NHS Education for Scotland

Leased Car Policy

Policy

Where an employee is required to be mobile and NHS Education for Scotland (NES) deems it is in its interest to do so, NES will lease a Crown car, which an employee may use for private travel, subject to their signed agreement to the terms of the scheme.

Purpose

The purpose of this policy is to set out the circumstances in which employees, who are regularly required to travel large distances by car on NES business, may be offered a lease car.

Principles

The principles upon which this policy is based are that it:

· Is consistent with nationally agreed terms and conditions of service

· Applies to all NES employees

· Distinguishes three levels of leased car user

· Provides for an annual review of car user status

Lease Car Users

Lease car users are employees who are required to be mobile and to whom it is in the interest of the Service to offer a lease car.   The decision to offer a lease car is at the sole discretion of the employer.   There is no employee entitlement to a lease car.  

The NES criteria for provision for consideration of a lease car are:

Employees who are regularly required to undertake business travel of more than 3500 miles per annum. 

Such employees may choose to lease a car through the NES scheme, and pay a contribution for private use in accordance with the conditions of the Lease Car Scheme. 

Authorisation of Car User Status
Any request for car lease status has to be authorised by the employee’s manager and advised to the HR department.   Managers authorising car lease user status must be satisfied that there is a business necessity to travel to the extent anticipated.   The decision to approve an offer of a Lease Car will be taken by the Chief Executive, Director of Finance and HR Director.

Review of Car User Status

Car User Status will be reviewed annually by Directors at the end of the financial year.   The review will be based on information provided to them by the Finance department in conjunction with the Car Leasing Section of the Common Services Agency. The review will be based on actual business mileage for the previous year, or on a three-year average if the previous year’s mileage is not typical.  Lease car users whose status changes will continue with their current arrangements until the end of their current lease.

Lease Car Conditions

Overview

NES makes use of the Common Services Agency Lease Car Scheme and follows policies and procedures adopted by this Scheme. Further information on the details of the scheme is available from the Car Leasing Administrator at the Common Services Agency. Under this scheme an employee may choose any car they want. Final approval for the car, however, is at the discretion of NES and will take into account if the car is fit for intended business use of the employee.  NES will pay for the cost of leasing a base car for the annual business mileage.   The employee will pay for the additional cost of leasing the particular car they want for the total annual mileage plus road tax, insurance, administration charge and VAT. This additional cost will be deducted from the employee’s pay monthly through payroll. The car lease is for a period of 3 years.

Base Car

The base car engine size for NES employees is:

Directors and Senior Managers                                     1.8 litre engine

Employees on A&C grades 7-10 (or equivalent)          1.6 litre engine

Employees on A&C grades 2-6 (or equivalent)            1.4 litre engine

For the current cars used to determine the base car please see Appendix 1. Please note that the makes and models of these cars could change due to amendments by manufacturers. 

Insurance

NES will pay a proportion (currently approximately 40%) of the flat rate insurance cost of each car.   The employee will pay the balance.   The excess payable on any claim will be split on a 50/50 basis between the employee and NES.

Lease Car Mileage Rate

The lease car mileage rate will be calculated by the Common Services Agency, based on the price of unleaded petrol and the extra urban fuel economy figures for the base car.

General 

Full information on details of the scheme is available from the Car Leasing Administrator at the Common Services Agency.

The areas covered include:

Ownership of car

Allowance of extras for standard car

How to apply

Travel abroad

Employee Obligations

Insurance – what is covered

If there are any further information please contact Car Leasing Section.

Approved User Notification

Once a user has been approved the HR Director will inform the Common Services Agency Car Leasing Section of employee’s details and base car level.

Car Selection

Approved Car Lease Users will contact the Car Leasing Administrator at the Car Leasing Section of the Common Services Agency direct to discuss their car selection and related costing.

Termination 

Should an employee leave NES of their own accord before the end of their 3 year car lease they will be responsible for the full cost of termination charges incurred.

The Board will waive all penalties in the event of-:

. Death in service

. Retirement due to ill-health

. Redundancy

. Retirement in the interest of the efficiency of the service

. Internal movement to a post without a car user status

Decision to leave the Scheme

Should an employee decide to leave the Scheme at the end of the 3 year car lease, but they are still travelling in excess of 3,500 miles per annum, the employee could only be entitled to claim mileage at the public transport rate.

Should an employee leave the scheme before the end of their 3 year car lease they will be responsible for the full costs of termination charges incurred. If they are subsequently still travelling in excess of 3,500 miles per annum, the employee will only be entitled to claim mileage at the public transport rate.

Policy Review

This policy will be reviewed in three years from date of approval to ensure that arrangements put in place are appropriate to the operating requirements of NES.
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Appendix 1

Leased Car Policy

The base vehicles currently used are:-

1.8 Base Cars

Vauxhall Vectra GLS

Ford Mondeo GLX

1.6 Base Cars

Vauxhall Vectra

Ford Focus LX

Rover 45 iXS

1.4 Base Cars

Vauxhall Astra LS

Ford Focus CL

Rover 25 iL

Please note that the makes and models of these cars are subject to change due to amendments by manufacturers. 
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