Conient

1. DEFINITION.OF TERMS

2. POLCY STATEMENT .....

3. PREAMBLE .

4.

5,

5.

7.

8.

9.

10.

11.

12. DRlﬁgﬁTA&ss -

13,  PASSENGER

14. IRIP AUTHORETY...’;'.'..-..;; i e e ssres 125
15.  UTILSATION OF FLEET VEHICLES oo e 137
16, OVERNIGHT PARKING ...eoeeeoeeeeeemeeeemeeeseessensessesseossessosssssessssssasssmsemssmsessessesssssseres 13
17.  DEVIATION FROM APPROVED ITINERARY ROUTE, c..oorerrsersorrsesrssesssers 14

18, CARE AND SAFE GUARDING OF COUNCIL VEHICLES ........oveoeemeeeemeeeeemmemeeeerenensenes 15




19.  AFTER USE OF A VEHICLE ..ot ts s tnnssniiiasssrnas s aan s s msasssanns 15

20. LOG BOOKS, FUEL CARDS, VEHICLE KEYS, VEHICLE EQUIPMENT......coovvervirnnenannnes 16
21. TRAFFIC OFFENCES ...covirimrrrieirirmeiircinisisretieeieiernesasseressasansansssssssasassssessssraranasssns 17
22 LOAD ON VEHICLES ...veveirecirieciccncitiiitecnccntren s aneasessesssssvesnsssssssannsassssssenans 17

23. ROADWORTHINESS OF VEHICLE

i S i 19
....... ,_.:: :-");.'-‘.""ﬁ:"' R e L E R Y L T )

31.  SERVICI GANB:REPATRS €)F muNfCIPAL VEH!CLES ............. 24

2. CONITROL OF

MAINTEN N

4. FUEL AND @;
35. REPAIRS AN

36. DRIVER OFTH

DISPOSAL AND At

To guide the ocqumhoh,- prov13|on cm “ melhfenonce of Gn effechve and efficient. !
fleet vehlcles machlnery c:nd equn@men’r o mcmclge such fleet of vehicles,
machinery c:md equmen’r in manner of municipal mission and fleet user's
aspired goals are me’r in cost effective way; and to regulate the management
and use of pool'vehlcles by officials of the municipality and ensure that the fleet

is used in a safe and efficient manner.

il




DEFINITION OF TERMS

Municipal fleet vehicle shall mean an official municipal vehicle listed in the fleet
vehicle register and shall include pool vehicles; Municipal lease/hire vehicle
shall, save for contfrary stipulations contained in the lease/hire agreement,

in which event the lease/hire agreement shall take precedence, for purposes of

this policy be regarded Tabe of ’rhe sgmeTstatys:as-e- mun|<:|pol vehicle and shall

include “Veh[c[es sﬁélecﬂ* to specrh?: ogree‘men‘rs” Mu rpc:l vehicle includes

Official Passenger—shc—::H—ineRJde;etl‘l——@f'f-lelalsﬂwen‘dﬁ—owempleyees and non-

3
employee=s who hove The neces’} 3

iorlor wri’r’ren c:u’rhorn‘y ’ro be a pc ssengerin

an Officidl Vehlcle R E
e
e Muni c:pal owned veh c_:Ies i=shall be Fleef Mcncgemen’r Ofﬂce«.

. Driver meoms dp.é,gsﬁor% c:ppom’red asa drlver of munmpaf ﬂeeT

« Occ enT driver,

:10'0 mumdpcl off|C|c:|I employed

f

s for generol ’rronsgor’r pfurposes

POLICY STATEMENT. .. .- Sl S
¢ The municipal vehlcle fleetis an asse’r by Wthh services are delivered and

therefore the managemen’r of the fleet is very crucial. The overdill
management of fleet operations is cenfralized to Fleet Management

Service.
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This policy serves to regulate the management and operational
requirements of the Municipal vehicle fleet, which includes vehicles
owned by the municipality, which are either permanently allocated fo

SBUs, falls within the vehicle pool or are leased vehicles.

PREAMBLE

Blouberg Local Municipality has a legal, obligation to protect municipal assets

=

against abuse, whlch qould result %m o l!isiﬁa’r  the] Mummpoh’ry These assets

el

include the mumcnp@l*v’éhlcle flee’r as well as Vehlcles use by the municipality

on lease or loan b Sig— .
i T

This policy excludes yehlcles_use@I»SI;fbpci?&tspecﬁm ogreemen’rs, such as

vehicles used by coungj‘ioxs,end*p‘r[vme‘veh1elers_of“®ff|C|czls subject to specific

P T —

condmo?s of employmenf _ _ B
T is ’rherefore accepfed ’rho’r r_e' an OfflCIG| or councmor has access fo a

. - & f : - . .
vehicle ubJeC__T ’r_o an qgrger;met[:migos men’rzoned such 0ffiC|0l or co\mc;llor will

not have ’rhe ou’romo’rlc;ngh"r té Use on ofF CICll munmpcl ﬂee’r or Ieo se vehicle.

The objects of Jocatgoverr 'h’r._ore:" |
s : .‘-ﬁ.—nd,, e

[

; AOC[’GTIC cmd- occoun‘roble governmen’r ]Jfor local

Us’r s’mve WIThIh' |’rs finoncml c'md

& objec’rs setfou’r -|'h-’rhe Consh’ru’rlonx of

basic needs of ’rhe commu, Ty ond ‘ro promo’re ’rhe soc1ol and economic
development of its commum‘rles Fur’rher to this, the municipality is required
in terms of the law ‘_T'gqu_rhmpme in national and provincial development
programmers. |

In terms of section 63 (I) of the Local Government: Municipal Finance

Management Act as amended [MFMA) - The Accounting officer of a
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municipality is responsible for the management of (a) the assets of the
municipality, including the safeguarding and the maintenance of those

assets; and (b) the liabilities of the municipality.

The accounting officer must for the purpose of subsection {1) take all reasonable

steps to ensure:
C[pCl[h:[y ha §1 d mcmin’ro '

&E‘ysfems Tho’r occoun’rs for the ossef% cmd liabilities of the

e That the mg_

a memogemen’r accounting

and mformoho A

— T

municipality; \,af;_ :1: e _Q_.ﬁw;”y(.

e That the mumc1palr’ry agsﬂaeism@pé Il?ablhhes?éﬁ\?czlued in accordance with
standards of Generqﬂy_RecoghTzeﬁ Atcceunhnd Practice (CRAP).

e That lthe mumapolﬁy hos n‘;ap’rolns a sysfefn ofrln’rernof contral of assets

and Ildblllhes mcludmg gv sse’rs ond [:obllmes regls’rer as may be

preserib

LEGISLATIVE
. Con*

)-W .r

Loco

. The Bloube l Councn has_pool vehlcles, depqr’rmen’rql

fleet, ond"}nag gilel Ig allowance servuces

s Departments dré""lnvo,_ "ro; a cen‘am exTen’r in the management of
Council fleet falling WI‘ThIﬂ ‘rhelr respec’rlve unifs.

s The size of the fleet: mcmqged by the departments varies from one

department to another o




This policy seeks to introduce and maintain an efficient fleet management
system that will ensure the equitable distribution of vehicles across
departments in complementing the object of local governments in South

Africa.

The purpose of this policy is to:

To acquire, prowde? and L@Tom lcm eﬁ"ec’rive angd efﬂcnen’r fleet of

vehicles, machﬁ’mery ond équmemL

Tore he Dfficials of
the Mun:qp.qll,fy ond to eg§ ! d efficient
manper; - .F y L,.,,, Lo W

- F J = : ’

et

To pr:uwde a procedur_e forg 7CC|den“rs cand modus operondf for conducﬂng

czmn}"_

‘ruTed by

. Theflee’r___lon'dgeme ’rwpohcy Gnd opercn‘lonol f[eeimonogememwnl

be the resporisibilit czf -IeeT/Asse’r Manoger

* The Fleet/Asset Monoger must moun’rc:ln a list of vehicles, machinery
and equipment. e

e Fleet assets required: O_n'om ad hoc, seasonal or temporary basis

should be provided from the central pool.




» This policy will apply to all municipal officials, who are required to use
council vehicles when conducting their official duties.

» This applies to contract / temporary as well as full time employees.

s Heads of Departments will be accountable for the vehicles
which are allocated to officials within their respective Departmenis.

e Authorization for ih_i usage of vehlcle_s_ will only be approved by

the HOD has-delegated such a

power nwm‘mg ’ro ’rhe senior ofﬂcnol wn‘hin hls/h : Dépon‘men’r

Hea dsqﬁ@f"‘le o!‘rfmen:_,..mexcep‘r whire

e Sucha deleg%T4@nrmusT e of qse senlor IevequfF‘un that department.
T o

e { i

¢ HOD's are resp@*rmble for The manc:ggmen’r of fleet assets that

hove been permvﬁm:allocatedirojhemrespechve Depor’rmen’rs

. 3udge’r ond Treosury De

’rmen’r 15 requwed ’ro budge’r for operohonql
Jsoge of vehlcles by:g‘ i : ployees 7 e
. fhe Corporo’re Sewlda_w@epc:rfmen’r |s respon5|ble for ‘rhe disciplinary

e““r'nlsuse of Councu vehtcles by ’rhe employees.

(2) Fleet/Asset M

o Trans Municipality is suppli_ed_qs.qfooi fo their

mos’r <:os1L effechve gmonne;

The dUTIeS of The flee1L il er-é:nd ans ot
functions dre’ : : SR, :
. Coordlno’ré':--ﬁ_é'ér'd\jrjd Toensureop’nmoi utilization of at all
.. TR
s Exercise control over the fU'j’eii‘,;'a'hd maintenance expenditures involved
in the use of motor fleet ond’ifﬁ:dchinery;

o Provide ad hoc fleet requeé"r"éfﬁdenﬂy, effectively and objectively;




Ensure the proper completion and regular scrutiny of all records and
returns concerning transport, and keep a Vehicle Asset Register;

Ensure that all vehicles are kept in good roadworthy condition and that
they are serviced on regular basis;

Fnsure that all instructions relevant to the use, operation and

maintenance of vehlcles are complied W|’rh

To condud flegj mspech@ns @Iong Wi i "'poin’r of issuing and

hondmg ver-of any vehlc[es/mochlnery cmd 5|gn|ng of the inspection

for by the parheﬁynvalved 1_ . T .._f,
To conduct ﬂeéﬂnspechons olen_g Wn‘h drwe::s i’{:n‘ the poma‘ of receiving

& ‘on_en’riy clloco’red vehlcles are r=sponsible
r Conduchng cmd §gﬂﬂg reievcm‘r veh:cle mspec’rlon fcrms when
issuing vehicle»sdmacb .ry: to drlvers ond operc’rors ond cxlso do so

hic s are eEwcnys m ¢! good s‘rc’re of repair;

!
|Cles are Ilcensed and- msure@{

jlc;_lpcxl ve_h_lcle tracking sys.’f;;iem service

b Ve hfcle.. by”:ffge Fleet/Asset

s o mqnagemem‘ ’rool

TRACKING & RECOVERY SYSTEMS AND OTHE ADDITIONAL EQUIPMENTS

All municipal vehicles shall be fitted wi’rh"_s"d:félli’re tracking and recovery device.




e Such fitments must be done through the municipality's supply chain

management process or duly appointed service providers.

ALLOCATION OF VEHICLES

{1} All municipal vehicles are considered as property of the Council regardless of the

allocation or original sougﬁceﬁefq’rhe vehlcle

(2) There are three (3) rﬁgﬂl%@’ryﬁes of

they are: L-r-‘ R -
* Pool Vehicles {i.e. vehches—JgF@:f‘os cund whenﬂhe»@cgwon arises)

“_‘"s“
e The policy caters for regylﬂ_r—__‘e-lﬁgﬂqmy qlLUcaﬂen-@_.t:ﬁool vehicles.

e The reguler—er eIeHy e[lecgﬂ’en—m—fhe“be’ms—ef el-mesa‘ly—ene day need
for the use ities of the
municipali

» The allog :lelego’red

fia vehicle.

e Such op m‘ Unit not
less thanit twen \ s prior o ’rhe env:soged ’mp . J]

e In the eve ol vehlcles, _’rhe FIee’r/AsseT Mcmoger will

make by opproochlng depor’r?nen’rs with

i

d’ vetmcles that are

permdanen:

vehicle and for emergency s__:frwces em' flonmey jll‘ee reviewed from
time to time. ST -
» The department directors with a perrﬁ.'c_} ently allocated vehicle are
responsible for the approval of trip iTinerokié’s'f:'for their department officials;
however heads of departments may de[egd"re responsibilities for approval of

itineraries to senior officials within their sub-direciorates.




¢ Only itineraries recommended and signed by supervisors of the driver of the
vehicle may be approved by the HOD or delegated senior official.
e  Week-long itineraries may be authorized for routine services.
Departments that are given permanently dllocated vehicles and machinery fleet

immediately assume the responsibilities of:

(i) keeping copies ofdu »s]g

(i} keeping coples of dUIy 5|gned vehlcle mspec’rlon fo' 5 _,-""‘

— &
—— ¥

liymaintaining Ioé‘boeks——aqd i . 1 - ‘gﬁj; - wﬁf
(iv)Submitting logbooks wﬁh&%oV’éM opies 1o fleets “mem@lgemen’r transport every

Monday or working doy*Thereaﬂer“lf*Monmﬁblldqy

) {v] Keys and ogbooks for permcme‘ Glloco’red vehICIes should be ke=p’r by the
. 75 .

departmentin ¢ Iockc:ble safe..

(vi]Faulty vethes mus’r be ’rokenf’roffbejcouncn mechan;cal workshop for G ssessmen’r

and rep :ﬂrs

{vii) Fleet/AssetﬁxA" oge,m.eq’r*wnl fccm’ro’re serv;cmg repcur cnd mojm‘encmce

on the bas_i_s ofir mendohons from ’rhe meChOnlC L 3

(viii) Mohvohoiw fo
stating thig

pgendlng on g

f vehicles c:cm on[yesbe eff

weeks “or ame _'h--de

(b) Short-term olioccm bj:eéffg}dﬁ;opprovol by

the Head of Depan‘men’r of ’rhe offn:lq__. ds’ro have a vehicle

allocated. -".{'_-E_.; ] f'_‘-—.‘_-“--j':i. B

$25 (c) The Fleet/Asset Manager cannot issue a vehfcle for short-term allocation

without the approval of the HOD and is on the beisis of availability.
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DRIVING OF MUNICIPAL FLEET AND MACHINERY

(1) Who May or May / May Not Drive the Vehicle and Mdchinery.

from drlvmg or be possengers in mun|c1p0l

cwcums’ronces

kou’rhonza’non by ’rhe depor’rmen’rol h_g_a_cl_c_i--

. _receave a ’frczvelimg cdiowcmce in ierms of The

Employees who are allowed to drive municipal vehicles are permanently
employed staff members, and do not have a car allowance or government

vehicle subsidy.

- Ofﬁcnals thdr receive car oilowcmces or hove vehlcle subs:dy ore prohlbl’fedf

_e_hlc[es WIThOUT wn’r’ren_é

nder Ieglhmo’re ex’rremef

: --_"In’rems/ Temporary ofﬂmols ore noT oHowed or Gu’rhonzed ’ro dnve Councn flee’r

POHTiCGl ofﬁce beorers o’rher fhcm ’rhe Mcyor _Chlef wi p,clnd The Speqker who.é

’reﬁ‘mnohon of Upper lel’rs off

cauihorizc?fbn |
y _“ig

allowance: , R ‘ _
CIG| who hos a V0|Id drlver j’lcense and

custody.
The issuing and return inspections on vehicle and rﬁﬁéh’inery shall be done by
the fleet management officers and delegated:-department officials

accompanied by the driver or operator.

11




s A vehicle inspection form shall be completed and signed by both parties at

the end/conclusion of each of the two inspections.

» Al defe

DRIVERS

cts must be recorded and reported accordingly.

¢ Municipal employees that have vo[id and unendorsed driver's license must

a vehicle.

i ”"ghﬂﬁfﬁ;@ri’ry or authori
e i_ﬂ' Ty T

ty to drive

e The driver must hoveﬁjncz‘_@uis‘rw“frumpe _reiq’red disciplinary actions

(_:1gcur151L
¢« Wherer

Drivers B

* Passengers

vehicle. o

1|m/her o’r the time of TG}(lpg the mumcuoai vehlcle
R |
=qunred by Iow dnve %'/

='ITTI1T

e The pickhg‘-

circumst

Trip auth

obtaine

The driver ¢

L

orities musT no’r run Ionger fhen one week ata ’rlme

d immediately after the fact, or within 24 hours.

ofessiono]

avel in the

If a vehicle is requested in an emergency, a written ’mp ou’fhorl’ry must be

Where circumstances permit the driver concerned should make arangement

to get authorization telephonically before the frip is Undertaken but such

iz




RNt

arrangement does not exempt the driver from getting written authorization

within the stipulated period.

e This process is only to be used in a case of exireme emergency and the

department director must be safisfied that the journey was necessary.

UTILISATION OF FLEET VEHICLES

" OVERNIGHT PARKING

"‘W_,___L ___f‘
conditions such as vre]emipg’resrs'—lﬁ: _ i. WL

any pro|eer’ry—er—esse’r—ewrﬂred"——ce-n—’r—relleel~er mamgge‘d»-by«»’rhewmun cipality to

- ri:ﬁr;

A staff ng ember of a munrcrpolrj:y: moy no‘r requesr occede to requesr/s solicit

.'
or acce 31 ony reword glf’r or fervor for unoufhorrzed use of- munrcrpci property.

A staoff ny jObS or for
another] r:aerson"'~ 7

The Cou?cn' ‘h‘Irzed ing respon5|ble monner which will
ensure rh%e of such crsse’rs :';f- R

All vehiclés j-of ’rrovel unless odvoncefgu’rhorr’ry to
| \ | ﬁ

park the v

The driver mt "","hspo*‘r’r officer upon

request.

éed ln ’rhe vehrcle v(xr’rh‘”rhe copy plcrced

| sf’"

To’rheveh'de

P
e destination

sued unless

otherwise The offlcers ’ro be ’rronspor’red ore more ’rhon ’rhe req Jired load.

The Fleet Manager must allocate an approved parking place for eoch vehicle.

The parking places should be lockable or with 24-hour security o_vor[oble.

13
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¢ The driver of the vehicle is responsible for ensuring that the vehicle is parked as
safely as circumstances permit.

e  Where circumstances do not permit, vehicles may be parked in the nearest
government premises on condifion that the parking place should be lockable
or with 24-hour security available.

e The driver of the vehicle is responsﬂole fojr ensurlng that the vehicle is parked at

§

a ’3 o L

e Permission moykbe' gNen for a veh|cle 1o be porked

>

> nge member of s'rcff WI|| b ?leQV|ng eorly |n ’rhe momlng or reTJmmg late
c:gr nlgh’r The QCTUOI Tl f 1h|s should_qp_pl_y |5-\_(yhen public fransport

is no’r owo:!oble r f

> fﬁciol is at

» Tl e/she can
bé trg = a co[l ouT S e ;

A' ] ,me it mcxy not be used for any private

7

“approving cuu’rhorliy under ofﬂcacsl CIrcums‘rqnces Such ou’rhonzed dewdhons

must be reduced to writing when the driver returns to base.

"« “.Unauthorized deviations from approved ifinerary constitute a misconduct and

- will be investigated accordingly.
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« Should it be established affer an investigation that the deviatton is
unauthorized, costs will be recovered from the driver calculated at the current
rand and cents rate per kilometer for vehicles and kilometer plus hours for

machinery.

CARE AND SAFE GUARDING OF Ccou NCIL,,Y%HICLE&

.'

e Councill vehlclesﬁt}hﬁg & kept ~Slean-an

¢ Smokingis NOT oll\bwed m-CetjncrI vehrcles—h—ﬂ-
¢ Although eating ond"”é’ nkrrrg—un C”oUrjcrI VGhIdeSTJi @o’r encouroged should
circumstances drcro’re ojh_efr;vrseL‘rhe "dnverwsh:)ul_‘_

Lm—r

from the-vehicles—=L -j-“af.—-

¢ NoO intox cohng subsronce m_ ilsp driving @

Councilivehicie.

T:rdings or
ﬁogbook

o ’rhe oppro ed ’rrlp c:u’rhorlzo’non form ond

‘:Irsr ’rhe aevem‘ of any: vrglble ;domoge,:g’rhe drrver’ shou1 endorse the rnépecilon

"‘»-...r

19 emj sholl mmedro’rely,submr’r a wrr’r’ren repor’r in ’rho’féggord

'To hrgher Heod © Depor’rmen’r ond Fleet Mcnoger

. .Ihe driver shol! re‘rurn ’rhe keys, pe’rrol cord ’roll go’re slrps copy of ful!y
'comple’red frip OUThOI’IZCITiOI’] form pre= dnve rnspechon sheet and peh’ol shps to
- the: rronspor’r officer and report verbally and in writing any observo’rlons or

defecTs

15




LOG BOOKS, FUEL CARDS, VEHICLE KEYS, VEHICLE EQUIPMENT

All vehicle keys should be safely secured in lockable safe accessible to the
transport officer/s in the Fleet Management Unit or delegated senior officials
within departments. '

All sets of spare keys for vehicles and machinery, along with the Certificates of

registration must be kepr n-as porcn‘e sgcure @fe_ond moy only be issued out

by the Fleet Menogemem‘ Mo e‘ger

13‘ e =y - "f'

the transactions ’rhcﬁ t”l?_ pl@ogg:m‘grr Whﬂsh‘ﬁs”ln hlséﬁ‘e‘r possession.

_“'-‘;d

official locationss e b :
It must be p055|ble frorn ’rhe de Is given in-the ifinerary on’dlogbook for a

distance Check io be cornedr

Ad-hoc dlsronce Checks shoujfelabe performed where vehlcles ore parked at

official Ic>cc’riorjs_;Thi ' Uldﬁbe performed by ’rhe Flee’r ofﬁcer/ Monoger.

The F]eef OfflC% @ﬁ@geﬁmoy either o’r’roch a; colculo’rlon of the distance

check tg the * ue Form 0l "mus’r perform ’rhe calculm‘lon an the form.

el Monegemen’r Unl’r or depor’rmen’r Jyvho issue out

_",?__.r_m__,___ -

All fuelrecelp’rs mus‘r be kep‘r end mode ovoulqble when ’rhe vehlcle is re’rum_ed?
to ’rhe F[ee’r/Asse’r Manager. - I o
A copy of the log sheet will thereafter be filed with the Fleet/Asset Monoger

i6




(>

TRAFFIC OFFENCES

LOAD ON VEHICLES

Municipal employees, drivers and operators will be authorized to drive and
operate municipal fleet on the basis of valid driver/operator licenses issued by
the Department of Roads and Transport in terms of the Road Traffic Act.

The driver of a Council vehicle shall diligently cbey all traffic laws.

All fraffic fines that arise from the driver’s/operator’s negligence, failure observe

traffic rules ond rood %mgns E

Shicia of_m chme with broken

windscreen WI|| be beme by the driver or opercﬂor concerned

Council may, af ﬁseie*d|scre‘r|o.m,—ﬁ:nene4e|lly asssT & dﬁverjconwc’red of aroad

__._..__.._....._._ ‘|| “‘"f--s..
traffic offence with fhe*peymen’r;efwe—ﬂnexen.pn_vo‘fmegol assistance to enable

a driver to defend a cr)};mnol er~cwn CFGW‘G@GIn_i_hIm or herin a court of law.

R Tl }

The load on any mumcnooj

I

wh[cle may-.not exceed The Imasximum
recomrgended by’rhe monuﬁoc rer of the vehlcie o

Drivers of: mumopol osse’rs WI|| ee held personolly I|c1ble for ocmdenzts resulting

F i

from overlood ond el

If o loadli [s Tronse dm’»e «v*ehicle care should be ’roken ’rho’r it wul be properly
safegua de_d Fe Ho
When o-tl

of the towj

Under no ¥

vemL ony po’rem‘lol dcmoge ;or loss.

ust-of necessﬁy be leﬁ |n ’rhefvehicle, ’rhey must

the vehlcle, lrrespon5|ble ofﬁcmls or employees W[|| be he[d lioble for any loss to::

the municipality through nen-observance of this paragraph.




ROADWORTHINESS OF VEHICLE

e The driver of a municipal vehicle should at all times ensure that the vehicle is in
a roadworthy condition, with special emphasis in this connection on the
steering. the

brakes, the lights, the wheel nuts, windscreens, the condition of the fyres and

safety belis. ' . — T ,
+ In this regard Thft%??qnspor’r Gfficer shobid moke su

o‘rr certain types of

vehicles such as Tqucks must-be-testedregulary- fem cerhflcca’re of fitness fo be
‘T“"_; . N E I e T
issued. S .l_ww——r—i N T A ~L m;_ gi;

* Any defect and doshboqrdWemrmgs hoJrjocchr df’rer receipt or during driving

of the \,ehlclemenel—medmnery—shemmé"fereLrgh’r—fe—’rhe—eﬁen’non of fleet

manager : e
» Inthee ) englne heo'r or Eock of power, the engine

must be swﬁched off xmmedlqi‘ely cmd ’rhe vehlcle must. no’r be dn en further

SAFE DR]V!I{GJ .

Traffic Regulo’ri'o“

.r’

(a) Thorough knowledge of Trofﬁc regulohons cmd 5|gns
{b) Overtaking or pc:ssmg of Trofflc on|y when the road is clear and it can be done
safely. w G
e Driving at night:
(a) Reduce speed.
(b} Dip headlights.

18




()

e  Where towin:

(c) Keep left as far as possible.

{d) Stop or park off the road surface only.

(e) Using safety belfs.,

(f) Courtesy and consideration towards fellow users of the road.

() Not using cellular phone while driving.

—
BREAKDOWN > = R F ;
e In the event whereﬂef“dnver of ¢ munlqpo[ Vehlcle &xpe

rren(:es a breakdown,

the driver must |mmed|o‘re_y cgn’relc’r—aﬂd—mfom:ﬁ ﬁls/her depor’rmenT and the
Fleet Monogemem‘ g—lc_,[.:ﬁ p@ulgéb@_confocﬁqd immediaiely. In the
- —ted

absence of the Heet Oﬁrc ST Hhe

'Ud‘oﬂhew’espec‘r_ljye depc:r’rmemL should be

contfacted. C _ ‘
¢ The F[eet Offlcer o'r 'heod of fh :

ensure ’r ‘repairer.

:)olicy, the

o

Iy secure quo?ohons prowded Thcﬁ o’f lns‘ronces where

Fleet Officer w1|| |m

the vehicle j {_s e_x

gnger e Iy dunng The nlgh’r ’rhe requwemem‘ for

three quotatjc

ACCIDENTS
{1} External Proced

municipal ve

the accident as p0551ble bu’r wrrhm 24 hours ’ro a pollce station or a

police or traffic offlcer and furmsh full porhcuiars
o If requested to do, 50, supply the name and address of the driver of the
municipal vehicle and the number of the vehicle to any other person having

reasonable grounds for requesting the information.




In no circumstances must liability be admitied to any person at all or at any
fime, or any payment offered or made to a third party.
In the event of any third party admitting liability, endeavor must be made fo
obtain a written statement from him/her 1o that effect.
Should a driver of a vehicle be suspected of being under the influence of

m’roxw:d’rmg liguor or ndrcohc drugs fhis__];CICT mus’r be brough’r fo the notice of

of ‘ﬂﬁe Qe

possible deldy dn' every dSSls’rdnce musT ber rendered

...:

,,__.,..1— —q— _,ﬂ_‘m_‘l,- {,

Obtain as soon as p055|ble upreferdbl"‘yﬁd Ee sc'éﬁe—of»irhe accident, at least the

form and
(i} Regls’r
(ii)Ndme
e/he/’rhey
cl party or

(i) Name

wos/wet

pedestri :qn(s)

(iv) Name an

(v]Name

C ien’rlflc ’rdpe m?dsure)

(|x) Note the g groph[col IdﬂdSCdpe of “rhe el’ci:e og GCCIdenT Typefof Toad,
accident reld’fed ive subsionce,s of objec‘r on. or dround The rood road

make-up incly ng ng dnd wed’rher condlhon ‘at the time of the

accident; and T :__ """

(x} Report the matter to the Fleet Officer as soon as possible and should not be
SOy

later than two hours after the accident has occurred except in a situation

where the driver is hospitalized.
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(2) Intermnal Acc

(3) Duties of the Auxiiiary Manaig

The Fleet Officer must make a submission to the Fleet Manager for ifs further
attention where negligence or abuse is alleged/suspected.

In the event where the driver has been found guilty by either the Court of Law
or the Municipdlity, the driver may be required to pay the repair cosfs.

The Fleet Officer will immediaiely after the matter has been reported to the

o5 A _"—‘b-—-

police and after hovmg ob’folned the accident report and a docket issued in
o,

this respect, in Gon ~ultcn‘|on wn‘;,«g’rﬁhe drive o; vehgcle;:c.@n_c-f_emed, report the

HiAh

accident to the IQSLjronce Com mpany. ;
The Fleet Officer b\“flll Q;{jsureﬁh@_g clcurr‘ f@rm'r'si";_é'emplefred and submitted to

i _a-—-"""‘ T —--ML

the insurer through ’rhe;:nefmafléhonnel Qs reqmre !

=

=, -

The drlv
WI|| ensure
Y the fleet

occider
that the '5

involving an vehi b anin : dr ony _-bJec’r shcll be reported to the

_‘;ure ’rhcn‘ The ocaden’r report form is

béé‘ﬁ{_ C;H repair:cosis
sponsible fgrill?'_ié_ét):-:j =

The Auxiliary Manager (Resp_b_@)s_ible f'ch.FI‘eé’r) shall:

{a) Facilitate the inves'ﬁgczﬁon of all vehicle accidents and gather all

documentary, photographic and other evidence that may be

relevant to the cases; {b) If feasible, conduct an inspection of the
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accident scene; and [¢) Compile and submit a report on results of

above points.

DAMAGES, LOSSES, DEFICIENCIES AND THEFT
* Any official or employee who takes over a municipal vehicle must ensure that

any domoge or deficiency is immediately brought fo the attention of the

relevant authority, ‘f T EE .‘
w {.5_ . 3” L_}“)g - 3
¢ Any person who %é s not comply with the reqmremenis of the above

paragraph will besdeefmed ’r_o_hgvevrelcewed.ﬂg,e vehlc-fe.;gn good order.

¢ Where incidents of do‘mo e, _[o?sfeeleﬁdﬁnc;y ond jhefi occur, the official

Flieet Of and his/her

superlor‘

e ‘When an ofﬁcml rea‘urns o p@%l vehlcle The F[ee’r Offlcer mus‘r Treport any
domdge
¢ The Flegt

investigar

Ioss deﬁoen y‘_'or ’rhe.f’r Wthh has not ye’r been brough’r io nofice.
WA properly

__s?o’remen’rs efc S

IRREGULAR, IM USE OF MUNICIPAL VEHICLE
‘ ¢

o

(1) Action 1 r,{}; f

s |f munici

misused,

(2} Licbility - Where

Tﬁ?-.-useq"Wﬁh_dﬁf_'-_?"d'ufhdrify} the official
concermed will be: heldrlloble fo ST LR

___UﬂICIp.Gi vehl-

e The cost per kilometer dﬁajg}éﬁ hour;
» The cost for repairing cmy dcmoge sustained by the vehicle where the

vehicle was involved in on ocuden’r and the amount expended in
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settling third-party claims arising out of the accident.

SUSPENSION OF OFFICIALS FROM DRIVING MUNICIPAL VEHICLES
{1) Suspension of a Driver of a municipal vehicle may be confemplated when,

amongst others, the following occurs:

s Where municipol vehicles are used without authority;

issuing

authority and/or

accoun dbiii’ry,

. Persisfen’r dnvmg of mumopol

endong dusers, and
the munie
e Beingin enfdriving

and none_—obs

e Inthe ev e'h't jor. hdv_iﬁg' been SLijeCTed}to flagrant

ng on g_h spee _

e Being found o & lnfluence of m’romcd(ons above the

hQ‘_LrI.I’Y-hIS/heI' ?Jogd wos noi Iess ’rhcm

ng munucnpal vehlcies = ;_;;;-"
-v g ] -...-*‘F : i - ‘;5’3!

. A K S L, R
(2) Suspenmons over,_‘ mumopal vehlc er shall be g-’re__r_l_jp_orcufy in nature or

permanent ds shollfbe deierm]' =d . levon’rmumcnpolou‘rhon’ry

CODE OF CONDUCT AND NAflé’NAffLEGMAT,sz- E

AP
e Over and above this policy, the ]ocdl govemmen’r code of conduct, other

public service codes and national legislations apply.
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* Should any of the provisions of this policy be inadequate or be inconsistent with
the local government code of conduct, ofher public service codes and
national legislations, the local government code of conduct, other public
service codes and national legislations will take precedence.

e While driving municipal vehicles for work purposes, staff must comply with
fraffic legislation, be conscious of road safety and demonstrate safe driving

1;r(i"s»@lelf séfe’fy hqbﬁ iL ;

'Jre to all the their resggmblh‘nes asad

\i 4““_ - B P
the actions listed A1 ’r —sechon orle no eihcuqshve?aﬁaf all traffic laws and
el
conditions of vehicle dnvér—frc“ences will'app QQ_QZIYL“ ﬁg

T,

¥
i
i

. ;}’
. L By .
e All drivers must adr rilicence holder, i.e.

e The followmg actions [nxcouncngvehlcles“wrll b&;e"- =d as serious breaches of

conduct ond dlsmlssol mc:y be, } _consequence ..... 1
(cn) Belng under ’rhe lnﬂ _ .'of drugs or, olcohol wh;ie dnvmc ;
(t
(c
(d) Fai
(e) A

j"r all munscnpol veh:cles musT be serviced
':fnd speqflco’nons pgescnbféd by the

e hqnds The vehchefover for serwcmg
?e cnrs Wthh he{she con51ders 'ro be
hic_le. ,f‘ Lo e T
e‘ry;img-e‘d‘ oéseiou’rm the repoi’r_‘s‘ﬁ‘ond

le conperh,éd. e

When ¢ vehlcle_ __qwres""ro be ser_v _fflClal m chorge of the vehicle

must always try to Grrange a specm' : d- cn‘e for dellvery of the venhicle

with the person who will be domg ’fhe se ,=_|n :.order to avoid delays.

CONTROL OF FUEL, REPAIRS, MAINTENANCE AND TOLL GATES CARDS.
(1} Fueling Municipal Vehicle
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For management of the cards and o ensure value for money regarding the

service, the municipality will ensure that;

»

When

followmcq

the bank cards will be stored in a safe under the custodianship of the
Fleet Officer who should ensure that a Register is in place to record
particulars of the driver, the ftrip, purpose, opening and closing

Kilometers of a vehicle

Recelp’rszareat;@cencned 1 comparis@n: slecironic system;

The cord ‘*of the Mum(:ipoi vehicle mus’r hovg‘?ﬁ Iecf/ jon regarding the

regisTrdhon\number; leg_eLGndEcél_r r-of- fhevehg:le’

The cards may @nlwbe‘Used T Mas sg@cnfrc\%_blc’le and may not be used

fo put fuel m’ro GQGNCBandlcoied on the card.

!

fFeImg ’rhe drlver of ’rh“iﬁvehlcle musf ‘roke |n’ro conaderohon the

be taken.




MAINTENANCE OF VEHICLES

(1} In order to exercise control over the maintenance of vehicles, the following should
be adhered fo:-

e Municipal vehicles shouid be serviced according io the manufactures

specn‘led m’rervols

: b i
o The Fleet Officer shouli’rhenrse’c re’{fhe_ddl’e;and hme f6r service.

%.

¢ The appointed Fleet 'Mon?e%errem SeMcbe;J;rowéer shall affend to the

e-ns—m—eccerdemcé—egreemeﬂ-’r- with the

mcmfenEnce—end—repti—’r’—'
o municipality.
e Fleet Manc:gemen’r shall use‘ihe Uf:)ply Chcnn Monogemen’r Pohcy Brocedures

Toll gates where ’rhe repcur oncl_momfencmce serwces ore OU‘I'SIde fhe scope of

the comiraca‘ed ﬂee’r rhon@g me'n‘r sys’fem ond msuronce
' the driver

e Toll gates pay

2nt of toll go’res ’rhe drlver should ensure

' ?jﬂe flee’r ofﬁcer U

or mechamcai defec‘rs or ’rhe mcorrec’r reco dm _i_,_co,nsumpﬂon.

wfdys'ﬂ be selected, with

e When driving a vehlcle ?he Qpproprlcn‘e ge.
due regard to road condifions. '
e Unauthorized drainage of fuel from municipal vehj_(;'I'é.for private use or other

purposes is strictly prohibited.

26




()

e The vehicle's speed should be kept as even as possible and the most
economical speed for the particular vehicle must be maintained, with due
regard to the speed limits applicable at different localities.

e Acceleration should be evenly and gently executed.

e Any strong smell of fuel, especially when Thé vehicle is in motion, must be

investigated without deloy BeS|des %ousmg wos’roge fuel leakages are

QU e SR
T

REPAIRS AND REPLAéEMENTS OF TYRES AND’ST%TKRE‘"PARTS
al--\‘ L._iw.,m;{ﬁh__ o }f

e The Fleet Officer ||cuses' WJih_’rhe—I\i\efcI" 0I’11C€l|"-WOI’kSh®p officer and vice versa
WW

———

to ensure—’rhef—’rhe—real%’lred FEpa —anmememﬂarehcamed—eu’f— n time.

s  If the vehlcie is s’ro’noned whe &4fere is No garage of ’rhe monufo cturer, the

vehicle moybe_ re'pqi_r_e'd by’rm o edl'opproved ogen’r for ’rho’r pc:r’rlc ular make
! 'l ‘w“- . . . L

ord COF

. Y Unqucllﬂed people be Ollowed ’ro work on official

vehiclest =

+ Inflation -
vehicle is of’

' f“o’rt.'lre fculure of ’ryres f

all Tlmes it1s mpon‘cm’r ’rhof’ the tyres of

DISPOSAL AND ACQUISITION OF FLEET ASSETS <

o Fleet Assets will be dssposed m'_llne WITh ’rhe Suppl Chain Management
regulations and the Asset Management Policy. Veh[cles w1|| be replaced every
5-7 years or 200 000km, subject fo the overall condition of ’rhe vehicle including

extreme repair and maintenance costs.
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.

e Council will require a Certificate of Fitness annually from « reputable

organization, for every vehicle that falls cutside the warranty period.

*» The Assets Management Policy outlines the procedures to be followed in

acquiring Council's assets, and the same will apply fo the fleet assets.

COMMENCEMENT AND BREACHE TO THIS POLICY

e This policy and_ifs revnew_*ﬁﬁ?jmen’rs gc@‘i"hmence of’rer approval by a
resolution of ihqe B%@gﬁl?berg local Municipal Councn

mee’rmg The brea‘c‘:zc;h-eﬁh[sﬂaollc: shallc—@nshtuLah offeoce that will be dealt

.;......xw

if g n‘s duly convened

This policy : {the Local
Labour Fo S
Aufhorise ____ -05-2025

on Corpo

) -2025

Approved by
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