
 
BOE MOTORSPORTS Guidelines and Limits 2020. Updated 4 December 2019 

 
1. Allowances & Costs.  

 

1.1 Meals and Meal Allowances  

At all races and tests BOE MOTORSPORTS will provide the team members with three meals per day (breakfast, 

lunch and dinner) when the work at the circuit (or paddock) is started. Usually breakfast at the hotel and lunch 

and dinner at the Team Hospitality structure. This applies to race and test days including set up days.  

 

The Crew Chiefs of each group will inform the Team co-ordinator at the beginning of the weekend if his group 

will or will not join lunch/dinner at the hospitality.  

 

The Team co-ordinator has to inform the Hospitality manager about the quantity of guests for each meal and 

set with him the lunch and dinner schedule (with a minimum of 5 hours in advance).  

Only team members can use the facilities of the hospitality, unless their guests are prepared to pay for the 

service at the hospitality.  

 

In case it’s not possible to provide a meal, only the crew chiefs can pay for the meals through the company 

credit card at the defined (by the Crew chief) restaurant. The allowed reimbursement, in this special case, is: 

breakfast € 5.-, lunch € 20. - And for dinner € 25. (When travelling overseas an equivalent amount will be 

applicable). These are the maximum limits for meal costs. Any extra expense will be paid by the team member.  

When meals are taken during team service a maximum of one (1) alcoholic drink is permitted per service. i.e. 

1 can of beer or 1 glass of wine etc.  

 

Note: There is no allowance payable when team members decide not to join their group for the meal service.  

Meal allowance on the travel days;  

 

1. By AIR: When meals are provided by the aircraft company no allowance is payable. In the airport between 

flights no allowance is payable and until the final destination is reached no allowance is payable.  

2. By ROAD: After a period of four (4) hours allowance is payable as defined by the above limits.  

 

1.2 Travelling  

The Team co-ordinator will provide the team with a Travel Plan including the days when meal allowance is 

payable. This plan includes the travel time table, the hotel rooming list (+ directions to the hotel), the car plan 

and the day plan.  

 

The team travels together to all races and tests. In order to save costs, team members will travel in groups 

according to their home address, otherwise the official meeting point for departure is the workshop.  

In case departure time (from hotel to airport) is 4.30am or later, the hotel where the team stays during the week 

of the race and/or test will not be changed to an airport hotel. Hence, when departure time is before 4.30am 

the hotel will be changed to an airport hotel.  

 

Costs for travelling to and from the airport are on the account of the team members themselves.  

BOE MOTORSPORTS will pay the transportation costs from there on.  

 

In case the team has to fly to the destination, BOE MOTORSPORTS will arrange economy class tickets. Any 

changes made by a team member (for personal reasons) after the flights have been booked that incur a 

monetary difference, this difference will be paid by the team member. If any team member (by their own fault) 

does not arrive at the correct time and misses the booked flight, they will be liable for the extra expenses to re-

book their flights. This rebooking will be effected by themselves.  

 

If someone is entitled to a business class tickets, it has to be considered as an extra benefit to his compensation 

and not as acquired right.  

 

BOE MOTORSPORTS will pay for the general airport taxes and necessary visas.  

 

For all European flights, only hand baggage will be booked, please organise extra baggage to be loaded into the 

truck beforehand. BOE MOTORSPORTS will not pay for excess baggage or any other kind of expenses 

whatsoever.  

When the team is travelling and there is the necessity to obtain cash (not EURO’s) from the Team Coordinator, 

a deposit of EURO 20 will be needed to cover any outstanding expenses in the case that a receipt and the 

remaining cash is not returned.  

 

If the receipt and the remaining cash are returned the deposit will be returned immediately in full.  

It is strictly forbidden to put personal belongings in the BOE MOTORSPORTS flight cases for overseas trips. Upon 

breach of this rule team member must pay a penalty of € 500.  



In case a team member wants to stop over for a holiday break after a race or test he has to request permission 

from the Team Principle. In case the request is approved, the team member has to adhere to the following:  

 

a. Supply the Team co-ordinator / Team Principle with a complete itinerary of the trip.  

b. Supply the Team co-ordinator / Team Principle with accurate contact information such as telephone numbers 

and address.  

c. Keep in regular contact with the Team Coordinator.  

d. Change the travel plans and at the first request of the Team co-ordinator / Team Principle in case of revised 

team requirements. Note: BOE MOTORSPORTS will not be responsible for the additional costs this may involve; 

the team member himself will bear the costs for returning to the team base.  

 

1.3 Hotel Costs  

BOE MOTORSPORTS will arrange a basic twin room with breakfast included. Any tourist tax will be covered by 

BOE MOTORSPORTS. All other costs will be on the expense of the team members.  

 

1.3a Hotel Extras  

In order to avoid any kind of delay of the team, team members must settle the hotel expenses (private laundry 

or room mini bar) timely before the fixed leaving time according to the travel timetable that is provided by the 

Team coordinator.  

 

1.4 Insurances  

It is the responsibility of the team member to arrange their own third party liability, accident, medical and travel 

insurances.  

 

1.5 Truck Drivers  

The Team co-ordinator will supply the drivers at the beginning of the season with a calendar to indicate when 

the Race Trucks have to leave to an event and where they have to go after each race or test during the season.  

The mechanics driving the Race Truck receive € 0.30p/km, to cover fuel and highway fee for transport from 

home to the workshop. In case pick up and return of the Trucks is at a different place, RBA Racing will either 

arrange the transport or cover the kilometres by € 0.30p/km (from home to location concerned). Payment of 

these monies will be made by completing the expense form for car usage (available on the website) submitting 

this to Pablo/Edgar for approval, when approved it can be added to your monthly personal invoice for the 

payment. In your invoice, add a line for expenses, Travel “From – To” and the number of kilometres claimed.  

 

The truck driver will have access to a company credit card and this will be used only for truck expenses. In 

addition a CASH amount will be credited to the truck driver for emergencies. This cash must only be used when 

it is impossible to use the credit card.  

 

The truck driver is also responsible for the annual testing and anniversary update of the documents that are 

required by law for the circulation of the team truck. It is very important that the truck is not outside of the home 

country when these documents need to be processed.  

 

The Team truck driver is explicitly forbidden in case of use of alcohol and or drugs to drive a lease, rental or 

company vehicle. Damage suffered by the employer or at the cost of the employer as a consequence of breaking 

this rule will be charged to the member concerned.  

 

In any case all traffic tickets or penalties incurred by the truck driver will be paid by themselves and RBA Racing 

will charge them the amount if it had to pay in advance.  

 

1.6 Rental Cars.  

When rental cars are needed the driver will be assigned and informed in the travel plan. If the assigned driver 

will need to acquire an "International License" they will be advised in good time. The expenses of acquiring this 

license will be reimbursed by the team.  

 

When receiving the rental car, no extras outside the booking should be added. i.e. Extra insurance or GPS etc. 

Only Basic Insurance will be booked on the rental car, If any team member would like to add extra insurance 

they may do so at their own expense.  

 

When returning the car to the airport, the car must have a full fuel tank.  

 

1.7 Company Vehicles.  

Any use of a company owned vehicle will require completion of the vehicle log book. This will insure that any 

fines or infringements will be traceable to the person concerned. In the case that a fine is received and no entry 

has been made to the log book, the fine will be distributed amongst all team members.  

 

1.8 Reimbursement of personal car usage.  

Any usage of personal private cars requires approval before the event. Any reimbursement claim must be 

complete monthly. BOE MOTORSPORTS will cover € 0.30 p/km, to cover fuel and highway fee. Payment of these 



monies will be made by completing the expense form for car usage (available on the website) submitting this 

to Pablo/Edgar for approval, when approved it can be added to your monthly personal invoice for the payment. 

In your invoice, add a line for expenses, Travel “From – To” and the number of kilometres claimed.  

 

2.0 Personal Conduct  

Negligence of duty and insubordination will not be tolerated. In all matters and when a final decision is needed 

to be made, this will be entirely the responsibility of Jose Ángel Gutierrez.  

 

2.1 Alcohol, Drugs and Gambling  

The use of alcohol and drugs on the race track is not permitted. Only during dinner team members are allowed 

to drink alcohol in moderation (a maximum of one (1) alcoholic drink is permitted per service). Drinking to 

excess to the point where you are no longer capable of doing the job for which you are contracted when reporting 

to work will constitute gross misconduct. This rule has 0% tolerance.  

 

The employer is not liable for either the member or a third party for physical damage or death, property damage 

or loss of property of a colleague or a third party, which may be caused by a team member of RBA RACING as 

a result of the use of alcohol and/or drugs during or outside the race track.  

 

The Team member is explicitly forbidden in case of use of alcohol and or drugs to drive a lease, rental or 

company vehicle. Damage suffered by the employer or at the cost of the employer as a consequence of breaking 

this rule will be charged to the member concerned.  

 

In any case all traffic tickets or penalties incurred by the members will be paid by themselves and RBA Racing 

will charge them the amount if it had to pay in advance.  

 

Gambling of any kind will not be tolerated.  

Violence, fighting, horseplay, and other inappropriate conduct is prohibited.  

 

2.2 No Smoking Policy  

In general a no smoking policy is applicable. Only at public areas or outside smoking (Not within 15m of the box 

entry) is permitted. When you finish smoking the cigarette butt should be disposed off in an ashtray.  

All team members need to be pro-active, if seeing a guest that is smoking in the box or around fuel, politely ask 

them to leave the box area.  

 

2.3 Visitors and Guests  

The partner of the team members is welcome to attend one race or test during the course of the year.  

His/her presence should in no way disrupt or interfere the working of the team and its team members. Each 

team member will be offered 2 (two) paddock passes per season.  

 

Requests for guest paddock pass should be done by e-mail to the Team Coordinator at least 2 months in 

advance; passes will be issued on a “first-come-first-serve" basis. No team member will obtain passes from IRTA 

directly in the name of BOE MOTORSPORTS.  

 

Guests and partners can only come into the pit box (garage) with a team member when the working day is 

finished. Access during tests, practice, qualifying and the race is strictly prohibited. The maximum visiting time 

will be 20 mins total.  

Partners will have to be aware that when they come to the race track that they have to look after themselves.  

 

2.4 Personnel Administration  

In order to keep the personnel administration up to date, team members must inform the Team Coordinator 

and the Administration office as soon as possible about relevant changes in your personal situation such as: 

change of address, (mobile) telephone number and bank account numbers. The monthly invoices or cost 

reimbursement form has to send to both Team Principle and Administration office.  

 

Each Team members will have an own User@boemotorsports.com mail address which they should use for any 

internal or external communication. 

 

A team "share point" will be provided on our website where all documents and travel plans will be served, this 

will be the official distribution point for all team communication. All members will be versed on how to access 

and use the "Share point".  

 

2.5 Dress Code  

In everything you do and say you are representing the company to our visitors, sponsors and also to your co-

workers and the management. It is important that we always present a professional image so it is a  

condition of employment that you maintain the highest standards of personal grooming, hygiene, dressing 

appropriately for our business and your position in particular.  

In order to portray this and to promote the sponsors of BOE MOTORSPORTS all team members will be provided 

with team clothing.  



Team clothing should only be worn when the team is working together and travelling directly to the race track.  

In general the team clothing should be put on in the hotel in the morning in order for the whole team to travel 

to the race track and back in the same outfit. All clothes should be clean, and ironed and worn in a correct 

manner. It is not permitted to wear the team clothing as casual dress outside of race, test, practice and set up 

days.  

 

It is the team member’s individual responsibility to clean and care for every item of the team clothing. In case 

two (or more) consecutive events take place or in the special case that the Team co-ordinator decides RBA 

RACING will organize the laundry of the clothing. Each team member will organise their team cloths for 

collecting by the Team co-ordinator. The cloths will be laundered and returned to the team member at their 

expense. It is only permitted to hand in team clothing.  

 

In the table below you will be able to see the total items of the team clothing for the current race season. All 

clothing remains property of the team and it only worn by the team members, it is not merchandised and it is 

not permitted to give any item of the team clothing away to anyone outside the team. Used team wear should 

be kept for test or workshop use if the sponsor logos are still accurate.  

 

Workshop: Old team wear as appropriate.  

Travel day: Casual wear.  

Set-Up days: Team T-shirt, short or long team pants, team shoes and Jacket if needed.  

Friday: Team polo, short or long team pants, team shoes and Jacket if needed.  

Saturday: Team polo, short or long team pants, team shoes and Jacket if needed.  

Sunday: Team business shirt, long pants (for grid and race mandatory), short pants for pack-up as appropriate, 

team shoes and Jacket if needed.  

This schedule is made for Sunday races, in case of a Saturday race; everything will be one day earlier.  

No clothing of our sponsor competitors can be worn at any time.  

 

Clothing quantity:  

Each team member should mark their clothes for identification purposes.  

T-shirt (mechanics) - 10  

T-shirt (others) - 4  

Polo - 4  

Business Shirt - 3  

Business Shirt (CC's) - 6  

Pullover - 2  

Long Pants - 3  

Short Pants - 3  

Jacket (light for rain) - 1 Jacket (heavy for cold) - 1 Shoes - 2 pairs.  

 

In the pit box clothing according to the safety regulations should be worn. During races, tests and practice ear 

protection must be worn.  

 

2.6a Working Times and Work place etiquette  

The working hours at the race track are dictated by the Crew chiefs.  

This allows BOE MOTORSPORTS to modify the working hours as necessary for each event. In general the starting 

and finishing times are at the discretion of the Crew chief, who is ultimately responsible all work on the race 

bikes is completed.  

 

In case of exceptions, i.e. when a test day is cancelled, the Pablo/Edgar decides.  

 

The sound of private mobile phones should be switched off in the pit box. Mobile phones cannot be used for 

personal purposes 30mins before, during and at least 30mins after a practice session. 

  

Wi-Fi is not automatically provided for team members, if it is available please limit usage to emails and text 

based communication apps. Video calls, You-Tube videos and any type of video downloading use extreme 

amounts of data, please refrain from this usage. Data usage can be monitored and IP address can be tracked 

if needed.  

 

No food or drink (except water in unmarked bottles) is to be consumed in the pit box area around the bikes; the 

riders are allowed to have a drink in their place.  

 

Pit box access will be strictly controlled, personal guests and friends are not allowed in the working area during 

working time.  

 

All team property is for all team members to use at any time to conduct their job. Common tools or consumables 

will be shared amongst team members freely. If any material is damaged or fully consumed details will be 

communicated to the Crew Chiefs. The working area (including behind the pit box panel) should always be kept 

clean and organized. After using any kind of material it should be put back to where it belongs.  



Jackets and other personal items should be stored in the trucks or the office.  

Just one person per rider (manager) is allowed to stay in the pit box.  

No products from our sponsor’s competitors can be shown.  

The pit wall is restricted to a maximum of 4 people per rider for Moto3 Teams.  

These people are:  

Team Principle (1),  

Both Crew Chiefs (2),  

Two (2) crew members for signalling,  

Guests or other team members (2),  

Sponsors or VIP guests must be authorized by the Team Principle beforehand.  

 

2.6b Confidential information.  

Confidential Information belonging to RBA is vital to our teams success and every team member has a 

responsibility to use it appropriately, protect its confidentiality and disclose it only if and to the extent authorised 

to do so. This may sometimes include information that is shared with the other team members or riders. For 

technical matters only the Crew Chiefs will speak directly to the riders. All members are required to discuss any 

issue in a calm manner without shouting or demeaning other team members, especially when in the presence 

of guests or riders.  

 

2.7 Passes, Grid, scooter special access  

According to the FIM Championship GP regulation and any IRTA or Dorna regulation, each member of RBA 

Racing Team will have to follow strictly these indications, rules and info.  

Team co-ordinator will receive the guest passes in order to manage and to deliver them to the guests.  

For the Moto3 Team (for 2 riders) there are a max 10 grid access, 9 used by mechanics and 1 other for the 

Team principle.  

The Team has 3 scooters:  

 

2 scooters for the riders with service road access, during practices, their crew chiefs will keep their keys. 1 

scooter for Team usage, mainly Team Principle, co-ordinator and crew chiefs, with service road access.  

Parking passes.  

 

Each Crew Chief will have a P1 parking pass that will be the responsibility of the driver, for use at each event. It 

will be the responsibility of the driver to get the parking pass back to the Crew Chief at the end of the event.  

Riders will have their own passes and they will manage them themselves.  

 

2.8 Team Purchase Orders  

Any kind of orders or payment are to be approved in advance by the Team Principle or administration office.  

In case a purchase has been done without approval, the invoice will not be paid, nor will the money that has 

been spent, be reimbursed.  

 

All material bought needs to acquire with an Invoice with the company details. (See separate sheet).  

 

All the orders of spare parts, consumption material, technical tools, services, logistic transfer, hotels, shipment, 

circuit cost, food and beverage etc. have to be in the attached form and to send to the Team co-ordinator and 

Administration office.  

 

Generally payments have to be done by bank transfer and just in exception case by credit card or by cash.  

Under no circumstances will CASH be extracted from company credit cards.  

When ANY purchase is made on the Team credit card a paper receipt or invoice will be retrieved from the vendor.  

 

The person using the card will then take a photo of the document as a backup and in the case that the paper 

document becomes misplaced.  

 

If both the paper documentation becomes lost and a photo is not presented in absence of the lost 

documentation then the person responsible will become responsible for the retrieval of the documentation from 

the vendor. In the case that the documentation is not retrieved the person responsible will incur the expense as 

a personal expense.  

 

2.09 Monthly invoicing  

Each team member will send the monthly invoice on the 5th day of the current month to Jose  

(j.boe@boemotorsports.com)  

 

2.10 Extraordinary Absence  

Upon the death of a family member in the 1st and 2nd degree, the registered partner, wife or husband of the 

team member, the team member is granted extraordinary absence up and including to the day of the funeral. 

The team member will be paid as if he was working.  

 

Any additional costs for returning home will be on the expense of the team member himself.  



In case of birth of a child of a team member, the team member is granted extraordinary absence to be able to 

be present at time of the birth. Details are to be discussed with the Team principle. The team member will be 

paid as if he was working. Any additional costs for returning home will be on the expense of the team member 

himself.  

 

3. Intimidation and Complaints  

 

3.1 Sexual Intimidation, Bullying, Discrimination, Aggression and Violence at Work  

BOE MOTORSPORTS will protect the team members against sexual intimidation, bullying, discrimination, 

aggression and violence at work, and against the negative results of these. The work organization and the work 

environment are set up in such a way as to prevent these kinds of problems.  

 

Sexual intimidation, bullying, discrimination, aggression and violence at work are not tolerated by RBA RACING 

and sanctions may be imposed upon those guilty of these.  

If you have problems you can talk to your Crew Chief, or the Team principle. If you cannot or do not want to talk 

to any of these parties, please do not hesitate to confide in a co-worker.  

 

3.2 Complaints Procedure  

A complaints procedure has been established so that potential undesirable situations can be resolved.  

Permanent and temporary team members, outsourced contractors, trainees and expatriates can appeal to the 

complaints procedure.  

 

Complaints need to be sent in writing to the Team principle. By filing a complaint the present or future position 

of the team member who ‘complains’ will not be affected. Anonymous complaints will be taken into 

consideration.  

 

The Team Principle will open an investigation into each complaint and has the right to receive all relevant 

information from BOE MOTORSPORTS team members.  

Within one (1) month after receipt of the complaint, the Team Principle will hear separately both the team 

member who has filed the complaint and the other persons involved. A person who supports him on his own 

request may accompany the team member.  

 

It may be decided by the Team Principle, to authorize an investigation by outside experts (the costs are for the 

account of BOE MOTORSPORTS).  

 

Meetings with the Team Principle are private. Minutes will be made of each meeting and will be signed as seen 

by each person involved.  

 

From the start of the procedure and during the period of investigation, BOE MOTORSPORTS may – at the request 

of, and after consultation with, the Team Principle– take temporary measures to the benefit of the complainer 

or in the event of an untenable situation.  

 

The Team Principle will issue a written statement. The statement should cover the following items: Whether and 

to which degree the complaint is plausible. Who is damaged by the complaint. Advice on measures to take in 

resolving the issue. This statement will be sent to the persons directly involved.  

 

Depending on the seriousness of the complaint, BOE MOTORSPORTS may issue the following sanctions: written 

warning, suspension, transfer, dismissal.  

 

Within 14 days of issuing the statement, the Team principle, will communicate in writing its decision regarding 

eventual measures to be taken (no measures that damage the complainer will be taken). If the complaint is 

found to be correct and BOE MOTORSPORTS decides not to impose sanctions, the Team Principle must fully 

explain in writing the reasons for this decision. A copy of the decision will be sent to each person involved.  

 

All persons involved must treat all data confidentially. The advice of the Team Principle and the final decision 

by BOE MOTORSPORTS will not be kept secret, unless explicitly requested otherwise in writing by the 

complaining team member.  

 

4. Team Member Assessment and Evaluation.  

All members of the team will have 2(two) personnel assessments and evaluation meetings with the Team 

Principle to discuss their progress and achievements over the season. This meeting will form part of the process 

to determine their future contract renewal. The subjects discussed will include, group integration, performance 

and behaviour. There will be advance warning of these meetings of a least one month.  

 

These rules may be modified at any time. Any changes will be advised by email and the new version will be 

available on the Share Point. 


