
 

 

 

 

 
BBC Motor Vehicle Policy 
This document contains links to BBC Gateway sources and external sources 
(Gateway links shown in Italics). An Internet connection & Intranet access will 
be required to access all areas of this document. 
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2. Driver's responsibilities 

http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/road_transport/driver_declaration.aspx
http://www.direct.gov.uk/en/Motoring/DriverLicensing/WhatCanYouDriveAndYourObligations/index.htm
http://www.direct.gov.uk/en/Motoring/DriverLicensing/WhatCanYouDriveAndYourObligations/index.htm
mailto:operator.licence@bbc.co.uk
http://explore.gateway.bbc.co.uk/buybookorder/bbo/insurance/motor/safe_driving_programme.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/insurance/motor/safe_driving_programme.aspx
http://explore.gateway.bbc.co.uk/myrisks/default.aspx?page=728
http://explore.gateway.bbc.co.uk/myrisks/default.aspx?page=728


http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/road_transport/driver_declaration.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/self-drive/booking.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/self-drive/booking.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/insurance/motor/vehicle_types.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/insurance/motor/vehicle_types.aspx
http://www.theaa.com/motoring_advice/overseas/index.html
http://explore.gateway.bbc.co.uk/myrisks/default.aspx?page=1720
http://explore.gateway.bbc.co.uk/myrisks/default.aspx?page=1720
http://www.direct.gov.uk/en/TravelAndTransport/Highwaycode/DG_069871


http://explore.gateway.bbc.co.uk/buybookorder/docs/bbo_weekly_vehicle_check_sheet_v3.xls
http://explore.gateway.bbc.co.uk/buybookorder/docs/bbo_weekly_vehicle_check_sheet_v3.xls
http://explore.gateway.bbc.co.uk/buybookorder/bbo/insurance/motor.aspx
http://explore.gateway.bbc.co.uk/buybookorder/buy_book_order/insurance/contacts.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/road_transport/driver_declaration.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/vehicle_driving_guidelines.aspx#biofuels
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/vehicle_driving_guidelines.aspx#fuel_cards


 

3. BBC Leased - Essential Business Need Cars 

3.1. Criteria for issue 
$Q�(VVHQWLDO�%XVLQHVV�1HHG�&DU�PD\�EH�LVVXHG�WR�DQ�LQGLYLGXDO�ZKR�PHHWV�RQH�RI�WKH�IROORZLQJ�
FULWHULD��
��

� 'ULYHV��������EXVLQHVV�PLOHV�RU�PRUH�SHU�\HDU��RU��
� 8VH�RI�D�FDU�LV�HVVHQWLDO�WR�WKHLU�MRE���

��
,I�WKH�FULWHULRQ�LV�QR�ORQJHU�PHW��WKH�YHKLFOH�PXVW�EH�UHWXUQHG��

3.2. Type of vehicle 
%HQFKPDUN�YHKLFOHV�IRU�DQ�(VVHQWLDO�%XVLQHVV�1HHG�&DU�PXVW�EH�XVHG��7KH�VWDQGDUG�FRQWUDFW�IRU�DQ�
(VVHQWLDO�%XVLQHVV�1HHG�&DU�LV�IRXU�\HDUV�DQG�LV�EDVHG�RQ��������PLOHV��&RQWUDFW�PLOHDJH�
DPHQGPHQWV�PD\�EH�FDUULHG�RXW�PLG�FRQWUDFW�LI�LW�LV�FRVW�HIIHFWLYH�WR�GR�VR��5HDOORFDWLRQ�YHKLFOHV�ZLOO�
WDNH�SUHFHGHQFH�RYHU�RUGHULQJ�QHZ�YHKLFOHV��

3.3. Private use 
$Q�(VVHQWLDO�%XVLQHVV�1HHG�&DU�PD\�EH�XVHG�SULYDWHO\�E\�WKH�%%&�GULYHU�RQO\��$�WD[�OLDELOLW\�DULVHV�
RQ�SULYDWH�XVH�RI�WKH�YHKLFOH��LQFOXGLQJ�MRXUQH\V�EHWZHHQ�KRPH�DQG�ZRUN���

3.4. Branding, customisations and installations 
$OO�EUDQGLQJ�RQ�YHKLFOHV�XVHG�IRU�%%&�EXVLQHVV�PXVW�FRPSO\�ZLWK�WKH�BBC's branding policy*��$OO�
FXVWRPLVDWLRQ�DQG�LQVWDOODWLRQV��LQFOXGLQJ�UDGLRV��WHOHSKRQH�KDQGVHW�DQG�HGLW�VXLWHV��PXVW�EH�
DSSURYHG�E\�WKH�RZQHU�RI�WKH�YHKLFOH��SULRU�WR�DQ\�ZRUN�EHLQJ�XQGHUWDNHQ��

3.5. Ordering a vehicle 
)LQG�RXW�KRZ�WR�RUGHU�DQ�Essential Business Need Car*��

�

�

�

�

�

�

�

 
 
 
 
 
 
 
 
 
 

                                                           
*
 Link requires Intranet Access 

http://explore.gateway.bbc.co.uk/mcanda/branding.aspx
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/fleet_vehicles/ebnc.aspx


 

4. BBC Leased - Pool vehicles 

4.1. Criteria for issue 
$�SRRO�YHKLFOH�PD\�EH�LVVXHG�WR�D�GHSDUWPHQW�LI�DQ\�RI�WKH�IROORZLQJ�FULWHULD�DUH�PHW��
��

� 2SHUDWLRQDO�QHHG�IRU�D�YHKLFOH�ZKLFK�ZLOO�EH�XVHG�E\�D�QXPEHU�RI�SHRSOH��KLJK�PLOHDJH��DQG�
UHTXLUHG�DW�VKRUW�QRWLFH��

� &DUULDJH�RI�WHFKQLFDO�HTXLSPHQW��H�J��HGLWLQJ��VDWHOOLWH��DXGLR�DQG�FDPHUDV��

4.2. Type of vehicle 
3RRO�YHKLFOHV�VKRXOG�EH�VSHFLILHG�DFFRUGLQJ�WR�EXVLQHVV�QHHG��7KHVH�ZLOO�EH�VRXUFHG�YLD�WKH�%%&
V�
SUHIHUUHG�PDQXIDFWXUHU�ZKHQ�WKHUH�LV�D�VXLWDEOH�YHKLFOH�LQ�WKH�UDQJH�DQG�ZKHUH�WKHUH�LV�QR�VXLWDEOH�
UHDOORFDWLRQ�YHKLFOH�DYDLODEOH��
��
2XWULJKW�SXUFKDVH�RI�QHZ�YHKLFOHV�ZLOO�RQO\�EH�FRQVLGHUHG�ZKHQ�WKH�YHKLFOH�LV�WR�XQGHUJR�PDMRU�
PRGLILFDWLRQV�WR�EH�ILW�IRU�SXUSRVH��
��
7KH�VWDQGDUG�FRQWUDFW�IRU�D�%%&�SRRO�YHKLFOH�LV�IRXU�\HDUV�DQG��������PLOHV��&RQWUDFW�PLOHDJH�
DPHQGPHQWV�PD\�EH�FDUULHG�RXW�PLG�FRQWUDFW�LI�LW�LV�FRVW�HIIHFWLYH�WR�GR�VR��

http://explore.gateway.bbc.co.uk/mcanda/branding.aspx


 

��
'ULYHUV�VKRXOG�QRW�QRUPDOO\�KDYH�GLUHFW�DFFHVV�WR�WKH�NH\V�WKHPVHOYHV�DQG�VKRXOG�UHTXHVW�WKHP�IURP�
WKH�RSHUDWLRQDO�FRQWDFW�RU�DV�GLUHFWHG�LQ�WKH�FDVH�RI�RXW�RI�KRXUV��7KH�H[FHSWLRQV�WR�WKLV�SROLF\�DUH�
ZKHUH�WKHUH�LV�D�V\VWHP�WKDW�HQIRUFHV�ORJJLQJ�RI�WKH�NH\�ZLWKGUDZDO��7KLV�FDQ�LQFOXGH�DQ�,'�FDUG�
RSHUDWHG�FDELQHW�V\VWHP�RU�IRU�VLWHV�ZKHUH�WKLV�LV�QRW�SUDFWLFDO�IRU�RSHUDWLRQDO�RU�FRVW�UHDVRQV��D�
UREXVW�PDQXDO�V\VWHP�PXVW�EH�RSHUDWHG��7KLV�LV�WR�HQVXUH�DSSURSULDWH�FRQWURO�RI�DFFHVV�WR�NH\V��
��
$OO�V\VWHPV�IRU�WKH�ORJJLQJ�RI�NH\V�PXVW�LQFOXGH��DV�D�PLQLPXP��WKH�YHKLFOH�UHJLVWUDWLRQ�QXPEHU��WKH�
GULYHU¶V�QDPH�DQG�WKH�GDWH�DQG�WLPH�NH\V�ZHUH�WDNHQ�DQG�UHWXUQHG��
��
.H\V�VKRXOG�QHYHU�EH�OHIW�XQDWWHQGHG�ZLWKLQ�WKH�YHKLFOHV��

4.7. Driver records 
7KH�GULYHU�ORJ�PXVW�EH�XVHG�WR�UHFRUG�GHWDLOV�RI�DOO�MRXUQH\V�PDGH�LQ�HDFK�SRRO�YHKLFOH��LQFOXGLQJ�ZKR�
KDV�GULYHQ�WKH�YHKLFOH��7KLV�ZLOO�HQDEOH�WKH�SURYLVLRQ�RI�WKH�QDPH�DQG�DGGUHVV�RI�WKH�GULYHU�DW�WKH�WLPH�
RI�DQ�DOOHJHG�RIIHQFH�DQG�LI�UHTXHVWHG�E\�+0�5HYHQXH�DQG�&XVWRPV�HQDEOHV�WKH�%%&�WR�SURYLGH�
GHWDLOV�RI�MRXUQH\V�WDNHQ��
��
'ULYHU�ORJV�DUH�WKH�UHVSRQVLELOLW\�RI�WKH�GULYHU�WR�FRPSOHWH��DQG�WKH�RSHUDWLRQDO�FRQWDFW�WR�UHWDLQ�IRU�DW�
OHDVW����PRQWKV��7KH�ORJV�DUH�VXEMHFW�WR�UHJXODU�DXGLW�E\�%%&�)OHHW�0DQDJHPHQW��'RZQORDG�WKH�
driver log template*��

4.8. Ordering a vehicle 
)LQG�RXW�KRZ�WR�

http://explore.gateway.bbc.co.uk/buybookorder/docs/bbo_driver_logbook_pool_v4.xls
http://explore.gateway.bbc.co.uk/buybookorder/bbo/travelanddelivery/fleet_vehicles/pool_vehicle_ordering.aspx


 

5. Short term hires 

5.1. Business use 
9HKLFOHV�VKRXOG�RQO\�EH�KLUHG�IRU�EXVLQHVV�SXUSRVHV�DQG�DOO�ERRNLQJV�PXVW�FRPSO\�ZLWK�WKH�BBC’s 
Expenses policy*��7KH�RQO\�H[FHSWLRQ�LV�ZKHUH�LW�LV�QHFHVVDU\�WR�KLUH�D�FDU�WR�FRYHU�WKH�SHULRG�GXULQJ�
ZKLFK�DQ�(VVHQWLDO�%XVLQHVV�1HHG�&DU�LV�EHLQJ�UHSDLUHG�LQ�ZKLFK�FDVH�WKH�FDU�PD\�EH�XVHG�IRU�
SULYDWH�SXUSRVHV�DQG�WKH�%%&¶V�LQVXUDQFH�DUUDQJHPHQWV�ZLOO�FRYHU�VXFK�XVH��

5.2. Driver records 
:KHUH�WKHUH�LV�PRUH�WKDQ�RQH�GULYHU�D�driver log* PXVW�EH�XVHG�WR�UHFRUG�GHWDLOV�RI�DOO�MRXUQH\V�PDGH�
LQ�HDFK�KLUH�FDU��LQFOXGLQJ�ZKR�KDV�GULYHQ�WKH�YHKLFOH��7KLV�ZLOO�HQDEOH�WKH�SURYLVLRQ�RI�WKH�QDPH�DQG�
DGGUHVV�RI�WKH�GULYHU�DW�WKH�WLPH�RI�DQ�DOOHJHG�RIIHQFH��
��
'ULYHU�ORJV�DUH�WKH�UHVSRQVLELOLW\�RI�WKH�GULYHU�WR�FRPSOHWH�DQG�VKRXOG�EH�UHWDLQHG�IRU�D�SHULRG�RI�DW�
OHDVW����PRQWKV��
�
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http://explore.gateway.bbc.co.uk/expensespolicy/expensespolicy.aspx
http://explore.gateway.bbc.co.uk/expensespolicy/expensespolicy.aspx
http://explore.gateway.bbc.co.uk/buybookorder/docs/bbo_driver_logbook_v2.doc


 

6. Use of privately owned vehicles on BBC business 
�
7R�EH�DXWKRULVHG�E\�%%&�,QVXUDQFH�WR�GULYH�D�SULYDWHO\�YHKLFOH�RQ�%%&�EXVLQHVV�\RX�PXVW�ILUVWO\�
REWDLQ�DSSURYDO�RI�\RXU�OLQH�PDQDJHU��<RXU�OLQH�PDQDJHU�ZLOO�QHHG�WR�EH�VDWLVILHG�WKDW�\RX�DQG�
\RXU�YHKLFOH�PHHW�DQG�FRPSO\�ZLWK�WKH�IROORZLQJ��
��

��� <RX�DUH�DQ�DSSURYHG�GULYHU�LQ�DFFRUGDQFH�ZLWK�6HFWLRQ�����DERYH���
��� 7KH�PRWRU�LQVXUDQFH�DSSOLFDEOH�WR�WKH�YHKLFOH�EHLQJ�GULYHQ�LQFOXGHV�XVH�LQ�FRQQHFWLRQ�ZLWK�

%%&�EXVLQHVV���
��� 9DOLG�WD[�GLVF�GLVSOD\HG���
��� 0HFKDQLFDOO\�VRXQG�DQG�URDGZRUWK\�WR�WKH�VWDQGDUGV�RI�WKH�UHOHYDQW�FRXQWU\�OHJLVODWLRQ���
��� ,I�DSSOLFDEOH��KDYH�D�YDOLG�027�FHUWLILFDWH�RU�ORFDO�HTXLYDOHQW���
��� 6HUYLFHG�DQG�PDLQWDLQHG�LQ�OLQH�ZLWK�PDQXIDFWXUHU¶V�VHUYLFH�UHTXLUHPHQWV�DQG�LQWHUYDOV���

��
7KH�%%&�UHVHUYHV�WKH�ULJKW�WR�DXGLW�FRPSOLDQFH�ZLWK�WKH�DERYH�UHTXLUHPHQWV�DQG�WR�FKHFN�WKDW�WKH�
YHKLFOH�LV�UHJLVWHUHG�RQ�WKH�0RWRU�,QVXUHU¶V�'DWDEDVH�DQG�UHYLHZ�UHOHYDQW�GRFXPHQWDWLRQ�DW�DQ\�WLPH��
�

�

�

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

7. Vehicle disposal 

7.1. Early termination of lease vehicles 
(DUO\�WHUPLQDWLRQ�RI�D�OHDVH�YHKLFOH�UHTXLUHV�VLJQ�RII�E\�KHDG�RI�GHSDUWPHQW�DQG�LV�VXEMHFW�WR�DSSURYDO�



 

8. Vehicle acquisition 
7KLV�VHFWLRQ�DSSOLHV�WR�DQ\�YHKLFOH�ZKLFK�LV�QRW�VXSSOLHG�YLD�%%&�)OHHW�0DQDJHPHQW��)RU�H[DPSOH�D�
YHKLFOH�WKDW�LV�UHTXLUHG�IRU�ILOPLQJ�PD\�KDYH�WR�EH�VRXUFHG�HOVHZKHUH��
��
,Q�DOO�FDVHV�%%&�)OHHW�0DQDJHPHQW�PXVW�EH�QRWLILHG�LQ�DGYDQFH�RI�SXUFKDVH�WR�HQVXUH�FRPSOLDQFH�
ZLWK�DOO�OHJDO�UHTXLUHPHQWV�LQFOXGLQJ�UHJLVWUDWLRQ�RI�WKH�YHKLFOH��LQFOXVLRQ�RQ�WKH�0RWRU�,QVXUHU¶V�
'DWDEDVH��YDOLG�027�DQG�WD[�FHUWLILFDWHV�DQG�6251�GHFODUDWLRQ�ZKHUH�DSSURSULDWH��
��

http://www.direct.gov.uk/en/Motoring/BuyingAndSellingAVehicle/AdviceOnBuyingAndSellingAVehicle/DG_4022402
mailto:�鶹Լ��%20Fleet%20Helpdesk-INTERNET

