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1. INTRODUCTION

¢ This policy is intended for effective and efficient management of transport to improve
service delivery in the municipality.

+ This policy entails operational controls which explain clearly who can use a vehicle with
regard to drivers, passengers, authority to use, issuing, parking, logbooks, fuel
management, fuel cards, keys, equipment as well as the no smoking policy in municipal
vehicles.

¢ This policy regulates the use of official Mbhashe Local Municipality vehicles and to ensure
that they are used in a safe and efficient manner in order to minimise accidents and abuse
of vehicles.

» This policy provides a procedure for accidents and modus operandi for conducting an
inquiry into vehicle accidents involving Mbhashe Local Municipality vehicles.

e This policy provides a framework for remedial actions to be instituted by management.

e The Maintenance and Replacement Policy is included to ensure that vehicles are
serviced on time and properly utilised to support the Council in the attainment of its
objectives. Emphasis is placed on vehicle allocation according to the directorate needs.

e All concerned employees/councillors must be informed about the contents of this policy
as violations thereof may lead to disciplinary action against an employee/councillor and

suspension of municipal vehicle utilisation.

2. DEFINITIONS

"Chief Financial Officer" means the Chief Financial Officer appointed by the Council as such
and an Acting Chief Financial Officer hereinafter referred to as the "CFO".

"Council® means the Council of the Municipality and any duly authorised Committee or
functionary of the Council.

"Directorate™ means a Directorate or Section of the Council's operation and includes the
offices of the Speaker, Mayor, any permanent Councillor and the Municipal Manager.
"Depot” means any municipal depot and includes a municipal vehicle depot.

Asset/Fleet Manager" means the Officer designated by a Head of Directorate to control the
issue of vehicles allocated to a specific Municipal Directorate for official use hereinafter
referred to as the "FM".

"Employee” means any employee of the Council whether permanent, temporary or casual.
"Head of Directorate” means a Head of a Directorate of the Council and any Acting Head of

such directorate hereinafter referred to as a "HOD".
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"Municipal Manager” means the Municipal Manager appointed by the Council as such and
an Acting Municipal Manager hereinafter referred to as the "MM".

"Fleet Management Officer' means the employee appointed or designated by the Municipal
Manager as the case may be to exercise control over the vehicles of the Council and to ensure
their effective utilisation by employees and Political Office Bearers of the Council in terms of
this policy, hereinafter referred to as the .

"Municipal Vehicle" means any vehicle owned by or under the control of the Council and
where the context requires, any of its employees and Political Office Bearers.

"Municipal Vehicle Depot" means any place, garage or enclosure where municipal vehicles
are stored or parked when not in use.

"Political Office Bearer' includes the Speaker, Executive Mayor and Councillors.

"Supply Chain Management" refers to procurement management hereinafter referred to as
"SCM".,

"Fleet" means any road transport owned by or provided by the Council for official travelling
and transportation purposes and includes all vehicles and plants & machinery used for capital
and maintenance purposes.

“FMO” means Fleet Management Office

3. OBJECT OF THIS POLICY

The object of this policy is to co-ordinate the management of Council transport by means of
control measures which are applicable to all Directorates, divisions and sections of the
Council's operation and to prescribe requirements relating to the utilisation and maintenance

of such transport by employees and Political Office Bearers of the Council.

4. SCOPE OF THIS POLICY

a) This policy in its design, development, implementation and review phases is guided
and supported by the Mbhashe Local Municipality (council) Values and Code of
Conduct and has to be read together with applicable legislation such as the
Constitution of the Republic of South Africa Act No. 106 of 1996 (the Constitution), as
well as the Municipal Finance Management Act No. 56 of 2003 (MFMA Act No. 56 of
2003).

b) Should the policy be in conflict with any of the regulations and / or applicable
legislation, then these regulations, including the South African Constitution and the
MFMA Act, shall take precedence.
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f)

5.

The provisions of this policy apply to all the qualifying council employees using a
municipal fleet vehicle for official business purposes (both driver and passengers).
Employees who receive a travel allowance as well as do not qualify to use council fleet
vehicles.

The directorate to whom the fleet vehicle is allocated is accountable for the vehicle.
The Fleet Management Office (FMQ) is responsible for the vehicle as well as the driver
as and when it is utilised. The Council Fleet vehicles must be made available to any
authorised driver as and when needed, and not limited to a specific person (exception
of the political office bearers, Mayor and Speaker).

The fleet belonging to traffic/ law enforcement agency and the Close Protection
(political office bearers, referred to as VIP fleet), as well as vehicles identified as an
internal shuttle/pool service are ring-fenced. The pool vehicles are managed and
controlled by the FMO, the CFO is accountable and the fleet/asset manager is

responsible for management of those pool vehicles.

POLICY

5.1 Scope of usage of the Council fleet vehicle

5.1.1

5.1.2

513

514

5.1.5

5.1.6

5.1.7

This policy outlines the parameters within which Mbhashe Local Municipality fleet
vehicle must be operated by all qualifying council employees and Non-council
appointed operator (Driver).

The use of a private vehicle to conduct Council business is governed by the Conditions
of Service.

In instances where the use of the Council Fleet is not feasible, a vehicle may be hired.
Refer to the Travel Policy for the related guidance and rules regarding rental vehicles,
All Council fleet vehicles should be used on a pool basis per directorate and not be
allocated to employees for continuous use with the exception of;

i. Traffic/Law enforcement fleet vehicles

i. VIP Fleet

Only authorised passengers are permitted to board a council fleet vehicle. Where a
passenger is not a council employee, a written permission must be obtained from the
Municipal Manager (MM).

No employee of the Council shall be permitted to convey or transport the goods and/or
property of other persons whether for reward or not in a municipal vehicle.
Passengers who are not Council Officials have to sign the indemnity form agreeing

that they are conveying the Municipal Vehicle at their own risk.
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5.1.8

5.1.9

5.1.10

5.1.11

5.1.12

5.1.13

The picking up of casual passengers (i.e. hitchhikers) is not permitted under any
circumstances.
The driver of the vehicle will be held responsible for the ensuring that unauthorised
passengers are not conveyed.
An unauthorised transporting of persons not employed by the Council in a Council
fleet vehicle or leased /rented vehicle, may lead to immediate dismissal in line with the
Disciplinary Code and Procedure
A Council fleet vehicle may under no circumstances be utilised for personal use, e.g.:
sporting activities, attendance of funerals, etc (except if the permission is obtained
from the MM to attend funeral by group of employees or from HOD for sporting
activities organised by/for employee wellness). Council fieet vehicles cannot be used
to travel between normal place of residence and place of work or duty (exception of
Law enforcement units). Utilisation of fleet vehicles for personal use is not regarded
as Council business and therefore not covered by the Council Insurance. The VIP
Fleet is excluded from this condition.
The Council employees must enhance and preserve the reputation of the Municipality
in line with the Municipality Code of Conduct. Drivers of Council fleet vehicles must
therefore at all times:
i, Act within the boundaries of the law.
i Be honest and accountable when dealing with Council vehicles and use such
assets effectively and efficiently.
il. Contribute towards a safe and healthy environment, inclusive of the Council fleet
vehicles
iv. Not behave in a manner that may compromise fellow employees or cause
reputational harm to the Municipality.
V. Not be under the influence of alcohol or any other substance with an intoxicating
effect when using a Council fleet vehicle.
No employee of the Council not in possession of a valid driver’s licence of the required
Code shall drive or be permitted to drive a municipal vehicle.

5.1.14 No employee of the Council shall drive or be permitted to drive an unlicensed vehicle

6.

of the Council.

Reporting Lines and Responsibility for the Council Fleet Vehicles

6.1 The HOD shall appoint an individual within the directorate employees as Fleet

Champion. The Fleet Champion is responsible and the HOD is accountable for the
functions below:
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FLEET CHAMPION Head Of Directorate (HOD)
(or delegated authority is responsible for the | (or delegated authority is responsible for the
following functions) following functions)
APPOINTMENT AND VERIFICATION OF FLEET CHAMPIONS
a) Complete, sign and return the Fleet Champion’s a) ldentify a suitable employee {at least a Task
Appointment Letter within five (5) business days Grade eleven (11)} and appoint him / her in
after it was received from the Council Fleet the role of a Fleet Champion by ensuring
Management Office or after being appointed in that he / she signs the initial appointment
this role, whichever comes first, to the Fleet and periodic verification letters and agrees
Management Office. to take full responsibility for all fleet related
b) Update the HOD of any changes to details as activities as set out in this Policy.
initially provided on appointment as Fleet
Champion of the directorate. b) Keep a Register of the Fleet Champions
i} Name and surname,
i) Contact details,
i) 1D Number,
iv) Vehicles under his / her control.
v) Confirm Fleet Champion appointment
letter was signed and a copy is readily
available as well as date of signature,

c) Notify the Fleet management office of any
new appoiniments, changes to details &
terminations within 7 business days of those
changes.

FLEET CHAMPION Head Of Directorate (HOD)

(or delegated authority is responsible for the
following functions)

(or delegated authority is responsible for the

following functions)

MANAGEMENT AND ADMIN

ISTRATION OF FLEET VEHICLES

a) Be a direct link between the directorate the Fleet
Management Office.

b} Ensure that council fleet vehicles are always
roadworthy and in a safe and driveable

condition. Ensure that Council fleet vehicles are

Inspected daily prior to and after use, with

a)

Review and approve the following registers
on a monthly basis:

i) Register of issued driver's identification
devices.

i} Ensure all vehicles related to the

directorate under the control of
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d)

f)

g)

h)

special emphasis on: the steering, brakes, lights,
wheel nuts, unobstructed visibility through the
windscreen, windscreen wipers, dash gauges,
indicators and the condition of the tyres, dents &
scratches, validity of the licence disc, service
intervals, the caution triangle, spare wheel,
wheel spanner and jack.

The vehicles must be washed at least once a
week and polished (inside and out) at least once
a month.

Report any requests for repairs or maintenance
by logging a call with the Fleet Management
Office immediately after damage / breakage /
loss has been identified. Follow-up and ensure
repairs, replacement and maintenance are
carried out timeously and the vehicle is available
for operational purposes as quickly as possible.
Oversee vehicle licences and inform Fleet
Management Office at least one (1) month in
advance.

Ensure all vehicles that are used for public
transport or are heavy-load vehicles (>3,500kg)
undergo an annual roadworthy test.

Log a call timeously with the Fleet Management
office to ensure the scheduled services of
the
manufacturer's requirements of the specific

vehicles are done according to

vehicle. The vehicle must be serviced before it
reaches the cut off kilometre / period reading as

per the vehicle’'s scheduled service
specifications.
The driver is responsible, but the Fleet

Champion is accountable to ensure that any lost,
stolen or damaged fleet asset or related
accessory (e.g. car keys, fuel card, driver

identification device) are immediately reported

b)

" the HOD are safeguarded and access is |

restricted authorised drivers.

iii) Approve and review periodically the list of
authorised drivers and provide the list to the
Fleet Management Office.

Report any inconsistencies, challenges (e.g.
delayed repairs and maintenance),
deviations from policies and repairs and
maintenance per incident per vehicle, that
has been brought under their attention for
further investigation to the executive on a

monthly basis.
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by the driver to the local South African Police
Station (SAPS) within 24 hours and the Fleet
Management Office (they will report any claims
to Council's Insurance) — Refer to the Insurance
Policy. The HOD Approved memo, SAPS case
number, affidavit and other supporting
documents must be submitted to the Fleet
Management within the period as per the
Insurance Policy.

i} Keep a Register of Drivers & Driver's
Identification Devices Issued to the drivers of the
Fieet Champion’s fleet and monitor all changes
and terminations. Ensure that driver
identification devices of employees that are
terminating their services with the council are
returned to the Fleet Champion and sent to Fleet
Management Officer to cancel the relationship
between the driver and the driver identification
device. This must be recorded in the register.

a) The Fleet Management Office is ultimately responsible for the ensuring efficient and

effective implementation of fleet management policy control and procedures.

h) The Fleet officer is responsible, and the Fleet Manager is accountable for the
following:
FLEET OFFICER Manager Asset, Fleet & Logistics

(or delegated authority is responsible for the

following functions)

(or delegated authority is responsible for the

following functions)

FLEET

REGISTER

1} Keep the Fleet Register updated on a monthly basis
(last day of every month) for all vehicles (including |
Plants, Trucks and any other fleet related assets) |
under the control of the Fleet Officer with the
following information:

i) Vehicle registration number;

1) Verify the Fleet Registers from the Fleet Officer
and confirm whether the EMS Asset Register has

been

updated accordingly. The reviewed registers
must always be readily available for inspections,

including investigations or queries. '
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ii) Vehicle |dentification number (VIN),

i} Engine number;

iv) Make;

v) Fleet Fuel card number (if applicable);

vi) Model;

vii) Directorate allocated to;

viii} Directorate contact information;

ix) Licence disc expiry date (if applicable);

x) Location of vehicle (office location/ town) to
where the vehicle is allocated;

xiy Km reading of the vehicle;

xii) KM reading and date of next service;

xiii) Confirm installation of tracker

xiv)Confirm availability of the original key; and

xv) Confirm availability of duplicate / spare
key(s)

xvi)Confirm availability of spare wheel

xvii)  Confirm availability of Jack, triangle &
wheel spanner;

xviii} Vehicle tyre size & quantity

xix)Vehicle battery size & quantity

xx) Confirm whether the tyres are marked for
identification and control purposes.

2) Complete the correct Asset Transfer Forms and
obtain all necessary approvals whenever a Council
fleet vehicle is transferred from one (1)
location/directorate to another location/directorate -
refer to Assets Management Policy. All copies of the
transfer documentation must be retained. Notify the
Assets Management team, who will in turn update
its records. Update the Fleet Register accordingly.

3) Confirm with the Asset Accountant, whether the
asset information have been updated on the EMS
asset module with the latest information.

4) The Fleet Officer is responsible to manage and
monitor all fleet assets as per the fleet Management
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poliaes. Fleet assets must be inspected and fleet
register updated on a weekly basis.

TRAFFIC FINES AND INFRINGEMENTS

Keep a register of traffic fines and Infringements
with accurate and complete data;

2) Prepare a memo to the corporaie services to
request creation of staff debt and / or out-of-staff

2) List the driver's name, surname, ID number, and debt (for employees who terminated their
date of trip, line manager who approved the trip next services with Council) as per the Accounts
to the Infringement / Fine and forward to the Asset Receivable policy for infringements / fines.
Manager on a monthly basis.

3) Prepare a memo addressed to the accountable
director/fHOD informing of the infringement and
actions to be taken by asset management unit
through CFO to recover the amount from the
employee.

ABUSE / NEGLIGENCE OF FLEET VEHICLES

3) Identify and investigate possible abuse or | 1) Investigate possible abuse or negligence by
negligence by drivers of Municipal fleet vehicles by drivers of Council fleet vehicles
means of trip reports, fuel card reports, accidents or 2) Ininstances of potential driver misconduct, take
repair requests, gross negligence, tracking reports, the appropriate steps in terms of driver's
complaints received, etc. actions in handling the Municipal vehicle (refer

4) Notify the Line Manager & HOD of the relevant the Guides to Disciplinary Procedures and
directorate immediately and provide supporting Sanctions). Records must be kept of these
evidence. cases in the Register of driver's misconduct.

3) Notify the CFO and the Corporate services

HOD of the possible abuse or negligence and
provide them with a report of the outcome.

6.2 The Fleet Management team must:
6.2.1
6.2.2

Manage the relationship with the external Service Provider
Facilitate the timeous annual licencing, roadworthy testing and registration of

municipal fleet vehicles as well as with standardised branding of new vehicles/

refreshing the previously branded vehicles.

6.2.3

Ensure that all fleet vehicle acquisitions should first be verified, confirmed and

supported by Fleet/Asset Management before obtaining the necessary

Procurement approvals.
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6.2.4 Provide reports highlighting all inconsistencies, deviations from Policy, and driver
behaviour on a monthly basis or as and when needed by the relevant users.

7. Driver and Driver Identification Device

7.1.1 A municipal vehicle may only be driven by a person with the requisite trip authority
which must be issued in (Duplicate) and signed by the relevant line manager
authorising the Trip to be taken for official business. Non-official trip must be
authorised by the MM to attend funeral by group of employees/political officials
only or from HOD for sporting activities organised by/for employee wellness

7.1.2 The aforesaid trip authority must relate to a trip necessary for the performance of
a line function of a Directorate or in furtherance of the lawful aims and/or objects
of the Council.

7.1.3 The driver must be aliocated personalised driver tag (identification device) and
must not be shared with any other employee/driver.

7.1.4 Every Municipal employee must first apply for a driver identification device before
they can be permitted to use the Council fleet vehicles.

7.1.5 In the situation where the driver’s identification device is lost / stolen, or damaged
the driver will be responsible for the cost of the driver identification replacement
device. The driver must immediately report the loss to the local SAPS (within 24
hours after the incident) and submit the case number and affidavit to his / her Fleet
Champion. The Fleet Champion must notify the Fleet Management Office to
facilitate the cancelation of the device.

7.1.6 The Fleet Officer must inform the fleet management company to cancel the device
within 24 hours of receipt of notification.

7.1.7 The driver's identification device must be replaced by the relevant directorate
when it is lost / damage during a hi-jacking or in the event of an accident.

7.1.8 In the situation where the driver’s identification device is malfunctioning, faulty or
defective it must be returned through the fleet management office, to the Service
Provider for replacement at no cost.

7.1.9 If an Employee has an ad hoc (once off, urgent) request to drive and he / she and
does not have his / her unique driver's identification device, an exceptional request
that is approved by the Director /delegation will be accepted by the fleet manager
in writing. The Manager Fleet must assess the reasons for deviation and approve
/ reject the request as necessary.

7.1.10 It is the responsibility of the driver of a Municipal fleet vehicle to inform the Fleet

Champion of any changes to his / her ID or driver’s licence, Professional Drivers
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Permit (PDP) or physical address status. The driver is responsible to provide the
Fleet Champion with any information or condition that may have a bearing on his
ability to drive a vehicle properly.

7.1.11 An employee who qualifies to be a driver of a municipal fleet vehicle agrees to
indemnify the Municipality from any loss, expense, damage, fine and related
admin fees (as a result of a re-routing an infringement / fine), as well as charges
resulting from any negligence on the part of the employee, as the driver of the
Municipal vehicle.

7.1.12 Except where an employee has an ad hoc request to drive a Municipal vehicle as
provided for in this policy, drivers may, under no circumstances, use another
driver’s identification device. Doing so will result in a disciplinary offence.

7.1.13 The political office Bearers who has the vehicles assigned to their offices (Mayor
and Speaker) and the vehicle is not in working condition. Then a Political Office
Bearer should utilise a privately-owned vehicle for official purposes and must, for
purposes of claiming kilometres travelled, keep a travel logbook containing the
following information relating to actual official and private kilometres travelled per
month as may be determined from time to time by the South African Revenue
Services:

i. Date of travel;
ii. Kilometres travelled; and
iii. Travel details, where to and reason for the trip.

7.1.14 Any person who renders a service for the Counci! may be permitted to drive a
municipal vehicle with the written permission of the (HOD) and upon such terms as
the (HOD) may determine.

7.1.15 The driver of a municipal vehicle must have an unendorsed valid driver's license
and this license must be checked for validity by the FMO on a monthly basis.

7.1.16 The driver must not have any outstanding vehicle related disciplinary action against
him/her at the time of taking the vehicle. All Plant Operators, Truck drivers and
where necessary vehicle drivers must be in possession of Professional Drivers
Permit.

7.1.17 All drivers must undergo a driver test and be found competent by the driver's

examiners

8. Request For Vehicle / Trip Authorisation
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8.1.1 To ensure proper planning and allocation of Municipal fleet vehicles in a consistent
and efficient manner, fleet vehicles must be booked in advance by the driver by
submitting the complete and approved Official Trip Request form.

8.1.2 No municipal vehicle shall be moved from a depot without the driver being in
possession of a duly authorized trip authority. All trip authorities must be signed
by an official at Middle Management Level or higher. In circumstances where this
is not possible, alternate signatories must be identified within the affected
directorate and approved by the MM.

8.1.3 A Municipal Fleet vehicle must not be stored overnight at any premises other than
Council premises. In exceptional cases, the driver may request exceptional
approval, e.g. driver will be travelling late at night or early morning to be on time
for the specific meeting or intervention. it must be a once off / ad hoc request.
Employees may not use the Council Fleet vehicle to drive between place of work
/ duty and residential home due to them not having their own transport. Refer to
par. 7.9 for requirements regarding safe custody, garaging and parking of
Municipal fleet vehicles.

8.1.4 All trip authorities where there will be overnight stay must be approved by HOD.

8.1.5 If a vehicle is moved from a depot because of an emergency, then the driver
thereof must obtain a trip authority within 24 hours of such movement. This
process may only be used in a case of extreme emergency and the MM or HOD
must be satisfied that the journey was necessary. The facts on which the MM or
relevant HOD grants such trip authority shall be endorsed on the authority.

8.1.6 If a vehicle is allocated to an employee who is not based at an office of the Council
or in close proximity to a municipal depot i.e. an employee who operates from
home, then a trip authority must be issued against a weekly work plan approved
by the MM or HOD. Trip authorities must not be issued for longer than one week
unless specific prior approval has been granted by the MM

8.1.7 Drivers must request a fuel from Fleet Management Office (FMO) between 8:00
and 15:00 from Monday to Friday. The driver must sign the register when
requesting a fuel for fuel card. Drivers must submit fuel receipts when returning
the fuel card.

8.1.8 The fuel cards must be returned to FMO and the register must be signed for the
returned card. If the driver came back late from the trip or obtained a written
authorisation to keep the fuel card overnight/weekend/holidays as operation needs
detects he/she must keep the card and return it the following 1st business day.
Under no circumstances that the card must be left with the security or lying in the
vehicle. No employee of the Council shall be entitled to use fuel or oil supplies of
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8.1.10

8.1.11

8.1.12

the Council in his/fher own private vehicle(s) or in the private vehicle(s) of another
person.

Fuel and oil supplies of the Council may only be issued to other organs of state
with the express consent of the MM or the CFO and on a full cost recovery basis
and with due regard to legal requirements.

The driver must sign the security check list that is with the security at the gate
when leaving and on return to the Municipality.

It is the responsibility of the driver to ensure that all accessories are available
before he/she leaves the vehicle.

All passenger details must be clearly noted on the Official Trip Request Form as
well as the details of any co-driver. The driver must always complete the Vehicle
Log Sheet before and after the trip (details of driver, details of trip, km reading, the
intended use of the vehicle, etc.). Any problems with the condition of the vehicle
must be highlighted and immediately reported to the Fleet Champion and / or the
Fleet Management Office. It is the driver's responsibility to report any damage,
losses, deficiencies or thefts within 24 hours of the event. It is the responsibility of
the Fleet Champion to closely verify this information and escalate, where
necessary. The driver is responsible for inspecting the vehicle prior and after the
trip to identify damages or losses (dents, scratches, tyres, spare wheel, etc), noting
on the trip authority and report to the Fleet Champion/ and Fleet Officer before
bonding the vehicle.

9. Specialised Vehicles (SV)

9.1.1 General Principles

9.1.1.1 Only drivers that have passed a recognised driving test and endorsed by the driver’s

examiner may drive a SV.

9.1.1.2 Only authorised traffic/law enforcement officials with a valid operator’s licence are

allowed to drive or operate specialised vehicles.

9.1.1.3 A detailed log sheet must be maintained for each trip and records must be kept by

the driver in an official logbook.

9.1.1.4 Other authorised government officials such as the SAPS, South African Navy, etc.

may operate and supervise the specialised vehicles for training and operational

purposes where it is deemed necessary but requires exceptional approval from the
MM.
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9.2 Professional Driver's Permit (PDP)

9.2.1 This is required for a driver who drives one (1) of the following:
i. Vehicle designed to carry twelve (12) or more passengers (driver included);
ii. Vehicle with gross vehicle mass (GVM) exceeding 3,500 kg; and
iiii. Dangerous goods vehicle {e.g. fuel tanker).
9.2.2 The permit must be renewed every twelve (24) months. Requirements of drivers
are as follows:
i. Eighteen {18) years or older for a PDP for a goods vehicle (>3,500 kg GVM});
i. 21 years or older for a PDP for a passenger vehicle (twelve {(12) people or
more); and
ii. 25 years or older for a PDP for a dangerous goods vehicle.
9.2.3 The driver must bring the vehicle to the FMO when they request new tyres.
9.2.4 The driver must bring back the vehicle to FMO after the tyres are fitted and the
receipts proving that the tyres were fitted.
9.2.5 When the vehicle is collected from the service/repairs the driver must bring it to FMO
to report if there are any faults identified or the driver is satisfied with the work done.
9.26 Workshop must not perform any repairs when there is no job card and not
communicated with FMO.
9.27 It is the duty of the driver to report any mechanical or defects on the vehicle
immediately it is detected.
9.2.8 The driver and the FMO should inspect the vehicle before it leaves the Municipal
premises and when it is returned.
9.29 FMO must monitor the usage of fleet through the fleet management system, to
identify misuse of vehicles and fuel usage.

9.3 Roadworthiness, Care and Inspections of Vehicles

9.3.1  All Municipal fleet vehicles must be roadworthy at all times and operated with
care.
9.3.2 Any defects discovered must receive immediate attention and be reported and
attended to
9.3.3 Immediately before they take on serious proportions or possibly cause
damage, e.g. where there is any indication of excessive engine heat or

lack of oil pressure, the engine must be switched off.
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9.3.5.

9.3.6.

9.3.7.

9.3.8.

9.3.9.

9.3.10

9.3.11.

9.3.12.

9.3.13.
9.3.14.

9.3.15.

9.3.4 A Municipal vehicle must always be returned in a neat and clean
condition. If the fuel gauge indicates that the tank is less than a quarter
filled, the fuel tank must be refilled (100%) before it is returned to the
Fleet Champion/ Fleet Officer.

Under no circumstances may any person repair, service, maintain or replace any
Council fleet vehicle / accessories without an approved job card by the Fleet
Management Office. The Fleet Management Office will indicate next steps and to
whom the fleet vehicle / accessories should be taken to be repaired, serviced,
maintained, or replaced. E.g. all new vehicles must be serviced by the franchised
agents in accordance with the specifications laid out by the respective manufacturer
during the warranty period. After the expiry of the warranty, vehicles must be serviced
as recommended by the respective manufacturer or as directed by the Fleet
Management Office.
A driver will be fully responsible for the vehicle during the period he / she uses the
vehicle.
A driver must ensure that he / she is in a mentally and physically healthy state /
condition before and during driving the vehicle.
A driver will adhere to all traffic rules and regulations stipulated by legislation. Should
a driver
contravene any traffic rule or regulation and receive a fine for such contravention, he
/ she will be personally responsible for payment of such a fine and any related
administration fees (e.g. for the rerouting of the fine).
Care should be taken that oil levels are in accordance with the required level as set
out in the vehicle manual.
Under no circumstances is smoking, including e-cigarettes, allowed in a Municipal
fleet asset.
Under no circumstances may cellular / mobile phones be used while operating a
Municipal vehicle.
The municipal fleet must be driven with optimal care and due diligence (ie. No
unnecessary harsh acceleration, harsh brakes, speeding, etc)
Drivers are responsible for the neatness and tidiness of the vehicle.
The Fleet Champion/FMO and Security must make sure that no vehicle leaves the
premises without the signed trip authority, and logbook.
It is the responsibility of the driver to ensure there are no dent, scratches or loss of
accessories on the vehicle or tyres including spare wheel is slill the same up on
collection of the vehicle from internal workshop or external service providers when the

vehicle was taken for repairs or services.
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9.4.

9.41

94.2

9.4.3

944

9.45

9.4.6

9.4.7

948

949

Safe Custody, Garaging and Parking of Council Fleet Vehicles

Employees in charge of a Municipal fleet vehicle must ensure that such Municipal fleet
vehicle is properly garaged or parked (lock-up garage, or undercover in a safe and
secure environment, e.g. area secured with gate, barriers / walls / palisades and / or
electric fencing that is in a workable condition) and must at all times take such
reasonable steps to safeguard the Municipal fleet vehicle, including accessories and
tools, against theft, irregular use, damage and fire.
Under no circumstances may an official’s articles or documents, be left inside a
Municipal fleet vehicle used on official duty while parked. Articles left inside a
Municipal fleet vehicle must be locked away in the boot. If the vehicle has an open
boot (e.g. hatchback) the valuable goods must at all times be covered and not visible.
Under no circumstances the accessories or spare wheel of the vehicle be left
unattached/ stored at the designated area in the vehicle (eg. Carried at the back of
the bakkies instead of underneath).
Municipal vehicles must be garaged or parked at Municipal premises when not
utilised.
Where an employee makes use of parking meters or parking lots while on Municipal
official duty, the expenditure incurred may be refunded to him / her by his / her
directorate which will then bear the cost. The cost must be within reason, supported
by a valid receipt and must be cost effective.
The FMO/relevant HOD must allocate an approved parking place for each vehicle.
A Municipal Fleet vehicle must not be stored overnight at any premises other than
Municipal premises. In exceptional cases, the driver may request exceptional
approval from the HOD/ MM and Manager Fleet, In the case of Political Office Bearers
it must be approved by the MM, (e.g. driver will be travelling late at night or early
morning to be on time for the specific meeting or intervention). It must be a once off /
ad hoc request. Employees may not use the Council Fleet vehicle to drive between
place of work / duty and residential home due to them not having their own transport.
When a fleet vehicle is parked at an employee’s residence it must not be used for
any unofficial duty or private purpose. If an emergency arises whilst a vehicle is
parked at the home of an employee necessitating the use of the vehicle, an approved
trip authority must be obtained within 24 hours of the journey.
The private use of a vehicle whilst parked at the home of an employee is an offence
and will lead to the withdrawal of the privileges and disciplinary action taken against

the official concerned.
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9.4.10 Upon acceptance of this policy by the Council all previously agreed rights granted to

employees to park vehicles at their homes are withdrawn and they must reapply for

such permission in terms of this policy.

9.5 Logbooks, Petrol Cards, Vehicle Keys and Vehicle Equipment

951

9.5.2

9.56.3

954

8.5.5

9.5.6

95.7

9.5.8

9.5.9

9.5.10

9.5.11

The FMO/relevant HOD shall ensure that every vehicle is provided with a logbook
for the recording of mileage and other information relating to the trip in the Logboocks
shall be suitably endorsed with the name of the Council and the vehicle description
and registration number to which it relates.

The driver takes responsibility for the togbook, keys and petrol card once the vehicle
has been accepted and signed for as being received and until it has been received
back in by the FMO/relevant HOD at the end of a trip journey.

All vehicle keys should be kept in a locked cabinet when a vehicle has not been
issued. A spare set of all vehicle keys should be kept in a theft and fireproof office
safe.

A fuel card is issued by the Fleet Management Officer based on the type of request.
A fuel card provided to a driver must only be used for fuel, oil and toll fees for the
designated vehicle.

The Fuel card is to be treated as cash and the driver will be held responsible for
transactions that take place on it whilst it is in his/her possession. If the driver lost
the fuel card, must immediately report loss in writing to the Fleet Champion and HOD
in writing, who shall report to the Fleet Management Office within 24 hours.

Lost or stolen fuel cards must be immediately reported to the nearest South African
Police Station (SAPS) to obtain a police case number.

The driver must submit the police case number to Fleet Officer who must liaise with
service provider to cancel the card and request a replacement card.

All fuel receipts must be kept and submitted to FMO after the trip, where a transaction
is not supported as received from driver, the cost of will be recovered from the
employee concerned and disciplinary actions taken.

The fuel card usage must be is monitored to ensure that it is used in line with the
distance travelled and trip details as per the booking requests, trip logs and fuel
management system.

Misuse of fuel cards will be viewed in a serious light and may lead to disciplinary
action and / or criminal charges (refer to Disciplinary Code and Procedure).

It is the responsibility of the driver to complete the vehicle loghook legibly and

accurately.
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9.5.12 Loose vehicle equipment e.g. the spare wheel, toolkit and jack will be checked at the

time of issuing of the vehicle to the driver and it is the responsibility of the driver to
safeguard such equipment until the vehicle is returned to the FMO/relevant
Directorate. The driver will be required to replace any items that have been lost whilst
the vehicle was under his/her control.

9.6 Conversions To Vehicles

9.6.1

9.6.2

Any conversions, improvements and branding of vehicles must be standardised.
Branding of vehicles must be approved by Strategic Management directorate. The
relevant directorate is responsible to provide budget for related expenses and to
obtain the required approvals. The Fleet Management team will only budget for these
expenses if the vehicle is purchased as part of the fleet vehicle refresh programme
or Pool vehicie.

The Fleet Management Office must ensure that all municipal vehicles are branded
and comply with standard requirements (i.e. Original Equipment Manufacturer
requirements, the National Road Traffic Act and standardised conversion / branding
/ addition) for the whole of municipal fleet, with exception to the close protection/VIP
vehicles, which must not be branded.

9.7 Repair and Breakdown of Municipal Fleet

9.71

8.7.2

9.7.3

9.74

It shall be the responsibility of the driver of a vehicle to report any mechanical or
other defect to the FMO & relevant HOD when a vehicle is returned to him/her at the
end of a trip including hired car damages is part of vehicle negligence
Where it can be proven that a Municipal fleet vehicle has been used irregularly,
unauthorised, recklessly driven, neglected or misused, the offending employee
concerned must be held liable for the replacement value or insurance excess amount
as well as any amount expected in settling third-party claims arising from the accident
in line with the — Municipal Insurance Policy including hired car damages is part of
the vehicle negligence.

While a vehicle is under warranty of the manufacturer only dealers approved by the
manufacturer will be used for the repair of a vehicle. All warrant work must be claimed
from the dealers.

The FMO must make arrangements through issue of job card with the municipal
workshop and/or privately owned workshops/service providers where there is no

capacity to perform the repairs internally.

Mbhashe Local Municipality Fleet Management Policy 2026/27



9.7.5 Only vehicles whose warranty has expired can be repaired by the Municipal
Workshop.

9.7.6  Capture the procurement requisition on the EMS system for the required service/
repairs by external service providers.

9.7.7 Before a vehicle is repaired by an external service provider, the municipality through
the SCM Manager shall obtain quotations in accordance with the SCM Policy for the
work required.

9.7.8 Where the breakdown occurred while the vehicle was on the trip, the driver must
contact the Fleet Management Office for assistance, who will organise the insurance
company for roadside assist where necessary. The Fleet officer must ensure that
quicker assistance is obtained.

979 At all times, the driver must take all possible measures to secure the safety of the
Municipal vehicle, e.g. locking the doors and closing the windows, as well as taking
appropriate steps to ensure his / her and the passengers’ personal safety.

9.7.10 At no stage whatsoever, may the insurer leave any driver or passenger or their
luggage next to the road. The Insurer may remove the vehicle from the scene only
after the driver, passengers and luggage have been taken to a safe place (e.g. the
closest Mbhashe office if during working hours, residential address, booked
accommodation, etc.)

9.7.11 The approved towing company must tow the Municipal fleet vehicle to a Municipal
office, alternatively, a safe place.

9.7.12 The Fleet Officer must monitor the repair of a Municipal fleet vehicle to ensure quality
of service and a quick turnaround time.

9.7.13 Replacement of batteries, tyres and exhausts should be carried out as per the
specification of the manufacturer.

9.7.14 All costs for repair will be for the account of the fleet management office

10. Vehicle Replacement or Disposal

10.1  The CFO shall be responsible for the identification of vehicles requiring replacement.

10.2  Where a municipal fieet vehicle is considered to be beyond economic repair before
its expected replacement date, a report and all supporting information should be sent to
the CFO by the FMO for disposal. The municipality must consider disposing or replacing
motor vehicles that they are no longer providing economic benefit and expensive to
maintain.

10.3 In determining whether or not a vehicle should be replaced, the CFO shall take the

following guidelines into account:
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1.

11.1
1.2

11.3

a) Both time and distance are often used to determine the need to replace

b)

vehicles, but the most accurate factor to be used is vehicle cost. There are two

elements to vehicle cost namely the capital purchase of the vehicle and the

running cost per kilometre. The best time to replace a vehicle is at the point at
which the overall cost per kilometre is at the minimum.

i) The simplest method to allocate capital cost is to split the cost of
replacing the vehicle over the number of kilometres travelled. This
amount per kilometre decreases when more kilometres are travelled.
Conversely the running cost per kilometre will increase as more
kilometres are travelled and more complex maintenance is required. It is
possible to set an average life span of a vehicle by using management
information to determine the point at which the cost per kilometre is at its
fowest.

i)  The vehicle should be replaced if the running cost per kilometre of the
old vehicle is higher than the full cost per kilometre of the new vehicle.

Running cost per kilometre of the old vehicle is calculated by adding fuel cost

per kilometre and the maintenance cost per kilometre. These will be available

from the vehicle's file and should be averaged over a three to six-month period.

The overall cost per kilometre of a new vehicle can be calculated by taking the

capital cost per kilometre and adding this to the expected running cost per

kilometre. The expected life of the vehicle can be estimated using management
data for vehicles of the given type and the expected running cost can also be

taken from current data for vehicles of this type.

Fleet Vehicle Refresh Programme

The Council shall annually budget for the replacement of vehicles.

Requests for a new or replacement vehicle should be submitted by the relevant HOD
to the CFO not later than 30 November in any year. The CFO should be provided
with full details pertaining to the need fo replace a vehicle including the running cost
per kilometre of the current vehicle, utilisation, and availability and needs satisfaction
indicators for the fleet as a whole. The service that any vehicle is expected to support
should be highlighted.

The Council shall, when approving a budget altocation for a new or replacement
vehicle indicate in its budget approval the vehicle to be replaced and the nature of

the replacement vehicle to be purchased.
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11.4 New vehicles must be purchased by the Council only in accordance with its
prescribed procurement procedures,

12. Vehicle Allocation

12.1  All vehicles are considered as property of the Council regardiess of the original source
of the vehicle, fleet manager must assess on an ongoing basis the utilisation of vehicle
and advise through the office of the CFO the redeployment of underutilized or abused
vehicles to other directorates or units.

12.2 The MM must authorize the allocation of Municipal fleet vehicles to directorates or

units.

12.3 Municipal vehicles must be allocated to directorates or units based on the following

criteria:
i. The condition of the vehicle in relation to the distance to be travelled.

ii. The type of vehicle in relation to its intended use.

13. Damage, Losses, Deficiencies and Theft

13.1 Employees must ensure that they are aware of the provisions of the Municipal
Insurance policy.

13.2 When damage, losses, deficiencies or theft (vehicles or accessories i.e. fuel,
maintenance card, driver identification device or car keys) occur, the driver must
immediately report the matter within 24 hours to the local police station (SAPS) and
submit a case number to the Fleet Champion & FMO who in turn must advise the
contracted Fleet Management Company and asset management team to report the case
to the insurance.

13.3 The Fleet Manager (or delegated authority) is accountable to ensure that the FMO
investigate the accident information within ten (10) working days of the incident / accident
or the reporting date of the incident / accident (if not immediately, within 24 hours
reported by the driver and only found by other means) to determine the possible
accountability of the driver and / or any passenger(s) of the Municipal fleet vehicle. The
findings of the investigation must be reported to the relevant Line manager, HOD and
Chief Financial Officer. If the investigation determines that the damages were due to
negligence or reckless driving, the CFO must report the case to the HOD Corporate
services to institute appropriate disciplinary actions must be taken against any official
involved in terms of the Municipal Disciplinary Procedures — refer to Disciplinary Code
and Procedure.
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13.4 In the event of institution of a legal action by the third party, the driver concerned shall
upon receipt of a summons, subpoena or notice to appear in court pass that information
to the FMO or Asset management, who will report the claim with Municipal insurers and
legal advice unit.

13.6 Where it can be proven that a Municipal fleet vehicle has been used irregularly,
unauthorised, recklessly driven, neglected or misused, the offending employee
concerned must be held liable for the replacement value or insurance excess amount as
well as any amount expected in settling third-party claims arising from the accident in
line with the — Municipal Insurance Policy.

13.6 Should a driver of a vehicle be suspected of being under the influence of intoxicating
liquor or narcotic drugs, this fact must be brought to the notice of the police or traffic
officer present at the scene of the accident, with the least possible delay and every
assistance should be rendered to such police or traffic officer in ensuring that the
suspected person is examined by a doctor as soon as possible and subjected to a
legally permissible Alco-test.

13.7 Proceedings against an alleged offender may also be instituted in terms of the
provisions of the National Road Traffic Act, 1996 (Act No. 93 of 1996).

13.8 If the driver of a Municipal vehicle is involved in an accident, or has contributed to an
accident, irrespective of the damage caused on vehicles or properties, such driver must
follow the steps as per the Fleet management standard Operating Procedures (SOP).
Any Employee failing to comply with the above will be subjected to disciplinary action —
refer to the Disciplinary Code and Procedure.

13.9 The fine is payable by means of deduction from an employee's salary over a period
not longer than 12 months. The Municipality employee must sign an acknowledgement
of debt in which the timeframe for the payment of the liability is state with deduction
amounts. Should the employee refuse to admit debt and deduction amount, the

employer shall communicate the actions to be taken in writing to the employee.

14. Suspension of Employees From Driving Municipal Fleet Vehicles

14.1  An employee may be suspended from driving Municipal fleet vehicles in cases
including but not limited to the following events:
a) Inthe event a driver of a Municipal fleet vehicle is found guilty of any offences
mentioned above (par. 11);
b) Where a driver of a Municipal vehicle has been found guilty of driving a
Municipal fleet vehicle while under the influence of alcohol or any other

substance with an intoxicating effect;
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c¢) The driver does not qualify to drive a vehicle {e.g. not having required
supporting documents, valid driver’s licence, valid PDP, required training and
approval to use a SV); or

d) The driver has a condition that renders him / her not fit to drive properly e.g.

driver licence has been endorsed.

15. Provision for Alternative Fleet Vehicle

15.1 In the event of the Council not being in a position to satisfy the transportation needs
of any Directorate, suitable transport may be leased by the municipality from third party

at the most competitive rate and on a short-term basis.

15.2 This policy applies to the leased fleet vehicles on the same terms as that of the

municipal fleet vehicles.

16. Recovery of Traffic Fines Issued To A Municipal Fleet Vehicle

16.1 In the event of the Municipality incurring any infringement notice / fine for a traffic
violation resulting from the use of a Municipal fleet vehicle, Municipal will transfer the
traffic fine and any admin fees, as a result of the rerouting of the traffic fine to the relevant
employee or the alleged offender for his / her personal account.

16.2 If a fine cannot be re-routed to a specific Municipal employee, the cost will be funded
by the relevant directorate.

16.3 The Council may, in its sole discretion, financially assist a driver convicted of a road
traffic offence with the payment of a fine or provide legal assistance to enable a driver to
defend a criminal or civil claim against him or her in a court of law.

16.4  If the traffic fine is issued due to any faults on the vehicle that are not the responsibility

of the driver, the municipality will pay.

17. Violation And Enforcement of Fleet Management Policy

17.1 A violation of this policy may lead to disciplinary action being instituted against an
employee of the Council.
17.2  An employee found guilty of violating this policy may also be suspended from using a
municipal vehicle.
17.3 The MM, HOD's, FMO, Traffic Officers & Security Officers of the Council or Security
Officers from a private company appointed by the Council and S.A. Police Services
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17.4

17.5

18.

18.1

officers are authorised to impound/confiscate vehicles driven without proper
authorisation.

If the driver fails to produce the required documentation as proof of authorisation to
use the vehicle, the vehicle shall be confiscated and impounded forthwith.

Members of the South African Police Services and/or Municipal and Provincial Traffic
Officers and/or law enforcement officers of the Council are hereby authorised to
apprehend and charge employees and Political Office Bearers of the Council who
contravene the contents of this policy in case where such contravention amounts to a

criminal offence and in particular theft and fraud.

Reports by Fleet Management Office

The FMO must, through the CFO Fleet/Asset Manager on a monthly basis, provide

the MM with a written report containing details of:

18.2

18.3

18.4

(a) the vehicles in the ownership or control of the Council;

(b) the vehicles allocated to various Directorates of the Council;

(c) the mileage travelled by vehicles during the previous month;

(d) the fuel consumption of the vehicles used during the month and the cost of

such fuel;

(e) the cost of repairs and maintenance to vehicles which costs shall be itemised

per vehicle;

(f) accidents involving municipal vehicles;

(9) incidents of theft of municipal vehicles;

(h) problems associated with the provision of official transport by the Council;

(i) disciplinary action taken against employees in respect of a contravention of this

policy.
The FMO shall, on a monthly basis, provide the CFO Fleet/Asset Manager with a
return authorised and signed details of the trips undertaken by employees in municipal
vehicles allocated to Directorates of the Council, the mileage travelled, the costs
involved and the purpose of such trips.
The CFO shall, on the basis of the information provided by the FMO in terms of
Paragraph 15.2 allocate the expenditure of the municipal fleet relevant projects and
Directorates of the Council.
Unless otherwise directed by the Council, charges allocated to the Directorates shall
be at Directorate of Transport rates.
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19. Implementation Provisions

19.1 In the event of misconception, misinterpretation and misunderstanding of this policy,
or any clause contained in this policy, the MM reserves the right to give an objective
interpretation subject to appeal to Council who shall give a final judgement of the case.

19.2 It shall be incumbent upon the Mbhashe Council to take proper action that does not

deviate from the enshrined order of this policy where this policy falls short, or does not
provide a mechanism or a framework for addressing any matter or issue pertaining to
the mission of this policy, in order to give effect to the objectives of this policy in
particular and to the interests of the Mbhashe Municipality in general.

19.3 Notwithstanding the contents of this policy the MM shall have discretionary authority

to waive any clause of this policy provided that it is in the best interests of the Mbhashe

Municipality to do so.

20. Policy Review

20.1 The policy must be reviewed on an annual basis to align it with the operation risk and
changes.
20.2 Any amendment of this policy shall be done upon submission of a comprehensive
motivation by the MM to the Mbhashe Council which will be entrusted with absolute
powers of amending or annulling this policy.
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