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Policy Statement 

Summary West Yorkshire Police use hire vehicles as an effective method of 
supplementing the vehicle fleet while maintaining sufficient Force owned 
vehicles for effective operational use. 

This policy provides detailed procedures on how and when hire vehicles can 
be obtained, the use of fuel credit cards, and insurance. 

The aims of this policy procedure are to explain which approved hire 
companies are available, who is entitled to drive under the Force insurance 
policy, and the action following a collision or damage. 

Scope This policy applies to all police officers and police staff. 

Principles 

Summary • It is important that:
o Hire vehicles are only used when no other suitable Force owned

vehicle is available;
o A vehicle hire request form is completed and submitted for

authorisation;
o The vehicle is appropriately covered by the correct level of insurance;

and
o Hire vehicles are driven in accordance with the law and speed limits

are strictly adhered to. Hire vehicles are not emergency vehicles and
must not be treated as such.

•Hire vehicles must only be used for the following type of duties:
o General enquiries;
o Obtaining witness statements;
o Attending training courses, meetings and conferences;
o Out of Force visits; and
o Specific driver training requirements.

• Hire vehicles must not be used for operational duties where direct contact
with offenders is likely, in particular:
o Pursuits/follows;
o Hard stops;
o Surveillance; or
o Transportation of detainees.
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Authorisation 
and payment 

• Authorisation for hiring a vehicle must be obtained from the relevant
Customer Service Officer or equivalent, who will initially check to see if a
pool vehicle is available prior to granting permission to hire.

• All hire vehicles will be paid for by the hiring district/department.

Insurance cover • The Force insurance policy covers any authorised driver on the business of 
the Force for ‘any motor vehicle the property of the Force or in the custody 
or control of the Force’. 

•Unauthorised passengers must not be transported in a Force vehicle as it
could expose the Force to a personal injury claim.

Vehicle log 
books 

• All hire vehicles which will be driven by more than one driver must be
equipped with a RT19 motor vehicle log book, which will be maintained by
the driver/s.

Motor Insurance Database (MID) 

General • The Motor Insurance Database (MID) is the central record of all insured 
vehicles in the UK.

• The MID is updated by West Yorkshire Police’s Customer Service 
Department for all Districts and Departments, or by covert contacts for 
covert motor policies.

• All motor insurers must abide by Department for Transport obligations for 
the timely and accurate supply of data. West Yorkshire Police provide this 
data for Insurers to the MID and it is a legal requirement.

• Information remains on the MID for 7 years.
• All hire vehicles must be added to the MID where the Force insurance is 

required. The only exception is where the Hire Company Insurance is taken 
out, and the Force insurance is not being used.

• For any MID or motor policy queries, contact the Head of Risk 
Management and Insurance on via telephone. 

Approved hire companies 

Contact details Hire vehicles must only be obtained through Enterprise Rent-A-Car. 

Their contact details are as follows: 
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• Bradford –
o 64 Queens Road, Bradford, BD8 7BT
o 01274 481200

•Huddersfield –
o 517 Leeds Road, Huddersfield, HD2 1YJ
o 01484 430111

• Leeds –
o 84-86 Gelderd Road, Leeds, LS12 6HD
o 0113 242 9525

•Wakefield –
o 165-169 Dewsbury Road, Wakefield, WF2 9BQ
o 01924 375000

• Emergency out of hours – 0844 800 3892 

Description of 
vehicles 
covered 

• In the event of hiring large commercial vehicles or minibuses and the driver
is a Force employee, the Head of Risk Management and Insurance must be
informed to declare it to the Force’s motor insurers as fully comprehensive
cover may be required to protect the Force Budget.

• If the driver is supplied by the coach/commercial vehicle company,
passengers are covered in the event of a claim under that company’s
motor policy.

Persons or 
classes of 
persons entitled 
to drive 

• The classes of person entitled to drive under the terms and conditions of
the Force insurance policy are as follows:

“Any person provided the person driving holds a licence to drive the
vehicle or has held and is not disqualified from holding or obtaining such a
licence and provided that the person is driving on the order of or
permission of the policyholder”

• The effect of this is that anyone driving without permission for the vehicle
being driven will:
o Not be covered under the terms of the policy;
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o Leave themselves open to disciplinary action or criminal proceedings;
and

o May be personally financially liable for any third party claims.

Cover provided • Cover is provided under the normal motor fleet insurance policy which is 
‘Third party only’. Customer Service Officers have a copy of the current 
motor certificate. 

Motor claims 
contacts 

• This means for blameworthy collisions, a third party claim will be covered 
under the policy, subject to a £400,000 excess which will be funded from 
the Force Insurance Fund. Any claims exceeding this amount will be paid by 
the insurers.

• If the hire vehicle being used is for non-operational duties, the cost of 
repair will be charged to the Force Insurance Fund to protect district or 
departmental budgets. The excludes the first £700 for any blameworthy 
claims, which will be met by the appropriate district or department’s 
budget to act as a risk management initiative to reduce incidents, or
£1,000 if the vehicle is a write off. In the event of a claim refer to Action 
following a collision or damage.

• If the hire vehicle being used is for VIP visits, the individual must notify the 
Head of Risk Management and Insurance to ensure the cover is in place, as 
the vehicle details need to be given to the insurer. Note – Fully 
comprehensive cover is in place for VIP visits. In the event of a claim 
contact the Head of Risk Management and Insurance.

• All third party claims are handled in house by Legal Services.
• For any claims or queries, Legal Services can be contacted by telephone. 

Using the hire 
company’s 
insurance 

• Districts and departments no longer have the option to obtain ‘fully
comprehensive’ insurance from the hire company, as this is not cost
effective.

Use of fuel cards 

General • PHH AllStar is able to issue fuel credit cards for hire vehicles.
• They will be issued with the registration field left blank, and may be used 

by districts and departments, provided the following conditions are strictly 
adhered to:
o Districts and departments must contact PHH by telephone to set 
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up their own account with them for hire vehicle fuel cards; 
o Cards must be held securely when not in use;
o The use of the card must be tightly controlled, monitored and

inconsistencies investigated;
o Fuel cards allocated to hire vehicles must not, in any circumstances, be

used to refuel police owned vehicles and vice versa;
o When using the card, the vehicle registration and mileage must be

given at the garage and all fuel receipts must be handed to the
relevant Customer Services Officer – these must be retained so that
they can be checked against invoices received at districts or
departments;

o Invoices by PHH will be provided to districts and departments at
specified intervals, when they must be reconciled against hire vehicle
fuel receipts and entered on Proactis Accounts against the AllStar Local
Account (creditor reference CPHH002); and

o Invoices must be processed immediately, otherwise reconciliation of
financial accounts will be compromised.

Action following a collision or damage 

Reporting a 
collision 

• Any police/hire vehicle damanged must be reported immediately in order
that claims can be dealt with under the civil procedures timescales.

•Where a hire vehicle is:
o Being used by any member of the Force; and
o Involved in any incident where injury or damage is caused,

the incident must be reported, following the procedure set out in the 
Collisions policy, under Police collisions. 

• A POLVEH form, available on Force Forms under Roads Policing –
Miscellaneous, must be completed in all cases and sent within 24 hours. 
Failure to do so may substantially increase the costs of the blameworthy 
accident to the Force.

•Guidance for supervisors in completing the POLVEH form can be accessed 
on Force Forms (under Roads Policing – Miscellaneous). 

Type of claim Then… 
No third party 

involved e.g. found 
damage, malicious 
damage, accidental 

damage 

Legal Services do not need to get involved: 
If… Then… 
Less than 
£700 

The district or department pay the hire 
vehicle repairs from their own budget 
direct to the hire company 

More than 
£700 

As above, however, costs above £700 
can be claimed back from the Insurance 
Fund. The Customer Services Manager 
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must send an email with the POLVEH, 
invoice and budget code to the Head of 
Risk Management and Insurance to be 
re-credited 

A write off The district or department pay £1,000 
from their own budget and the balance 
can be claimed from the Insurance 
Fund 

Third party 
involved 

“blameworthy 
incidents” e.g. 

accidental damage 
or shared liability 

Legal Services will handle the claim. 

Individuals must: 
• Submit the POLVEH form as normal; and
• Send the hire company’s inspection sheets

(including signature) both before and after the hire
period to Legal Services.

If an individual collides with a third party vehicle and 
is at fault, their district or department is responsible 
for the first £700 of repairs to the hire vehicle or 
£1,000 for a write off. Legal Services will email the 
relevant Customer Services Manager about this for a 
claim. 

The hire vehicle repair bill and third party costs will 
be paid from the Insurance Fund and Legal Services 
will credit any third party recoveries back to the 
Insurance Fund. 

Legal Services will email the FinanceV5 once the hire 
vehicle repair bill has been settled, in order to credit 
the Insurance Fund up to £700 or £1,000 from the 
appropriate district’s or department’s budget. 

Third party 
involved “non-
blameworthy 

incidents” e.g. third 
party 100% at fault 

Legal Services will handle the claim. 

Individuals must: 
• Submit the POLVEH form as normal; and
• Send the hire company’s inspection sheets

(including signature) both before and after the hire
period to Legal Services.

If a third party vehicle collides with the individual’s 
vehicle and the individual is not at fault, the hire 
vehicle repair bill will be paid in full from the 
Insurance Fund. Legal Services will recover the full 
cost and credit it back to the Insurance Fund without 
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charge to the relevant district or department. 

Further 
guidance 

Further guidance on police collisions can be found via: 
• Collisions policy – Chapter 8 – Police collisions
• Vehicle fleet policy – Supporting information 
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Additional Information 

Compliance This policy complies with the following legislation, policy and guidance: 

Motor Insurance Database (MID) 
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