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1. OBJECTIVES OF THIS POLICY

The objectives of this Policy are to:

1.1 Ensure that effective, economic and efficient use of official transport/vehicles is made by
planning itineraries;

1.2 Ensure that proper use of logbooks is maintained;

1.3 Provide rules regarding the use of official transport;

1.4 Ensure that proper steps are taken in instances of accidents, loss gritlamage to official vehicles;

1.5 To ensure that official vehicles are properly maintained and sepviced:

1.7 To ensure the vehicles are kept safe at all times

2. ITINERARIES

2.1 Any official who uses the official vehicle of the Municigality must complete the itinerary in
advance in consultation with the immediate Supervisoriog-sheets shafl-be carefully compiled
and the Supervisor shall compare itineraries with log-sheets ta.regulate and monitor trips;

2.2 Any official shall obtain the approval of the Head of Department before undertaking any official
trip with the official vehicle,.in.order to ensure effective,control of the use of official vehicles

3 LOG-BOOKS FOR OFFICIAL VEHICLES

3.1 Completion

3.1.17he Idgbook shall be checked by the:driver using the official vehicle before each trip to ensure
that Itis.up to'date and if not so, réport the matter to the Supervisor

3.1.2Log-sheets s?:‘aﬁ-h_emeted in'every detail before and immediately after the completion of
each trip and should be‘approved by the Supervisor before any trip is undertaken

3.1.3A logbookshall be supplied by the Stores Officer with each official vehicle and must always be
kept in the vehigie..

3.1.4 The driver shall be responsible for the safe custody of the logbook in use.

3.2 Duties and Responsibilities of the Driver

3.2.1All the drivers must ensure that they obey the rules of the road at all times when driving
municipal fleet.
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3.2.2Drivers must not drive municipal vehicles while under the influence of alcohol or any other kind

of intoxicants.

3.2.3All the drivers must ensure that they are in possession of a valid driver’s license and PDP where

necessary.

3.2.4No driver is allowed to take the car home without getting approval from the Supervisor.
3,2.5The driver is responsible for the safekeeping of petrol card.

3.2.6All drivers must report lost/stolen petrol cards to the Manager: Administration within 24 hours.
3.2.7Drivers must ensure that they renew their driver’s licenses and PDPs in time

4 USE OF OFFICIAL MOTOR TRANSPORT

4.1 Official Purposes

411

412

Official transport is provided for strictly official services and.is not ta be used for: gﬁ?ate or
other purposes without the necessary authority.

Cases in which it has been established that improperuse has bee'ﬁ'ma,ﬂe of the transport must
be reported to the Municipal Manager who will take theimatter further.

4.2 Standard Conditions

421
422
4.2.3

424

4.2.5

4.2.6

4.2.7
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The following stangddrd conditions-appli.in respect of all cases mentioned in this policy and
must be complied with in all instances:

The most economigal vehicle suitable and available for the service must be used;

The vehicle must net be-averloaded;

A copy of this policy shall be'kept:n all official vehicles. The official in charge of the vehicle shall
be responsible for the safe custody thereof;

Nobody other than officials of the Molemole Local Municipality is allowed to be transported in
any-of the official yehicles. In cases where the driver allows a person other than those
mentiongd:above, the driver must see to it that such a passenger signs a form which
indemnifies.the Council from any claims deriving from accidents or other injuries, otherwise
the driver will'he liable for such claims;

No official who is being granted a transport subsidy or allowance is allowed to either drive or
be transported in any official vehicle;

No official may drive an official vehicle unless he/she has been authorized to do so by his/her
Supervisor and unless he/she is properly licensed to drive the particular class of vehicle under
whose control falls;

Special attention is directed to the requirements of the Road Traffic Act in regard to the duties
of a driver in connection with the reporting of physical disabilities from which he/she may
suffer or which he/she has sustained or which have developed after issue of a driver’s license.
Cases where it is deemed necessary to modify the standard driving controls of a vehicle before



the issue of a special driver’s license to such person can, in terms of the requirements of the
law be possible; shall first be referred to the Municipal Manager for consideration;

4.2.8 The Supervisor of the Official requesting use of the municipal vehicle shall satisfy
himself/herself that any incompetence or doubtful ability on the part of the official is not of
such a nature as to expose the Council to great risk. Where such official must of necessity drive
official vehicles and it is considered necessary, he/she should be subjected to a retest by the
authority concerned even though it has to be cbtained at the Municipality’s expense;

4,29 Drivers must exercise proper care in the use and handling of official vehicles. Any evidence of
neglect through handling or reckless driving must be reported to the Municipal Manager;

4.2.10 All traffic fines issued to the driver of an official vehicle must be pdid by the driver and Council
does not accept any responsibility for the payment of traffic ﬁngs_i.i_m}pss if the fines are related
to mechanical defects of the municipal vehicle, including but nofi&&nﬁﬂﬁ; brake failure, worn
out tyres, amongst other things.

4.2.11 Itis the duty of the Driver or Operator of a municipal vehicle to conduct fu?l%sgecrion on the
vehicle before taking the trip and report any fauits to'the immediate Stpervisor:

4.2.12 Where an official whilst on official duties come across-an accitent orﬁf’gakdown he/she must
not use the official vehicle to push or tow the vehicle involved in the dccident or breakdown
with a view to starting it or getting it back on the road or removing it from the road.

4.3 Compliance with the rulés

43.1 Failure to observe the rules coﬁﬁin_g?,tin this Fleet Man‘ag‘_ument‘#olicy and any instructions
issued by the relevant:authority or'which.appear on forms opin books used in connection with
official travelling anid transport will render the offending;pfﬁcial liable to disciplinary action and in
certain cases to mﬁﬂggg&pd any loss which the Munieipality may suffer.

43.2 Any employee whao incurredthe traffic fine whilst operating or driving the municipal vehicle due
to willful or negligent disregard for traffic laws:and regulations must pay the fine within 30 days
from.date the fine was received..

433 The municipality may deduct traffic fines monies from the employee’s salary if the employee
does pot pay the fine.related to willful disobedience or negligence of traffic laws and regulations
withinthe stipulated timeframe in 4.3.2 above.

5 INSURANCE

5.1 Cover

5.1.1  Official vehicles are insured by the Municipality’s Insurers. The insurers carry the accident risks
and accept liability for any expenditure arising from third party claims, including claims by
authorized official passengers against the official driver in respect of personal injuries or damage
to the official vehicles or the loss or damage to Municipal property.

5.1.2 Officials driving official vehicles and their passengers are covered to the following extent:

5.1.2.1 An official who, whilst driving an official vehicle is involved in an accident and thereafter is
charged with a criminal offence or against civil claims by third parties are preferred may be
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defended through the Municipality’s lawyers at municipal expense in accordance with the
provisions of Section 47A of Ord. No. 17 of 193%;

5.1.2.2 An official who is injured whilst using an official vehicle on official duties either as a driver oras a
passenger will be regarded as having been injured on duty and the matter will be dealt with in
accordance with the arrangements applicable to injury on duty

5.2 Forfeiture of cover by driver

5.2.1 The cover and arrangements mentioned in paragraph 5.1.2 will not apply as far as the driver of
an official vehicle is concerned in a case where:

5.2.1.1 He/she is found guilty by a criminal court of having driven a vehiéli;jmf having occupied the
driver’s seat of a motor vehicle the engine of which was running ‘or whilé he/she was under the
influence of intoxicating liguor or a drug having a narcotic effect or the toncentration of alcohol
in his/her blood was not less than prescribed limit provided in the Hpad Tra'm

5.2.1.2 He/she makes an admission of liability to third parties-before the Municipality’s Wﬁre
consulted in the matter provided that such admissian. I:w the:driver shall.not exclude him/her
from the benefit of the arrangements applicable to-injuties ondy.tg.,

5.2.1.3 The vehicle is or was used for other purposes than stristly afficial purposgs;

5.2.1.4 The driver is not in possession of an appropriate driver’s licgnse;

5.2.1.5 He/she drives or has driven a vehicle without having been propery authorized thereto or

5.2.1.6 He/she allows or has allowed the vehicle to be driven by a person not authorized thereto

6 Provided that if in a case mentioned in the:above paragraphs the Municipality’s lawyers undertake
the defense of the official concerned in the interest of the reservation of the Municipality’s right to
recover from the official-or.Councillor concerpediall costs arising out of such defense and the
amount of any third-party claim paid, and in this conneéction the official will be required to give
written undertaking, which must accompany any decuments relative to the matter when they are
forwarded to the Municipality’s fawyers.

6.1.1.1
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7 ACCIDENTS

7.1 Procedure

7.1.1

7.1.2

7.1.3
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7.1.7
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The following procedure shall be followed in the event of an official vehicle being involved in an
accident no matter how trivial and irrespective of whether or not any person or animal or
property or other vehicle is involved:

The driver of the official vehicle shall report the accident to a policestation or a Traffic officer as
soon as possible, but not later than 24 hours after the occurrence of the.accident, and furnish full
details thereof;

If requested to do so, the driver shall supply the name and address of the driver of the official
vehicle and the registration number of the vehicle to any other persﬁl‘n‘;havin‘,ﬁjﬁé’aﬁ_ﬁqnable grounds
for requesting the information;

Under no circumstances shall the driver of the'official vehicle admit Iiaﬁjlty or ma"ﬁ unguarded
statements to any person at all or at any time or offer o maltm!p a third-party;
Should any third-party involved admit liability, the drivermast endeavourto obtain a statement in
writing from him/her to this effect;

Should a driver of a vehicle be spsfected of being under the inflyence.of intoxicating liquor or
narcotic drugs, this fact should be Brought to the notice af the police or traffic officer to whom the
accident is reported with the least possible delay and every-assistance should be rendered to such
police or traffic officep:ih ensuring that the suspected person be examined by a doctor, or
appropriate medicat institution, as soon‘ag possible.

The driver shall obtait, as $aon as possible, 'pmf_eﬁrab}ﬁ:at the scene of the accident, at least the
following particulars:which arérequired for completing the accident report form:

Registration number, make arrdtvpe of the other vehicle(s);

Name-and address of driver(s) and of owner(s) of the other vehicle(s);

License disc'fiumber and expiry date.of other vehicle(s);

Whether. the-other deiver acted in his/her own interests or in the interests of the owner of the
vehicle; :

Nature and extent of damages sustained by the other vehicle(s) in the particular accident only;
Name, address,gender and estimated age of any pedestrian(s) involved in the accident and any
person(s) killed orinjured as well as the nature and extent of injuries;

Description of animals and fixed objects involved. In the case of animals the name and estimated
age of any herdsman {men) who tendered or drove the animals, as wells the nature and extent of
injuries and damages;

Name and address of each witness, including the occupants of the other vehicles(s) involved;
Measurements for the preparation of a sketch of the scene of the accident;

Whether or not the road was fenced in on either sides or one side only.

Reporting of the accident (other than to the police)



7.1.7.1 The driver of the official vehicle shall make a suitable endorsement in the logbook of the vehicle
and shall without delay complete the accident report form and forward it together with
statements by witnesses and other relevant supporting documents to the Transport Officer.

7.1.8 Disposal of accident report form

7.1.8.1 The Manager: Corporate Services will attend to the investigation and the Transport Officer will
liaise with the asset control officer or insurance clerk for the repair of the vehicle

7.2 Legal proceedings

7.2.1  Should the driver of an official vehicle be required to appear at
criminal or civil proceedings be instituted against him/her, he/she
summons, subpoena or notice to appear served upon him/her or a
Officer in order that the Municipality’s lawyers may.be consulted in ti

or inquiry or should
iately submit the
o the Transport

7.3 Third-party claims received
7.3.1 Third-party claims received shall immediately be submitte Cfficer in the case of
an official vehicle having been involved in an accident;
7.3.2 If the receipt of the claim is ac &, ledge, it shall be clearly stat 1e letter of
acknowledgement that it is beir e without prejudice.and that the claim is receiving attention.
The letter must contain no state yr. admission, whi 4 could ossibly prejudice the
Municipality’s case

7.4 Accidentre

7.4.1 The carrying out of repairs to.g cial vehicles arising out of accidents will be arranged by the

Ofﬁcer in Iiaﬁ}g with"

8.1 Introductic

Damage, losses, deficiencies and thefts {other than damage, losses and deficiencies arising out of
accidents) are dealt with under this paragraph:

8.2 Checking

7 8



8.21

8.2.2

An Official who takes over an official vehicle must ensure that any damage or deficiency is
immediately brought in writing to the notice of the Transport Officer and reflected on the vehicle
request form;

The official who accepts an official vehicle without complying with paragraph 7.2.1 will be deemed
to have received the vehicle in good order

8.3 Damage, losses, deficiencies and thefts to be reported

8.3.1

83.2

8.3.3

When damage, loss, deficiency or theft occurs, the official or Councillor operating the official
vehicle shall immediately report the matter to the Transport Officer,skho shall in turn immediately
advise the police and the Chief Finance Officer in writing;

When damage, losses, deficiency or theft occur whilst a vehicle is dn'1ouF, the officer or employee
concerned shall immediately report the matter to the nearest policﬁjs{tatiﬁh‘_aﬁ;_l on his/her return
to head office to the immediate Supervisor or the Head of Department.

Further in the case of the loss or theft of any officiakorder book for thﬁ_ﬁocurenﬁa@@{;gpplies
and services, the official or Councillor concerned:shallinthe event of it not being possible to
immediately deliver his/her written report to the Manager: ﬁdmmlstrﬁtigmw hand,-i’fnmediately
advise that officer by fax of the loss or theft, at the same time quoting"ﬂﬁjﬂéhicle number and
serial numbers of the unused order forms.

9 SERVICING OF OFFICIAL VEHICLES

All official vehicles shall be serviced in aecordance with thg policy and specifications laid down by
the relative manufacturers. Before any repairs or.servicé to the vehicles can be done, an order form
shall be obtained from the Finance services department. If any repairs or services are done without
an order, the person initiating such repair or service may be held responsible for the payment of
that account. The Manager: Electrical.and Mechanical services shall be responsible for ensuring
that:the arrangements set below are strictly observed:

9.1 Atappointed garages

At a centre where there is an appointed garage, the servicing of official vehicles shall be entrusted
to the appointed garage or local agent.

9.2 Atother Centres

9

In the case of an official vehicle requiring servicing whilst on tour it shall be taken for attention to
the local agent for the make of vehicle concerned or in the absence of a local agent to a reliable
commercial garage, provided that prior arrangements for such service had been made with the
Manager: Electrical and Mechanical Services.



9.3 All servicing subject to payment

The Municipality is required to pay for all servicing and the official taking the official vehicle for
servicing, should deliver the official order to the service provider or ensure that the official order is
forwarded to the service provider before any work is done.

9.4 Warranty

Official vehicles in most cases carry a warranty for the first 15 000 or 28 000 kilometers. Should any
defect(s) occur before reaching this distance reading the Manager: Electrical and Mechanical
Services shall, without delay, report such defects to the supplying aﬂ@ﬁmttention.

9.5 Servicing Intervals

The Manager: Electrical and Mechanical Services$hall ensute.that the vehicles are-ﬁﬂi@ed as
detailed in the relative servicing coupon booklet supplied with the vehicles. Under agverse
conditions it may be necessary for some of the speciﬁe&&ﬂices to‘b&maken more frequently
than prescribed. In such cases the guidance of the appointed garage should be sought. In
exceptional circumstances due to weather, road or other abnormal conditions servicing may at
times also have to be undertaken at more frequent intervals thanthose normally required. The
Manager: Electrical and Mechanical Services should use His{her disgretion in this instance.

9.6 Timeous arrangements

When a vehicle requjres o be serviced the Mam‘.igbﬁﬁ’ectrical and Mechanical Services shall
always endeavour to argange timeously with whoever is to do the servicing for the vehicle to be
delivered at a particular time aﬁd;d‘lyt in order to avoid delays in having the work carried out.

9.6.1 Fuel and olladditives

Fuel and oil additives shallbe purchased on a need basis by means of the fuel and oil card
obtainable from Manager: Administration

9.7 Complaints against local agents

Where an official in charge of an official vehicle or the Manager: Electrical and Mechanical Services
has any complaint with regard to services or quality of work against the local agent for the make of
vehicle concerned, it does not give him/her the right to take or to send the vehicle at any time
without authority to another commercial garage for attention, but he/she shall report the matter
with full details without delay, in writing to the Manager: Electrical and Mechanical Services, who
will deal with it further.
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9.9.1

9.9.2

9.93

9.9.4

9.8 Use of Services of Competent Officials

Where a Municipality employs an employee who possesses sufficient mechanical knowledge and
the nature of his/her duties is such that it would not be unreasonabile to call upon him/her to
undertake the partial servicing of official vehicles there will be no objection to such an arrangement
provided the necessary tools and equipment are available and the vehicles are periodically checked
at a commercial garage, as the case may be.

9.9 Washing and Polishing

Washing of a vehicle is considered desirable at least once a week a;it(ﬂp_[_falg&ng Oonce every six
months. It is the responsibility of each driver to make sure it is kept clearraftenuse. In case of
Trucks, TLBs, or Graders this responsibility is shared with the truck aﬁgant"ﬁbﬂjﬁm\applicable.
Under adverse operating conditions these may be updgrtaken more freguently'mym-g when
absolutely necessary. o

Where arrangements exist that official vehicles may‘be tlea'hedfwis}ied:?rﬁd polished by available
labourers or similarly graded employees for the purposegfiwhich cie‘éiﬂlﬁiﬁaterials are provided
or obtained at the cost of the municipality, use shall be made ¢f such arrangement.

The Manager: Electrical and Mechanical Services should assist with.procuring of vehicle cleaning
materials and determine a way to allocate them to the respective Diivers and Operators.

10 REPAIRS AND REPLACEMENT OF SPARE PARTS AND ACCESSORIES

10.1Responsibility:

The Manager: Electrical and Machanical Services shall be responsible to ensure that repairs and
replacements.required are ca rried aut simultaneously.

In the case of ah. official vehicle requiring attention at a centre where there is an appointed
garage, the required repairs shall be done at the appointed garage.

In the case of an official vehicle stationed at a centre where there is no appointed garage, the
official in charge of the vehicle shall with prior arrangements with the Manager: Electrical and
Mechanical Services, entrust repairs arising out of fair wear and tear to the local agent for the
particular make of vehicle or in the absence of a local agent, to a reliable local commercial garage.
Repairs arising from causes other than fair wear and tear shall be similarly arranged but with prior
approval of the Manager: Electrical and Mechanical Services
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All spare parts and accessories essential for the roadworthiness, operation and maintenance of
an official vehicle shall be obtained from the local agent for the particular make of vehicle, or in
the absence of such agent from a reliable local commercial garage. Where the spare parts or
accessories are not available, the local agent, if any, shall be requested to obtain them without
delay or if this will take too long the Manager: Electrical and Mechanical Services or the official
in charge of the vehicle will in the case of official vehicles refer the matter in writing under
normal circumstances and telephonically only in cases of urgency to the nearest commercial
garage.

INTERPRETATION OF THIS POLICY

All words contained in this policy shall have ordinary
unless the definition or context indicates otherwise.

ttached thereto,
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