business)

Your manager must sign all forms, not just the back sheet if more than one, and not authorised by a work colleague or someone on a lower grade than you.

Don’t forget to sign yourself of course, every sheet, not just the back one

Receipts are required for anything you buy.  Staple all receipts, etc, to your claim, preferably at the back of the claim – not covering your name.

Courses & training -  please use the pink Training Travel form – and ensure this form and a copy of the approved training application for study leave and expenses is sent to Finance at Sceptre Point, and not sent to payroll.

Lease cars – please use the blue form.

Claims sent with over 3 months at once will result in a split - 3 month payment - per month unless counter-signed by David Tomlinson.

After your manager has signed your form, it should be sent to Payroll Services, PO Box 269, Chorley, PR7 1GZ   Tel: 01257 247553

If the claims are in the Payroll Office by the 9th of the month we should be able to guarantee payment, as long as the form is completed correctly.

We will attempt to process claims that arrive after this time, but cannot guarantee payment.  This mainly depends on the claims being completed properly.

Finally, please keep a photocopy for your reference in case the original goes missing.

