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Vehicle Policy 
 

The single biggest risk you will make to your life at work is getting into your vehicle.  The 
motor vehicle is the single largest cause of work related deaths in this country.  In addition 
to this, it is also the cause of many serious injuries, many resulting in permanent disabilities.  
The trauma associated with accidents not only effects the work situation, but can result in 
shattered family and personal lives. 
 
More than half of all work related deaths are the direct result of accidents involving 
vehicles. 
 

CONTENTS 

Purpose           2 

Scope            2 

Boske Road Transport Standards        3 

Vehicle Type           3 

Vehicle Insurance and Registration Requirements      3 

Vehicle Maintenance          4 

Locking of Vehicle          4 

Vehicle Appearance          5 

Vehicle Signage           5 

Vehicle Equipment          5 

 Maintaining Accessories        5 

 Load Restraints         6 

  Trucks        6 

   Inspecting and Using Lifting Equipment  6 

   Chains, Dogs & Slings    6 

   How Much Restraint is Enough   6 

  Vans        7 

 Trolley’s and Trolley Pallet Jack’s     7 

  Trolley’s      7 

  Electric Pallet Jack’s     8 

 Straps         8 

 Navigational Systems       9 

  Positioning      9 

  Acceptable Locations     9 

 Toll Tags        10 

Load Placement           10 

Accidents           11 



 

Uniforms Page 2 

 

Purpose 

This policy provides guidelines and instructions regarding the use and maintenance of 
vehicles when conducting business on behalf of Boske Road Transport. 

 
Scope 

This procedure applies to all Boske Road Transport employees regardless of their role 
(including paid staff, casual and fixed term employees, employees working after hours and 
employees on call), subcontractors, contractors (and their employees), contract carriers 
(including linehaul service providers), contractors and their employees, agency hire 
personnel, and visitors at Boske Road Transport workplaces. 
 

All levels of staff will be aware that vehicles and vehicle maintenance are essential for our 
business, and vehicle maintenance, cleanliness, and functionality are essential in providing 
our customer with the best service possible. 
 
 

Responsibilities 

Directors, General Managers will: 

 Initiate disciplinary action for non—compliance with this procedure 

 Purchase of vehicles based on the customer’s requirements and value for money 
 

 

Operations Manager will: 

 Ensure these procedures are implemented and complied with  

 Encourage employees and contractors to notify Management if they suspect a 
person engaged with BRT is not complying with this policy 

 Carry out disciplinary action if required 

 Safe custody, control and use of motor vehicles within the fleet 

 This policy and associated Standard Operating Procedure are implemented and 
ensure that adequate records are kept to report on the BRT’s vehicles 
performance and continued vehicle requirements 

 

Fleet Manager will: 

 day to day operations of the Boske Road Transport fleet of vehicles 

 Monitor vehicle maintenance requirements 

 Schedule services and repairs for BRT fleet  

 Periodically inspect all fleet vehicles to ensure compliance with this policy 

 Motor vehicle checklists and safety checks  

 Maintenance of adequate records of vehicle usage, kilometres travelled, 
servicing, costs, fuel efficiency and environmental impact 

 Ensuring that all drivers hold a current and suitable licence for the type of vehicle 
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Employees, Subcontractors, Contractors (and their employees), Contract Carriers (including 
linehaul service providers and their employees), Agency Hire Personnel and Contractors will: 

 Abide by this policy at all times  

 Request assistance when uncertain of particular situations 
 

 

Human Resources will: 

 Safe custody, control and use of motor vehicles within the Boske Road Transport 
Fleet 

 The provision of guidance and/or assistance in the case of breakdown, accidents and 
other emergencies that may arise. 

 Review this procedure every two years or as legislative or other changes may require 

 Carry out performance conversations and disciplinary action, if and when required 

 
BOSKE ROAD TRANSPORT STANDARDS  

In order to provide good customer service you are responsible for: 

 Ensuring that you are fit for duty (which includes being well rested and not impaired by 
alcohol or drugs) 

 Obeying all customer site rules 

 Wearing safety equipment that is appropriate to the customer site and the equipment 
involved 

 When you arrive at a Boske Group or a customer site you must report to the site office 
or site manager 

 It is also important that you act in a friendly, courteous and helpful manner to staff and 
customers and that you pass on any customer feedback to the Operations or Account 
Manager. 

 

VEHICLE TYPE 

Boske Road Transport purchases and leases vehicles and engages owner drivers for the 
conduct of its business.  Boske Road Transport will select vehicles based on the customer’s 
requirements and value for money over the life of the vehicle.  Considerations will be made 
when acquiring vehicles will include; customer requirements, freight type, government 
policy, buying Australian made where practicable, ongoing service needs and running costs 
and environmental factors.  This document establishes the basis on which the business use 
of vehicles is to be managed. 

 

VEHICLE INSURANCE AND REGISTRATION REQUIREMENTS 

Each vehicle must hold and maintain the following: 

 It is the responsibility of the Contractor/Supplier to maintain Full Comprehensive 
Insurance and Queensland Registration of the vehicle at all times.  

 Marine Transit / Load Insurance with a minimum coverage of $500,000 

 Public Liability Insurance with a minimum coverage of $20,000,000 
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VEHICLE MAINTENANCE 

Make sure that your vehicle is: 

 Clean and tidy, both inside and outside 

 Road worthy and in good mechanical condition 

 Serviced regularly 

 Pre-trip inspections are completed before commencing work each day  

 All liquids in containers are well secured and well-sealed 
 

If you encounter a maintenance issue with your vehicle or associated equipment, you must 
take immediate steps to have the problem resolved, including, if necessary, taking steps to 
have a mechanic attend on site to rectify the issue (if a BRT owned vehicle, contact the Fleet 
Manager immediately). You should stop using the vehicle if use presents any danger. If a 
maintenance issue is likely to result in being unable to meet a scheduled delivery or pick up 
or other specified job, then you must contact the Fleet Manager immediately. Never ignore 
a maintenance issue, and certainly not on the grounds that it will interfere with a schedule. 
 

The Fleet Manager is to ensure that all BRT fleet vehicles are maintained in good mechanical 
order and serviced regularly.  The Fleet Manager will conduct regular checks of all fleet 
vehicles to ensure that proper care is being exercised in the operation of the vehicle.  Any 
vehicles with suspected faults, which could affect safety or mechanical condition, will be 
withdrawn from service until the issue is rectified.  A driver suspecting a mechanical fault 
with a BRT owned vehicle is to report the fault to the Fleet Manager or Operations Manager 
without delay. 
 

Where vehicles are fitted with fire extinguishers, drivers are to acquaint themselves with 
the instructions for use of the extinguisher before departure; so that they will be prepared 
should an emergency arise.  
 

In the event of a fleet vehicle being in an unacceptable mechanical condition, the Fleet 
Manager is to advise the offending driver.  The Fleet Manager will give the driver the 
opportunity to fix the vehicle without delay, or have the vehicle detailed by a third party, at 
the cost of the offending driver.  Repeat offences will result in disciplinary action. 
 

Fuels and Lubricants  
Without exception the driver is responsible for checking and replenishing fuel when using a 
vehicle.  Drivers refuelling vehicles are to check the type of fuel required prior to 
commencing, i.e. unleaded or diesel.  Fuels required are clearly marked at the vehicles’ 
refuelling point.  For trucks, fuels are to be obtained by using the authorised fuel card 
provided with each vehicle.  If a fleet fuel card is used the odometer reading must be 
recorded during the card payment process at the payment point. Drivers purchasing fuels 
and lubricants by any means other than the vehicle fuel card will not be reimbursed.  Oil is 
provided at the Boske Road Transport depot for BRT fleet vehicles.  For BRT fleet vehicles, 
no other lubricants or additives can be used.   
 

LOCKING OF VEHICLES  

Ignition keys are not to be left in vehicles at any time and vehicles should be securely locked 
when not in use.  Likewise, ignition keys should not be left in any accessible places.  Vehicles 
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must be locked completely at any time when moving away from the vehicle; even if you are 
standing directly next to it making a delivery.   
 

VEHICLE APPEARANCE 

The appearance of your vehicle is another important part of how people perceive your 
business. It should be cleaned inside and out, on a regular basis, as well as regular 
maintenance. A clean vehicle is both for safety and so your vehicle does not look or sound 
like it’s falling apart. You want to inspire confidence in your customers. 
 

In the event of a fleet vehicle being in an unacceptable visible condition, the Fleet Manager 
is to advise the offending driver. The Fleet Manager will give the driver the opportunity to 
clean the vehicle without delay, or have the vehicle detailed by a third party, at the cost of 
the offending driver.  Repeat offences will result in disciplinary action. 
 

VEHICLE SIGNAGE 

The vehicle will display Boske Road Transport signage unless otherwise instructed by the 
customer. 
 

VEHICLE EQUIPMENT 

Maintaining Accessories  

You are required to ensure that your vehicle is appropriately equipped to transport freight 
on behalf of Boske Road Transport.  This includes carrying a range of vehicle accessories. 
Many of these accessories help you do your job every day. It is in your best interests to keep 
all of these items in good condition.  The following is a standard list of accessories (Note that 
some items on the list will not apply to every vehicle or driver):  

 Fire extinguisher  

 First aid kit  

 3 breakdown triangles (trucks >4T)  

 Appropriate restraint equipment (chains/ slings/ ropes/dogs – non recoil type)  

 Tape measure – to check dimension limits.  

 Trailer leads and adaptors, and coupling safety clips  

 Torch  

 Spill kit capable of absorbing 40 litres of oil or diesel etc.  

 Accident/insurance information details  

 Flashing amber light if required  

 Chocks/timber  

 Clipboard, note pad and pen  

 Maps, street directory or GPS  

 PPE - (high visibility vest, safety footwear, wet weather gear)  

 Safety cones to keep pedestrians and traffic out of loading zones  
 
It is your responsibility to ensure that all vehicle accessories are checked on a regular basis 
and that any used, damaged or lost items are replaced.  If the vehicle is owned by Boske 
Road Transport, please advise the Fleet Manager if particular items need to be replaced. 
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Load Restraints 

A load that is restrained so it doesn’t shift is required to withstand forces of at least:  

 80% of its weight in the forward direction 

 50% of its weight sideways and rearwards, and  

 an additional 20% of its weight vertically 
 

TRUCKS 
Generally speaking when it comes to restraining loads on (and in) trucks and vans – don’t 
use ropes where properly designed and rated restraints are appropriate - Ropes are for 
dopes! 
 

Inspecting and using your lifting equipment 
Chains, slings, ropes and dogs require periodic checks to maintain their safety. You must 
regularly inspect your equipment and ensure that it is adequately maintained 
 

Chains, dogs & slings 
 If necessary, clean restraints to allow proper inspection 

 Inspect every chain link individually for any signs of wear, twisting, stretching, nicks or 
gouging 

 Inspect oblong links and hooks for any signs of wear at their load bearing points and for 
any signs of distortion (e.g. widening of the hook throat opening) 

 Inspect hammerlocks for: 
o Any signs of wear at their load bearing points 
o Excessive play of the load pin within the body halves 
o Impaired rotation of the body halves around the load pin 

 Clearly tag any defective chain links or fittings to show that it has been rejected and 
withdraw it from service 

 Ensure that the restraint is protected from any sharp corners on the load 

 Avoid the possibility of damaging restraints when lowering loads by ensuring the load 
doesn’t land on or drive over them. 

 

How Much Restraint is Enough? 
 A simple rule is to select lashings whose combined lashing capacity is: 

 in the forward direction = double the weight of load (rear restraints) 

 in the sideways direction = the weight of load, and 

 in the rearward direction = the weight of load (forward restraints) 

 This will meet the G force requirements and ensure loads stay put during extremes of 
cornering, braking, acceleration and upward forces from speed humps etc. 

 Lashings must be angled at less than 60 degrees to the appropriate direction of 
movement, or their load capacity will diminish. 

 

For example, to restrain a weight of 4 tonne (see above diagram) the following is required: 

 in the forward direction, two chains (C & D) which are angled at 60 degrees or less to the 
rearward direction each with a lashing capacity of 4 tonnes 
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 in the sideways direction, two chains (B & C or A & D) which are angled at 60 degrees or 
less to the sideways direction each 
with a minimum lashing capacity 
of 2 tonnes 

 in the rearward direction, two 
chains (A & B) which are angled at 
60 degrees or less to the forward 
direction each with a lashing 
capacity of 2 tonnes 

 

VANS 
Unrestrained cargo in the rear of a vehicle can pose a significant safety risk to vehicle 
occupants, particularly in a frontal impact crash or a vehicle rollover.  This risk can be 
reduced by fitting a cargo barrier. It provides a physical barrier which separates the 
passengers from the cargo.   
 

Be aware: Each Cargo barrier has a load limit, which is usually 60kg. Information about the 
load limit and other safety advice can be found on the user instruction plaque which is fitted 
to the barrier. Take the time to read it.  
 

The safest outcomes will be achieved by positioning cargo against the barrier or as close to 
it as possible.  Placing the cargo well away from the cargo barrier will increase the impact 
energy that the barrier must dissipate in a crash. 
 

Consider this example In the event of a 48kp/h frontal impact, a 20kg item is positioned 
hard against a back of the van will strike the rear of the driver’s seat with a collision mass of 
400kg. The collision mass increases proportionately with both increased vehicle speed and 
with increased storage distance from the rear of the seat. If the suitcase struck a passenger 
with a force of 400kg a fatality would most likely occur 
 

For maximum protection, ensure the cargo barrier is:  
• manufactured to comply with AS/NZS4034.1:2008 - Motor Vehicles - Cargo barriers for 
occupant protection  
• installed by a suitably qualified person  
• not modified or transferred to another vehicle  
• not used as a hanging rack and not fitted with other items of equipment.  
• used in accordance with the safety information on the plaque(s) fitted to it. 
 

Trolleys and Trolley / Pallet Jacks 

TROLLEY’S 
Delivering parcels can involve manual handling and slip, trip and fall risks. Delivering a 
number of parcels to one address can increase these risks if manual handling equipment 
such as a trolley is not used. A stack of boxes is unstable and can easily fall from your arms. 
It will also obscure your field of vision thus making it possible to fall over an unseen object, 
rough surface or person in your path. 
Using a trolley ensures that you can see where you are going and are not in danger of injury 
to yourself or others and as well as damage to the parcels. 
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ELECTRIC PALLET JACK’S 
Electric pallet jacks are easy and safe to operate as long as the guidelines below are 
followed: 

 Prior to operating an electric pallet jack, ensure that the power jack is in good 
mechanical condition. If the electric power jack is not in good condition, do not use it 
and report the malfunctioning equipment to your supervisor immediately 

 Always be cautious of the wide swing of the electric power jack.  Keep your body, 
especially your feet and ankles clear of the jack 

 When operating the electric pallet jack always face the direction of travel, do not 
walk backwards 

 An electric pallet jack should never be operated on a ramp 

 The red button on the operation handle is an emergency reverse. This button will 
prevent the electric pallet jack from running you over 

 The electric pallet jack, with a full load, can weigh as much as a car. You cannot stop, 
push, or drag the electric pallet jack. Never use your body to stop the electric pallet 
jack 

 

Straps 

Fully tensioned tie-down lashings will increase the stability of the load.  Care should be 
taken when using rope or webbing straps to stabilise a load, because of the amount that 
these lashings can stretch. Ropes may stretch up to 20% and some webbing straps may 
stretch up to 13% of their length, before reaching their Lashing Capacity. This amount of 
stretch may allow the load to tip over.  Lashings can be attached directly to the load to 
prevent tipping. These lashings are most effective if attached to the upper half of the load 
and angled no more than 60 degrees to the horizontal, in the opposite direction to tipping 
(see image below). Where a tall, unstable load is fragile or of uneven shape, it may not be 
possible to stabilise or prevent it tipping by attaching direct lashings.  In such cases the load 
should be supported by a specially 
constructed frame and the frame 
restrained. 
 

Unstable loads can be placed against 
a rigid structure, such as a headboard, 
to prevent them from tipping.  
Alternatively, several unstable items 
of load can be strapped together to 
form a stable pack.   
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Arranging Loads on Vehicles  

 
 
 

Navigational Systems 

POSITIONING  
Position your sat-nav in a place that won’t affect your view of the road and ability to drive 
safely.  You should avoid sticking the device in the centre of your windscreen where it can 
block your view of the road and potential road hazards.  
 
Vehicle and sat-nav design varies considerably, as does the driver’s height and seating 
position, so it’s difficult to nominate an acceptable location for devices that can be reliably 
applied to every driver and vehicle.  
 

The installation instructions provided with many sat-nav devices can be quite vague when it 
comes to acceptable locations to mount the device, and some conveniently overlook the 
legal issues involved. 
 

ACCEPTABLE LOCATIONS  
If the device is fitted to the windscreen, it should be positioned as low as possible and to the 
right of the windscreen, to minimise obstruction of the driver’s field of view.  If this is not 
possible or practical, it may be acceptable to place the device low down in the centre of the 
windscreen 

 Avoid fitting the device to a location that could cause injury to a driver or passenger in a 
crash.  This includes potential head strike zones on the windscreen, or other locations 
where a deploying airbag may contact them 

 Avoid fitting the device high up on the windscreen, as they can often interfere with rear 
view mirrors and sun visors and result in the power cord trailing across the driver’s 
vision area 

 Consider where power leads need to run to avoid the possibility of them interfering with 
the vehicle controls 

 Avoid covering or restricting access to dash instruments and controls 
 

Did you know? 

In Queensland, you can be fined for having a sat-nav mounted in a way that obstructs your 
field of view while driving?  You can also be fined if you’re caught making adjustments to 
the device while you’re driving. 
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Toll Tags 

As a driver of Boske Road Transport vans, it is your responsibility to fit the van you are 
driving with one.  Details of reimbursement for Toll fees will be instructed at Induction and 
further instructed by the Fleet Manager. 
All Boske Road Transport owned trucks are fitted with Toll eTags. 
 

LOAD PLACEMENT 

When moving, a vehicle and its load are subjected to forces caused by changes of speed, 
direction or slope. These forces result from braking, accelerating, cornering or travelling 
over cambered, undulating or uneven road surfaces and air flow.  

 

The forces can be just as high at low speed as at high speed.  The weight of the load on the 
vehicle cannot provide enough friction to restrain it when it is subjected to the above forces. 
The load must be restrained to overcome the forces mentioned below otherwise it will fall 
off or shift causing the vehicle to overturn. 
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Position the load correctly on the vehicle  

You must position the load safely on the vehicle. Position the load so that:  

 The vehicle maintains adequate stability, steering and braking performance  

 The tyres and axles are not overloaded  

 Its centre of mass is as near as possible to the longitudinal centreline of the vehicle 
 

This will reduce a vehicle’s tendency to overturn when cornering, and can be achieved by 
loading heavy objects first and placing them close to the centreline of the vehicle. A load 
placed against a strong headboard or bulkhead is easier to restrain, but it could unbalance 
the vehicle’s weight distribution. If there is too much weight over the steer axels it needs to 
be positioned further back on the vehicle for optimum weight distribution. It will need 
effective restraint to prevent forward movement. The load should also be arranged so that 
its centre of mass is as low as possible, although with mobile plant equipment it is generally 
not possible to modify its centre of gravity. Booms and jibs should be arranged to be as low 
as possible. 
 

ACCIDENTS 

In the event of an accident, the driver of the vehicle must comply with the relevant Traffic 
Acts and regulations concerning notification to the Police.  
 

Under no circumstances must liability for the accident be admitted.  
 

The Fleet Manager, Operations Manager or Human Resources Manager is to be notified 
immediately of any accident, where persons are injured, vehicles are seriously damaged or 
third party property is involved.  Accidents not involving injury to a person or in which the 
damage to vehicle or property is of minimal nature must still be reported within 12 hours 
and Incident / Near Miss Form to be filled in and submitted.  Please see the Incidents /Near 
Misses Policy for further information. 
 


