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NHS Golden Jubilee Values Statement  

 

What we do or deliver in our roles within NHS Golden Jubilee (NHSGJ) is important, 
but the way we behave is equally important to our patients, customers, visitors and 
colleagues. We know this from feedback we get from patients and customers, for 
example in “thank you” letters and the complaints we receive.  
 
Recognising this, NHSGJF have worked with a range of staff, patient representatives 
and managers to discuss and promote our shared values which help us all to deliver 
the highest quality care and service across the organisation. These values are 
closely linked to our responsibilities around Equality. 

 
 

 
 
 
Our policies are intended to support the delivery of these values which support 
employee experience. 



1. Introduction 
 
Annex 13 of the Agenda for Change Handbook sets out a framework for the provision of 
lease cars.  This document details the policy and application procedure for the provision of 
lease cars to all eligible staff within the Board, taking into account the principles of Annex 13 
including the following: 
 

 lease vehicle schemes are voluntary; 

 are offered to eligible employees; 

 employees bear the full cost of their private use of the vehicle; 

 the employer will be responsible for any excess insurance charges incurred during 
business use of the vehicle; 

 the tax implications of using a lease vehicle must be explained to the employee 
before the arrangements start 

 reasonable recognition of the individual circumstances of the employee. 
 
In addition to this vehicles chosen will be consistent with the: 

 proper use of public money; 

 needs of NHS business; 
 
This policy also takes account of NHS Carbon reduction strategies which set out how and 
why the NHS can and should make an important contribution to the ambition of reducing our 
“carbon footprint”. 
 
The strategies place important responsibilities on NHS organisations. Two of these are 
that: 
 

 all organisations should have a board approved travel plan as part of their sustainable 
development board management plan, and that 

 mechanisms to routinely and systematically review the need for employees, patients 
and visitors to travel, need to be established in all NHS organisations. 

 
NHS Golden Jubilee has developed a travel plan which includes a low carbon approach to 
transport for staff to and from the site.  
 
Consequently a core principle of this policy is to encourage where it is possible and 
practicable, selection and use of low or ultra low carbon lease vehicles. Specifically the policy 
sets out higher list price limits for Plug-in Hybrid Electric Vehicles and Electric Vehicles to 
enable staff to select low or ultra low carbon emission vehicles which are typically more 
expensive than conventional diesel or petrol vehicles of the same make and model.1 
 
The provision of access to low and ultra low carbon vehicles contributes to our travel plan 
and reducing our carbon footprint. It also reduces employer costs as class 1a national 
insurance contributions are higher for equivalent conventional petrol or diesel vehicles. 
 
 
 

                                        
1 The additional cost of vehicles selected within the higher list price limit for plug-in hybrid electric or 
electric vehicles set out in this policy is met by the employee. 



2. Eligibility 
 
2.1 Staff eligible to apply for a lease car are: 
 

 Board Directors (Category 1) 

 Senior Managers reporting to a Board Director and Consultants, subject to 
compliance of eligibility criteria (Category 2). 

 

 Other Managers and Heads of Department may be considered subject to 
compliance of eligibility criteria (category 2).   

 

 In addition, the Chief Executive Officer may authorise exceptional cases, which are 
not covered by the above, taking account of the duties of a post, the frequency of 
car use, the geography covered and the financial viability to the Board. 

 
 
2.2 Eligibility is subject to 
 

 The applicant's business mileage being in excess of 2000 miles per annum. 
 

 The organisational requirements of the post holder.  
 

 The applicant holding a current driving license for the class of vehicle applied 
for. 

 

 The applicant’s ability to comply with any condition laid down by the Contract 
Hire Company. 

 
Users of cars provided under this scheme are required to notify the Board 
immediately of any event, which affects or might affect their eligibility to participate in 
the scheme. 

 
  



3.0 APPROVED LEVEL OF CAR / COST 
 
3.1 This policy has taken into account public accountability, the test of reasonableness 

and suitability of vehicle for the requirements of the job. 
 
3.2 Account has also been taken of the principles included in section 17 and annex 13 of 

the Agenda for Change Terms and Conditions Handbook relating to mileage 
allowances and lease cars, which embraces the principles of a base car, maximum 
engine capacity, and employees paying for the additional cost of any private use of 
the vehicle. 

 
3.3. To ensure consistency and to allow individual members of staff some flexibility in 

vehicle chosen, the concept of base car has been translated into Base Contract Hire 
Allowance. The Base Contract Hire Allowance determined as set out at Appendix 1 
shall be applied until further amendment by the Remuneration Committee.  

 
3.4 It is open to individual members of staff within reason, to choose a car which costs 

less than or more than the Base Contract Hire Allowance. 
 
3.5 Where the proposed cost is greater than Base Contract Hire Allowance (other than 

because of the adjustment cost for private mileage) then such cars must, prior to 
commitment, be specifically approved by the Director of Quality, Innovation and 
People in writing to the individual. In approving the car or otherwise, the Director of 
Quality, Innovation and People shall consider individual need and, also, likely public 
perceptions. 

 
3.6  An employee may select a make and model of their choice provided the vehicle is 

capable of carrying out the business use required by the Board and is limited to a 
maximum list price* as set out below: 

 
  

Category Maximum List Price (including 
VAT and Extras) 

1a – Conventional Diesel or Petrol 
vehicles including hybridsa 

£28,000 

1b – Electric Vehicles and Plug-in 
Hybrid Electric Vehicles 

£38,000 

2a - Conventional Diesel or Petrol 
vehicles including hybridsa 

£24,000 

2b - Electric Vehicles and Plug-in 
Hybrid Electric Vehicles 

£34,000 

 
 

a- Vehicles in categories 1a and 2a will also be limited to an emissions level no 
higher than 150g/Km. 

 
*Maximum List Price limits will be reviewed annually in accordance with: 
 

 the 12 month change in the Consumer Prices Index for New Cars - 07.1.1A 
(%) - as at March each year. 

 Pricing and Availability of PHEV and EV Vehicles below the category 1a and 
2a limits of £28,000 and £24,000 

 
3.6 An application for a car with a vehicle list price of greater than the maximum price 

list limits would be carefully scrutinized and would require the authorization of the 
Director of Quality, Innovation and People and the Chief Executive. 

 
 



 
3.7 Where the proposed cost is less than Base Contract Hire Allowance then such cost 

shall become the individual's Base Contract Hire Allowance for the period of the 
Contract. The principle of the individual paying the cost of private mileage shall still 
apply. 

 

3.8 Employees shall, in addition to paying all personal mileage fuel costs, pay on a 

monthly basis by deduction from salary, the difference between the actual Contract 

Hire Cost and the Base Contract Hire Allowance per Appendix 1 or per 3.7 above. 

 

 Employees will in all cases pay the Road Tax Licence cost in full and VAT.  In normal 

circumstances, no charge will be applied for insurance cost. 

 

4. METHOD OF APPLICATION 

 

4.1. Applications under the Scheme shall be made on the form prescribed by the Board. 

 

4.2. Application forms are available from the Director of Quality, Innovation and People.                                                               

 

When completed, forms should be submitted to the appropriate Head of Department 

for consideration and approval, after which they should be forwarded to the Director 

of Quality, Innovation and People, Golden Jubilee National Hospital, Beardmore 

Street, Clydebank, G81 4HX.  Following initial scrutiny, the Director of Quality, 

Innovation and People will forward the forms to the lease car manager for quotations. 

 

4.3 The applicant will then be notified when the application is authorised and the 

provisional monthly charge payable will be calculated, after which a formal 

Agreement between the Board and the applicant will be completed. 

 

4.4 The charge payable by the employee will be based, in part, on the cost of the car to 

the Board at the date of delivery.  The Agreement signed by the employee provides 

for a change in the monthly charge to take account of any change in cost to the 

Board between the date of the Agreement and the date of delivery. 

 

5. USE OF VEHICLE 

 

5.1 The vehicle must be available at all times, subject to servicing and repairs, for use by 

the employee in the performance of the employee’s official duties as required by the 

Board.  The Contract Hire Company will set out certain conditions within the Hire 

Agreement where there are Hire Company conditions in addition to those set out 

below, then the Hire Company conditions shall also apply. 

 

5.2 The vehicle must not be used for: 

 

 Carriage of passengers for hire, reward or towing for reward. 

 Driving tuition for commercial gain, racing rallies, speed or time trials, hill 

climbs or any forms of competition. 

 Any purpose for which the vehicle is not designed. 

 Any unlawful purpose or in any contravention of any statute or regulation. 

 

5.3 The vehicle must not be used for any non – Board business or commercial activity 



unless approval in writing has been obtained from the Director of Quality, Innovation 

and People and Chief Executive. 

 

5.4 Although the vehicle remains the property of the Contract Hire Company, the 

employee is liable for its roadworthiness and is required to indemnify the Board 

against parking fines, or other liabilities arising from the way the vehicle is used, 

particularly breaches of the Road Traffic Acts. 

 

5.5 The vehicle should normally be kept at the driver’s home address and garaged 

whenever practicable. 

 

The employee must not let or hire, sell, assign, transfer, charge, dispose of or part 

with control of the hired vehicle or attempt to do so.  

 

Applications, in writing, must be made through the lease car manager for permission 

to take the vehicle out of Great Britain.  Foreign travel, travel to Northern Ireland and 

Eire, will be permitted subject to the arrangement of satisfactory insurance and 

adequate breakdown and recovery protection.  Responsibility for the vehicle will rest 

with the employee until it is returned to Great Britain.  Repairs and maintenance 

which are carried out abroad are not covered by the Maintenance Agreement with the 

Contract Hire Company and are the sole responsibility of the employee who is 

strongly advised to take out appropriate cover (e.g. AA 5 Star Cover).  On each 

occasion, applications for permission to take vehicles outside Great Britain should be 

submitted at least four weeks before the proposed commencement of the journey.  

 

5.6 The employee is required to complete an expense claim form at the end of each 

month in order to detail business mileage. 

 

5.7 Business Mileage will be reimbursed at the rate associated with the fuel 

consumption/efficiency of the base car that defines the base contract hire categories. 

If this above the advisory fuel rates for company cars published by HMRC, the 

additional amount is liable to taxation. Full details of “advisory fuel rates” and the 

taxation of travelling expenses are on the HMRC web site at www.hmrc.gov.uk. 

 

 

5.8 Where the employee is absent from duty for a prolonged period, (because of, for 

example, sickness, maternity leave, training courses, extended annual leave abroad) 

he / she will normally continue to have the private use of the vehicle. 

 

 

6. MAINTENANCE 

 

6.1.1 In accordance with the Agreement with the Board, the Contract Hire Company will  

6.1.2 normally provide or pay the following.  However, the terms of the specific Hire 

Contract taken out shall prevail. 

 

a) Regular and routine maintenance servicing. 

 

b) All remedial or repair work arising without negligence or misuse or accident 

on the part of the employee and needed to maintain the vehicle in a 



roadworthy condition. 

 

c) All replacement tyres (puncture cost reimbursed). 

 

d) All replacement batteries. 

 

e) All replacement exhaust systems.  

 

 

6.1.3 On taking possession of the vehicle, the employee will receive a set of instructions 

from the Contract Hire Company (driver’s pack) regarding routine servicing and 

arrangements for repairs and breakdown and replacement of tyres, batteries and 

exhaust systems.  Employees should make themselves aware of the instructions or 

otherwise notified to him / her and comply with those requirements at all times. 

 

 

6.1.4 When the vehicle is delivered / collected, the employee will be responsible for 

ensuring that there are no defects of any kind which are apparent on reasonable 

inspection and that all standard and optional equipment is present, where this can be 

ascertained by reasonable inspection.  When accepting delivery, employees should 

bear in mind their responsibility to return the vehicle in good order, repair and 

condition at the end of the contract. 

 

6.1.5 The employee will be responsible for the car’s roadworthiness and for periodic 

routine checking of oil, water, batteries, tyre pressures and other items which a 

responsible owner would be expected to check from time to time, together with any 

associated routine maintenance such as topping up the oil or adjusting the tyre 

pressures.  Any damage to the vehicle or any cost arising from failure to carry out 

such routine checks and maintenance or from negligent use or deliberate abuse of 

the vehicle by the employee, will be the responsibility of the employee, who will be 

required to reimburse any resultant cost to the Board.  It is the employee’s 

responsibility to keep the car clean inside and outside during the period of hire.  

Failure to comply with these conditions may result in additional cost penalties at the 

end of the lease. 

 

6.1.6 In the event of emergency repairs or towing to a local garage, only the appropriate 

motoring organisation will be contacted.  If settlement has to be made to them for any 

part, the Contract Hire Company will reimburse by return on production of receipts.  

Parts must be retained in the event of any claim under warranty.  If the part is not 

available, settlement may be withheld pending investigation.  Full details of 

emergency procedures are contained in the drivers pack. 

 

6.1.7 Repairs and replacements arising from wilful neglect or deliberate abuse are not 

included in the Scheme and costs arising from these causes will be borne by the 

employee.  Accident and windscreen damage will be covered by insurance claims 

subject to the appropriate excess. 

 

6.1.8 The vehicle will be covered by AA Service or such other arrangements, as the 

Contract Hire Company may have made. 

 



In the event of an accident, the employee should in the first instance contact the 

lease car manager, for authority to proceed with repairs.  

 

6.2. REPLACEMENT VEHICLES 

 

These will be provided in accordance with the terms and conditions of the Contract 

Hire Agreement. 

 

 

7. INSURANCE 

 

7.1 Contract Hire cars are insured through the Board’s commercial insurance. 

 

7.2 Special permission and excesses may apply to drivers under the age of 25, and to 

drivers who are not conviction free or who have held a full licence for less than 12 

months. Users must check the insurance position if they are in any doubt as to their 

own position and the position of the drivers they authorise to use the vehicle. 

 

7.3 Where consultants / associate specialists use a lease vehicle for their own private 

practice, this risk must be insured. 

 

7.4 There is no requirement to name individual drivers. 

 

7.5 A copy of the car driving licence of all potential users must be forwarded to the 

NHSGJ Transport Coordinator. 

 

8. TERMINATION 

 

8.1 The car will normally be hired for a three-year period and arrangements must be 

made for the replacement of existing vehicles three months before the end of an 

expiring contract 

 
8.2.1 If any contract is terminated prematurely, the Contract Hire Company may impose 

certain penalty charges. 
 

The Board will waive all penalties in the event of: 

 

i) Death in service 

ii) Retirement due to ill-health 

iii) Redundancy 

iv) Retirement in the interest of the efficiency of the service 

v) Internal movement to a post without a car user status 

 

8.3   In any circumstances other than those referred to in paragraph 8.2, the Board 

 reserves the right to pass on to the employee all penalties incurred. 

 

8.4   In cases, where the hire of a vehicle is terminated prematurely, the employee 

 may forfeit the right to claim any rebate of any description. 

 

8.5  In the event of premature termination of the contract, the following courses of 

action may be  available to employees: 

 



i) The employee may wish to purchase the car, in which case he / she 
should ask the Contract Hire Company for a quotation of a purchase 
price. 

ii) If the employee is moving to an NHS authority with a Contract Hire Scheme, 
then the contract may be transferred with the agreement of the NHSGJ 
lease car scheme and the new NHS employer and their lease car scheme 
operator. 

 
 
8.6 The hired vehicle must be returned in a condition satisfactory to the contract Hire 

Company and should any penalty be suffered by the Board, this may be recharged to 
the employee. 
 

8.7 On completion of the contract, the Contract Hire Company may be willing to sell this 
vehicle to the employee at an agreed price.   

 
 
9. OTHER PROVISIONS 
 
 Reporting of Convictions, Etc 
 
9.1 The employee will be responsible for meeting the cost of any fixed penalty fines 

incurred by him/her whether on business or private use. 
 

The employee is required to report to the Director of Quality, Innovation and People 
any convictions in connection with any motor vehicle (other than parking offences) for 
insurance purposes.  The Board reserves the right to charge the employee any 
additional charge or excess attributable to the employee’s driving record.  In the 
event of the employee becoming disqualified from driving, the vehicle will normally be 
withdrawn forthwith and the employee will be responsible for meeting any excess or 
penalty charges, which result. 

 
9.2 Excess Charge / Rebate on Mileage  

If at the end of the contract period, the actual personal miles exceed the estimated 
personal mileage, there will be an excess charge to the employee at the rate 
specified by the contract Hire Company. 
 
For categories 1 and 2, if at the end of the contract period the actual business miles 
are less than the estimated business mileage, any rebate shall be retained by the 
Board.   

 
9.3 Accessories, Factory Options Etc., 

At the request of the employee, certain optional equipment can be fitted at the 
expense of the Contract Hire Company, but this may increase the monthly 
payments to be made by the employee if the overall actual hire cost is in excess of 
the Base Contract Hire Allowance.  The equipment will remain the property of the 
Contract Hire Company at the end of the contract. 

 
No accessories may be fitted privately by the employee without prior written 
consent of the Contract Hire Company through the Car Lease Section.  If any 
accessory cannot be removed from the vehicle without substantial or irreparable 
damage being caused, then such accessories must be surrendered with the vehicle 
at the end of the period of hire. 
 
The employee shall be entirely responsible for restoring the car to a condition 
satisfactory to the Contract Hire Company at the end of the contract. 

 
9.4 Fair Wear and Tear 



 
The employee will be responsible for keeping the vehicle in good condition, 
internally and externally, subject only to fair wear and tear. Fair wear and tear is 
determined by reference to mileage covered by a particular vehicle. Normal use will 
incur no charges. Ordinary wear and tear is generally taken as superficial scratches 
and scuffs to bumpers, stone chippings on front and lower sides of vehicle, minor 
scratches to paintwork if surface of paint is not broken and undercoat of metal is not 
visible. Excess to fair wear and tear includes scrapes and scratches where the paint 
surface is broken, i.e. where cutting will not restore the finish and re-painting is 
necessary; and dents or other impact damage to bodywork or bumpers; broken or 
cracked lenses, roof and gutter damage due to the fitting of a roof rack. Any tears, 
rips, etc to seats, interior trim carpets and headlining will be judged in excess of fair 
wear and tear as will stains from oil, glue, chemicals or other matters which cannot 
be removed using proprietary upholstery cleaners. 
 
Both during the period of the contract and at the date of expiry, any disputes 
regarding the conditions of the vehicle will be reviewed by the Director of Quality, 
Innovation and People and where deemed appropriate referred to an independent 
engineer nominated by the Automobile Association (or other such provider) whose 
decision will be final and binding on all parties. 
 
The Contract Hire Company reserve the right upon giving reasonable notice to 
inspect, during working hours, the state and condition of any vehicle. 
 
Any failure to comply with these conditions may cause the immediate termination of 
the Contract Hire Agreement.  Any penalty charges arising therefore will require to 
be met by the employee.  In addition, disciplinary action including dismissal may be 
taken by the board in accordance with the agreed procedures. 

 
 
9.5 Taxation 

Employees must be aware that possession of a vehicle under this scheme will 
affect the amount of income tax payable by them where there is private use of the 
vehicle.  They should take advice on this aspect before participating in the scheme. 

 
 
9.6 Accidents 

If involved in an accident with the leased vehicle, the employee must report this to 
the lease car manager who will send out the appropriate insurance form to 
complete. 
 

9.7 Changes in Circumstances 
If any changes occur in work base or home address, the employee must notify the 
lease car manager. This will help avoid delays when trying to contact the employee 
and when distributing Road Fund Licence Insurance Information, etc. 

 
 Employees should also ensure that expenses claim forms reflect the new details. 
 
 
 
 
 
 
 



 Appendix 1 - BASE CONTRACT HIRE ALLOWANCE 
 

 
The Base Contract Hire Allowance has been determined for by taking the following base car 
maximum values as at October 2005 and determining, through firm quotation, their hire costs 
as indicated below. 
 
The Base Contract Hire Allowance, so determined, shall remain in force until further notice 
notwithstanding changes, which may or may not be made by manufacturers or otherwise to 
the base cars agreed at October 2005 to determine the Base Contract Hire Allowance. 
 
 

  
CATEGORY 1a. 

 
 

 

 
CATEGORY 1b. 

(electric or 
Plug in hybrid 

electric 
vehicles) 

 

 
CATEGORY 2a. 

 
CATEGORY 2b. 

(electric or 
Plug in hybrid 

electric 
vehicles) 

 

Base Cars 
Maximum 
Value 

 
 

£28,000 

 
 

£38,000 

 
 
      £24,000 

 
 

£34,000 

Base 
Contract Hire 
Allowance 
 
 

 
 

£4,250 

 
 

£4,250 

 
 

£3000 

 
 

£3000 

 



Appendix 2 
APPLICATION FOR LEASE VEHICLE 

 
PART A:   PARTICULARS OF APPLICANT 
 
01 Full Name…………………………………………………………………………………………………………………………... 
 
02 Home Address………………………………………………………………………………………………………………………… 
 
03 Home Tel No & Mobile……………………………………………………………………………………………………………….. 
 
04 Work Address…………………………………………………………………………………………………………………………..  
 
05 Work Tel No ………………………………………………………………………………………………………………………….. 
 
06 Job Title………………………………………………………………………………………………………………………………. 
    Pay Div  Pay Group Pay Point  Pay Number 
07 Staff Pay No        
 
 
08 Estimated business mileage (per annum)………………………………………………………………..………………………   
 
09 Estimated private mileage (per annum)……………………………………………………………….. ………………………   
 
10 I am a (1) low mileage essential clinical user / (2) other user (circle which applies) as defined by the Leased Car Scheme. 
 
11 Email Address: work: …………………………………………………home:……………………………………………………… 
 
12 Do you expect to leave or retire within the 3 year contract period        Yes/No* 
 
 Please state date of retiral/leaving if within 3 years……………………………………………………………………………… 
 

PART B:   PARTICULARS OF VEHICLE REQUESTED/INSURANCE DETAILS 
 
13 Particulars of requested vehicles: 
 
  Ist Choice                 Colour Preference 

Make Model cc 1st Choice 2nd Choice 3rd Choice 

 
 

     

  2nd Choice                 Colour Preference 

Make Model cc 1st Choice 2nd Choice 3rd Choice 

 
 

     

  3rd Choice                                                                                             Colour Preference 

Make Model cc 1st Choice 2nd Choice 3rd Choice 

 
 

     

 
Optional Extras/Accessories
 …………………………………………………………………………………………………………………………… 
 
Towing? Yes/No*   Details:  ………………… Max Gross Weight of Trailer: ………………………. 
 
14  Date of Requested Delivery……………………………………………………………………………………………………….. 
 
15 Will you use the vehicle for private business/private practice purposes?        Yes/No* 

PART C   DECLARATION 
 

I declare that to the best of my knowledge and belief the information given in Parts A and B of this application are correct, 
and confirm my understanding that subject to my acceptance of the quotation which NHSGGC will supply, they will form 
the basis of an agreement between me and NHSGGC which will be governed by the conditions of the Crown Car 
Leasing scheme. 
 
Signed:  ………………………………………………….. Date:  ……………………………………………………. 

 
Authorised by    (Signature)  ………………………………………………………………………………….. Head of Department   
 
                   (Block Capitals) ………………………………………………………               .....……………..Date 

 

*  Delete as appropriate.    It is important that estimates are as accurate as possible 
 
Return Form to: Car Leasing Section, Caledonia House, 140 Fifty Pitches Road, Cardonald, Glasgow, G51 4EB 

 

 
 

              


