Starter Kit for Emergency Ride Home (ERH)
This starter kit will help you to establish a successful ERH programme for your workplace. 
Many workplaces would like to offer their carpooling employees a taxi ride home, to the child’s school, or to the hospital in the event of an emergency, but are unsure how much this would cost.

International research shows, offering an emergency ride home can significantly increase the success of workplace carpooling schemes and is typically very affordable. 

Let’s Carpool is supporting workplaces who would like to offer their employees an Emergency Ride Home, by covering costs for a six month trial. At the end of the six month trial your workplace will have a clear idea of the costs of offering this to your staff longer term. This financial support is based on the ERH Partnership Agreement that GW and the employer need to sign before starting the trial.
Getting started:
· Assign a senior manager to sign the Partnership Agreement with GW and to approve each ERH claim form by signature

· Assign someone to be the ERH coordinator, whom staff can contact and who sends the approved claim forms to GW 
· Once both the workplace and GW have signed the partnership agreement, add the ERH coordinator’s contact details to the ERH programme Terms of Use.
· Communicate your ERH programme to all your staff.

To keep the procedure consistent and easy for you and your staff, we suggest your ERH coordinator collect the signed and completed claim forms with receipts attached, and send them to the address below within 20 working days of the ERH being used:
Ping Sim

Let’s Carpool

Greater Wellington Regional Council

142 Wakefield Street
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Greater Wellington’s Emergency Ride Home Trial (ERH)

Partnership Agreement - Statement of Understanding

Greater Wellington’s Emergency Ride Home Trial is intended to support workplaces who wish to start offering an ERH to their staff who carpool. It is designed to give individual workplaces a better understanding of the real costs and benefits of an ERH scheme. This agreement defines the roles and responsibilities of the parties involved in the Emergency Ride Home Trial.

By signing this agreement xxxxxx agrees to join Greater Wellington’s Emergency Ride Home Trial, follow the stated terms of use and implement a long term ERH programme for their carpooling staff, provided the costs of the trial are reasonable.

Greater Wellington (GW) Responsibilities:

Greater Wellington will support the Emergency Ride Home Trial and provide the tools and products to make the ERH Trial easy and cost-effective. Greater Wellington will:

· Provide access to Greater Wellington’s Emergency Ride Home Trial guidance documents, templates and tools at no cost

· Review the key outputs and costs of the Emergency Ride Home Trial and provide the data to the workplace
· Provide reimbursement to the workplace for valid emergency rides between xxx and xxx (the first six months) of the Emergency Ride Home Trial: 
Up to two ERH and $200 per trip, if the claim forms enclose the requested information and are submitted within 20 working days of the emergency ride

· GW reserves the right to withdraw from the ERH Trial at any time during the 6 months period, if there is reason to believe that the terms of this agreement have been breached or the subsidy and tools provided have not been used in the intended way

Greater Wellington’s Emergency Ride Home Trial

(ERH)

Partnership Agreement - Statement of Understanding

Xxxxxx   Responsibilities:

· Allocate an Emergency Ride Home Coordinator as a contact for staff and GW

· Allocate a senior manager to verify each ERH claim is genuine, and approve the claims by signature
· Follow the Emergency Ride Home process for reimbursement as defined by Greater Wellington’s Emergency Ride Home Trial, providing required signed documentation within 20 working days to GW during the first 6 months of the project
· Monitor and evaluate the outcomes of your Emergency Ride Home Trial and implement the ERH scheme long term, if the costs during the trial prove to be reasonable 

On behalf of Greater Wellington Regional Council: 
Signed




______________________________________
Print name



______________________________________

Title




______________________________________

Date 




______________________________________
On behalf of Xxxxx:
The person, whose name is on this partnership agreement, is responsible to verify and sign all ERH claim forms.

Signed




 _____________________________________
Print name



______________________________________

Title




______________________________________

Date 




______________________________________

Terms of Use for the Emergency Ride Home (ERH)
What is the ERH?
The Emergency Ride Home is being introduced to support those who carpool to get to and from work. It provides a means of getting home in an emergency even when you have not driven your own car to work.

Who is eligible?

You are eligible if you are registered on the Let’s Carpool website and travelled as a carpool passenger or carpool driver to work that day, and unexpected circumstances arise that make it necessary for you to get home right away.

When can I use the ERH?

A taxi fare is available to you under the following circumstances:

· You become ill or are injured while at work;

· A home emergency (fire, plumbing flood, burglary etc) requires your immediate attendance;

· An immediate family member or member of your household experiences an illness / injury / crisis and needs you.

When can I NOT use the ERH?
· Personal errands;

· Pre-planned medical appointments;

· Business-related travel;

· Working overtime

· Civil defence and weather emergencies, building closures, evacuations;

· Car breakdowns that can be easily repaired on site (e.g. flat tyre, dead battery, empty fuel tank);

· If your carpool driver is unable to meet your usual arrangement.

If you are unsure whether you qualify for an ERH, contact your ERH coordinator.

How do I use the ERH?

1. You need to complete an Emergency Ride Home claim form and sign it within 10 working days of using an ERH

2. Obtain the senior manager’s signature (if possible, before you use the ERH)

3. Keep the receipt of the emergency ride and attach it to the completed and signed claim form

4. Hand the form with the receipt to your ERH coordinator

5. The ERH coordinator sends the signed claim form with the receipt to the address stated on the claim form.

How many times can I use the ERH?

You can claim for up to 2 taxi trips up to $200 per trip in a 6 months period.
Contact details of ERH coordinator:

XXXXXX Emergency Ride Home (ERH) form:
Name of Employee: ............................................................................................................
Date of Emergency Ride Home………………………..

Reason for using Emergency Ride Home
..............................................................................................................................................

..............................................................................................................................................

..............................................................................................................................................

Amount spent (please attach receipt*):

$..............................

Signature of Employee......................................
Signature of senior manager*........................................

Name of senior manager, Position at XXXXX………………………..……………………….

Date:.....................................

* A reimbursement can only be made, if the receipt / bill for the ERH and the 
senior manager’s signature are attached to this form.

________________________________________________________________________

Note to ERH coordinator:

This claim form must be submitted within 20 working days of usage of the ERH to:

Ping Sim

Let’s Carpool
Greater Wellington Regional Council

142 Wakefield Street

PO Box 11 646

Wellington







4
1

