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1.

Introduction

1.1.

1.2.

1.3

The Constitution provides that Municipalities shall ensure that the
sustainable provision of services to communities, social and economic
development, promotion of a safe and healthy environment, and
accountability to local communities. It also provides that a Municipality
shall strive within its financial and administrative capacity to achieve the

objects aforementioned.

In order to ensure that councillors and officials fulfil their obligations to
their communities, Council is required to create means by which
Councillors and officials can travel so as to fulfil municipal duties. To
achieve this objective, Council has provided an allowance for travelling

for full-time and:part-time councillors and officials.

To ensure the equitable distribution of vehicles across Chris Hani
District Municipality's depaf‘tments. A component of a pool vehicle
System will be entrenched therein and shall ensure easy access to
Council vehicles by all departments, as vehicles will be controlled and
Managed from a central point i.e. Corporate Services department.

It will contribute to the effective and efficient use of Council resources in
That the number of vehicles required will be reduced and the official will
Be allocated the type of vehicle required for the purpose he/ she is

Travelling for.

Legal framework

The Constitution of the RSA

Municipal Systems Act 32 of 2000 as amended

Municipal Finance Management Act 53 of 2003

Gazette on Determination of Upper Limits of Public Office Bearers
Gazette on Local Government: Municipal Performance

Regulations for Municipal Managers and Managers Directly
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Accountable To Municipal Managers.
SALGBC Agreements and Circulars
3. Definitions

In this policy, words used in the masculine gender include the feminine, the
singular includes the plural and visa versa and unless the context otherwise

indicates —

“Code of Conduct” means the Code of Conduct for councillors or officials, as
the case may be, being Schedule 1 or 2 to the Local.Government Municipal
Systems Act, 2000 [Act No. 32 of 2000];

“Council” means a Municipal Council referred to in terms of Section 157 of

the Constitution;

“Fleet” means a number of motor vehicles operating together or owned by
the Municipality for use by councillors and officials for the purposes of carrying

out municipal duties;

“Full Maintenance Lease” (FML) is a vehicle rental agreement where a
fixed monthly fee covers both the use of the car and all ongoing maintenance,

servicing and tyre replacement.

“Fleet Manager” means -an official of the Municipality who has been

authorised to administer, implement and enforce the provisions of this policy;

“full-time councillor” means a councillor who has been elected or appointed
to an office which has been designated as full-time in terms of Section 18(4)
of the Local Government: Municipal Structures Act, 1998 (Act No. 117 of
1998);
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“Municipality” means the Chris Hani District Municipality, established in
terms of Section 12 of the Municipal Structures Act, 1998 and includes any
political structure, political office bearer, councillor, duly authorised agent
thereof or an employee thereof, acting in connection with this policy by virtue
of a power vested in the Municipality and delegated or sub-delegated to such

political structure, political office bearer, councillor, agent or employee;

“Part-time councillor”’ means a councillor other than a full-time councillor;

“Regulations” means regulations promulgated in terms of the Remuneration
of Public Office Bearers Act, 1998 (Act NO. 20 of 1998);

“SALGBC” means the South African Local Government Bargaining Council;

“Section 57 employee” means a person appointed. as a Manager directly

accountable to the Municipal Manager;

“Travel allowance” means the allowance allocated to a councillor in respect

of travel requirements, as determined by the regulations.

“Driver” means an Oofficial, Councillor, contract or temporary employees of
the Chris Hani District Municipality entrusted with a fleet asset at any given

time.

“Trip Authority” means a form to allow a driver to drive a municipal

vehicle as per route detailed in such form.

“Logbook” Give details of the route travelled, fuel filled and the kilometres

travelled.

“‘Management of Pool Vehicles” means management will include servicing,

Maintenance, issuing of vehicles, purchasing and disposal thereof.
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“Council Vehicle” means a vehicle registered under the ownership of

CHDM.

4. Administration and enforcement

4.1. The Fleet Manager is responsible for the administration and enforcement

of this policy. ~

4.2.  Where no Fleet Manager has been appointed in terms of the policy, the
Municipal Manager or his or her nominee shall be responsible for the

administration and enforcement of this policy.
5. Delegation

The Municipal Manager may delegate any power granted to him or her in
terms of this policy, in accordance with the system of delegation of the

municipality developed in terms of Section 59 of the Municipal Systems Act.
6. Reporting
6.1  The Fleet Manager shall submit a monthly fleet management report to

the Director Finance.

6.2 The Fleet Manager shall submit a Quarterly Fleet Management Report
to the Director BTO.

6.3 The Fleet Maﬁéger shall submit Fleet Management Standing

Committee ltems to the Director BTO when requested.

6.4. The Director BTO shall include the aforestated fleet management

report in his or her quarterly report to Council.
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7. Use of Council vehicles

7.1.

7.2.

7.3.

7.4.

7.5.

7.6.
7.7.

7.8.

7.9.

7.10.

7.11.

7.12.

Council vehicles shall be used by councillors and officials only for council
business, except with the express written permission of the Municipal
Manager.

Only Council employees and Councillors on official duty and work-related
passengers may be carried in council vehicles.

The driver of the vehicle must ensure that no unauthorised passengers are
transported. Passengers must be listed on Trip Authority prior to approval by
HOD’s.

Indemnity forms shall be completed for passengers not employed by
CHDM. (Article 40 of the Public Service Act, 1994) CHDM will not accept
any responsibility for unéuthoriséd passengers.

Eating and drinking is, allowed in council vehicles, but the employee must
clean the vehicle before he/she returns it to Fleet Manager.

No person shall smoke \in any council vehicle.

No intoxicating medicine or liquor may be consumed whilst driving a
council vehicle.

Any employee who is driving a council vehicle and suspected to be
intoxicated will be subjected to a breathalysing test by the Fleet
Manager/Area Manager using the services of a local law enforcement.

No intoxicated passengers must be allowed to travel with the council
vehicles.

If the employee refuses to be tested will be deemed to be under
intoxication and such employee will be disciplined accordingly.

Contract workers/Experiential learners are not allowed to drive council
vehicles in their line of duty.

Any employee who is going to use a Council vehicle for the first time will
be subjected to an evaluation of driving skills with Lukhanji Municipal
Driving Licence Testing Centre, before using a Council vehicle even if

this must be done at council expenses.
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7.13. Authorisation for the usage of vehicles can only be authorised by Heads
of the Departments or by delegated senior officials within his/her
Department.

7.14. A Director authorising a Trip Authorisation must ensure that the driver is
in possession of a valid driver’s licence.

7.15. If a vehicle is used by emergency staff a trip authority must be submitted
immediately after the event, or within 12 hours of the movement. This
process is only to be used in a case of extreme emergency and the
Disaster Management Manager must be satisfied that the trip was
necessary.

17.151 If a vehicle is based with a member of staff away from the office, a trip
authority can be issued against a weekly work plan. Trip authorities must not

run longer than one week.
7.16. Councillors

7.16.1. The Council is required to make a Council vehicle available for

councillors.

7.16.2. Councillor may utilise a council vehicle in addition to the
allowance when performing a.ceremonial function as determined by the
Municipal Council, in terms“o.f‘ the regulations of the Remuneration of
Public Office Bearers Act, 1998.

7.16.3. Councillors may only use council vehicles after obtaining written
permission from the Executive Mayor, Chief Financial Officer & the

Municipal Manager approves

7.16.4. The written permission together with a fully completed Trip
authority must be submitted at Fleet Unit 1 day in advance.

7.17. Section 57 employees
7.17.1. A transport subsidy is provided as part of the remuneration and
benefits packages to these employees.
7.17.2. Section 57 employees may only use council vehicles after

obtaining written permission from the Municipal Manager.
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7.18. Other categories of staff

7.18.1. Car Allowance; and

7.18.2. Essential User Scheme.

7.18.3. Officials receiving the above-mentioned vehicle Allowances may only
use a Council vehicle or be a Passenger on a council vehicle after
obtaining the Written permission from the Municipal Manager. (Annexure
“E)

7.18.4. The provision of a vehicle allowance to an employee is deemed a work
(3 facility, which enables them to Undertake essential and approved official
journeys as Mandated by their municipal duties. If an employee is a field
worker, he/she should purchase a vehicle  Which would enable him/her
to perform his/her duties.

7.18.5. The Head of the department shall approve the vehicle Purchased of an
employee after taking into Consideration the nature of the official’s duty
for which the vehicle is required.

7.18.6. Unless otherwise indicated, a Head of department will approve the
allocation of a vehicle to the employee that will be suitable for the work the

employee will be entitled to perform

8. DUTIES OF DRIVER
The driver of a council vehicle must:

8.1 Book the council vehicle one working day in advance with the
Administrator and prepare a Trip Authority.

8.2 Be in possession of an valid unendorsed driver's licence in terms of
Regulation 239 of the Road Traffic Act (Act 29 of 1989) and where
necessary a professional drivers permit. The driver must have no
outstanding transport related disc'iplinary action against him/her when

using a vehicle.
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8.3

8.4

8.5

8.6

8.7

8.8

8.9

8.10
8.11

8.12

8.13
8.14

8.15

8.16

8.17

8.18

Ensure that all trips with the council vehicle are authorised by the Head
of department or by delegated official on a trip authorisation form
available in the various departments.

Ensure that the logbook is completed after each trip. Part removed
Hand over any petrol slips to the Transport officer or authorised official
for inspection.

Ensure that council vehicle is only used for Council business.

Ensure that there is not littering in a council vehicle.

Keep the vehicle filled with fuel before parking at the end of the duty.
Report all incidents/accidents to the Fleet Offiners/responsible
manager immediately

Must not overload the vehicle with goods/passages

Must not be negligent in Ic;sing their driving tags, if lost they will be held
responsible to replace them.

Must not be negligent in losing keys of vehicles, as cost associated
with the replacement of locks will be borne by the perpetrator.

Must be held responsible for traffic transgression committed.

Drivers shall make sure that indemnity forms are signed for non-
employees of Chris Hani District Municipality.

Once a driver/ councillor has signed for thepossession of vehicle keys/
fuel card a, the vehicle becomes his/her rééponsibility until the keys are
returned to the office.

Prior to using a vehicle, the driver must check the vehicle for
damage/defects and make note on the Inspection form and report it to
the Fleet Manager. An employee who does not comply with the
requirements above will be deemed fo have received the vehicle in
good order.

Further to paragraph 8.15 once the vehicle is issued to the user the
responsibility becomes that of the user and he/she should be

liable for any accident damage or loss not reported to the Fleet
Manager at the time of receiving the vehicle.

Drivers failing to abide with the above-mentioned Paragraphs

disciplinary action will be instituted against them.
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8

GARAGING AND PARKING OF COUNCIL - OWNED VEHICLES

9.1

9.2

9.3

9.4.

parking meters or an employee has paid tollgate fees, claims for

After use return the vehicle to the Fleet

Management premises or Water service Offices

always.

Permission can only be granted by the Municipal Manager or by

delegated official for a Council Vehicle to be parked overnight at a home of

an Employee or Councillor.

Under the following circumstances:

9.2.1

9.2.2

9.2.3

9.24

The member of staff will be leaving early morning or returning
late at night. The actual times that this would come into force
would be the time when public transport starts / stops.
Exceptions can also be made if the personal security of the
individual is also at stake. ‘

If the home of the individual is at a place l;etween the office and

their destination such that it is not sensible to come into the
office (Normally a journey saving of at least 15 km would be
expected.

Other circumstances deemed necessé;y by the Municipal
Manager.

A signed Garaging/ After hour form to park a vehicle at home
must be recommended by the Head of the Directorate and
approved by the Municipal Manager. It will normally be issued
for each occasion. The permission is subject to review and can

be withdrawn at any time.

Permission shall only be granted if parking is considered safe/adequate
and the official has assured the HOD on the safety of the vehicle

allocated, e.g. there is a lockable garage or lockable gates.

Airport parking/ tollgate fees — Where an official makes use of airport

reimbursement for airport parking and tollgates fees will only be
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considered when Councillors and officials have produced cash slips or

receipts.

10. ACCIDENTS
10.1  With regard to duties of a driver in an accident:

10.1.1 The driver shall call the police or a ftraffic officer. If not
available, then the driver shall report the accident to the nearest

police station and obtain a case number.

10:1.2 The driver must report the accident to the nearby SAPS within

24 hours after the accident has occurred.

10.1.3 The driver shall not, under any circumstances, admit liability at
the scene of the accident unless it is upon the instructions of the
Fleet Manager or the Municipal Manager. The driver must

obtain the following:

10.1.3.1. names, addresses, telephone numbers and ID

numbers of other persons involved in the accident;

10.1.3.2. names, addresses, ID number -and telephone

numbers of withesses; and

10.1.3.3. registration number, make and type of other

vehicle.
10.2.  The driver of a Council vehicle shall obey all traffic laws and shall be
100% liable for traffic fines, which may be attributed to his/her

negligence.

10.3. Make available a copy of the identity document and driver’s licence
when required for the purpose of the insurance claim form whenever

an accident report is completed.
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10.4.

If an employee has caused an accident damages, he/she will be
disciplined in terms of disciplinary processes governed by CHDM's

disciplinary procedures.

11. INTERNAL ACCIDENT REPORTING

11.1.
11.2.
11.3.

11.4.

11.5.

11.6.

il 7.

The driver must immediately report any accident to the Responsible
Manager/ Fleet Unit. and they must also submit an accident report.
The responsible manager/supervisor and transport officer must visit the
accident-scene.

The Responsible manager/supervisor/transport officer must visit the
scene to gather information/ photographic and other evidence.

The driver shall within 24 hours after the accident, ensure that he
submits driver statement, Insurance accident claim, SAPS case
number with witness statement and submit these to fleet unit. -

Upon receiving the above documents the fleet unit will submit to asset
management.

The Fleet Manager shall after receiving an accident report

submit a technical report to the Director Corporate Service, and
relevant Director in who's department the employee is for further
processing.

The relevant Director or authorised person shall after evaluating the
circumstances regarding the accident determine whether any further
action is deemed necessary. An Accident Investigation Report

formatted as follows shall be completed:

11.7.1 Introduction
11.7.2 Statement of case
11.7.3 Findings

11.7.4 Recommendations
11.7.5 Signature

11.8 A copy of the Accident Investigation Form must be submitted to the

Director Corporate Services and Fleet Manager. (Annexure “D”)
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11.9 All Heads of Departments and Line Managers are responsible for the

disciplinary action arising from the misuse of Council vehicles by the
employees. Remedial and corrective actions will be subjected to and

governed by CHDM's disciplinary procedures.

11.10 Remedial and corrective actions will be subject to and governed by

CHDM’s disciplinary procedures.

12. DUTIES OF THE FLEET MANAGER.

12.1.

The Fleet Manarner shall:
12.1.1. Plan and avail council vehicles on a daily basis
12.1.2. Ensure that offenders are dealt with in terms of the policy

12.1.3. Compile an annual budget for maintenance and fleet

requirements

12.1.4. Ensure that the licences of council vehicles are renewed

annually;

12.1.5. Ensure that vehicles are kept in a roadworthy condition at all

- times;

12.1.6. Ensure that mechanical checks on all council vehicles are

carried out.

12.1.7. Assist in the determination of specifications for the purchase

and selling of vehicles.

12.1.8. Ensure that the driver of a council vehicle has a valid driver's

licence.

12.1.9. Ensure that all council vehicles are equipped with Power

Track vehicle management systems.

12.1.10 Submit a Monthly Fleet Management Report to the Director

Corporate Services.
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12.1.11 Submit a quarterly Fleet Management Report to the Director

Corporate Services.

12.1.12 Submit Fleet Management Standing Committee Items to the

Director Corporate Services when requested.

12.2. The Fleet Manager shall at all time take reasonable steps to ensure the

safety of drivers and passengers of council vehicles.
13.  AQUISITION OF VEHICLES.

13.1.1.Vehicles are acquired according to the need or nature of work and taking into

consideration terrains to be travelled.
13.1.2.Proper supply chain processes need to be adhered to in procuring vehicles.

13.1.3.Proper processes to be followed for participating on the National Treasury

Transversal contracts.

13.1.4.All Council vehicles are to be purchased with a manual transmission unless

otherwise requested and authorised by the office of the Accounting Officer.

13.1.5.All Municipal vehicles are to be white in colour, as extra costs for paint should

be totally avoided.
13.1.6.Fleet must b

13.1.7.e standardised as far as practical and possible within constraints of the
financial regulations mechanisms to reach this objective include limitations on

classes and make of vehicles.

13.1.8.In the case of no pool vehicles being un-available, the Municipal

Manager may approve the hire of vehicles in terms of the SCM policy.

13.1.9.The Municipality may enter contract with any service provider of their choice

or use the transversal contracts.
13.2. FULL MAINTENANCE LEASE (FML)

13.2.1.Council vehicles to be procedure through leasing contract.
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13.2.2.Vehicle leasing to include annual service/repairs and maintenance/licensing
and registration/tracker and insurance.

13.2.3.Vehicles will be leased for a certain contract period determined by the council.

13.2.4.FML contracts to have minimum km of 2000km to 3500km to be utilised per
month.

13.2.5.Vehicles exceeding the contractual km will pay excess amount determined by
the model/type of vehicle.

13.2.6.Excess km charged will be an additional billing to the council outside the fixed
contract.

13.2.7.Vehicles exciding the contract km to be rotated acrossithe local municipalities to
manage km.

13.2.8.Leasing does not cover any misuse/abuse of the vehicles that includes
maintenance or accident.

13.2.9.These vehicles will be always utilised under the same CHDM Fleet policy.

K

14. DISPOSAL OF COUNCIL\!VEHICLES.

14.1 thicles will be acquired in terms of the Supply Chain Management

po‘li‘cy.

14.2 Disposalof vehicles will take place after 150 000 km or 5 years after
Acquiring. Mechanical condition and expenses to maintain vehicles
must also be cdhsjdered. Disposing will take place by means of public
auction, donating or trading-inn vehicles. The Supply Chain

Management Policy outlines the process.
15.DISIPLINARY PROCESSES ON DRIVING COUNCIL VEHICLES.
15.1.  Any person who:

15.1.1. Contravenes any of the provisions of this policy or fails to
comply therewith will be disciplined in terms of disciplinary

procedures governed by CHDM's disciplinary procedures.

15.1.2.If found guilty of any of the following offences and Other, the
above process in 15.1.1 will apply.
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OFFENCES

_15.2.1 The disobeying of traffic signs
‘15.2.2. Over speeding on any road.
lil 16.2.3. | Negligent and reckless driving
15:2.4. | Transporting unauthorised passengers, material or equipment
16.2.5. | Driving a council vehicle without approval from immediate
supervisor/Manager.
15.2.6. | Driving a council vehicle under the influence of alcohol or drugs.
15.2.7._ Using a council vehicle and not completing the log book
15.2.8. | Not submitting petrol slips
_15._2.8; .. Smoking in council vehicle
15.2.10 | Deviating from an authorised trip _
15.2.11. | Not reporting an accident
15.2.12. | Not reporting a driver’s licence endorsement
16.2.13. | Not reporting defects to vehicle
16.2.14. | Failing to perform a pre-inspection and not réporting damage on

the council vehicle.
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CHRIS HANI
DISTRICT MUNICIPALITY

SUSTAINING GROWTH
THROUGH OUR PEOPLE

MONITORING AND EVALUATION

The Municipal Manager shali be responsible for overall monitoring and evaluation of
this policy.

REVIEW OF THE POLICY
Council shall review the policy on an tri-annual basis.
DISPUTE RESOLUTION

Any dispute arising from this policy shall be dealt with in terms of dispute resolution
applicable in the sector.

Council Resolution:
Resolution No: C163
2026-2027.

e e AR
evata
WY
o

1; - . ‘
Signed by Municipal Manager: g MQQ[’) ,\‘J'“

Initial and Surname Signature Date

Signed by Speaker of Council‘:,_. - Ce’\’("ﬂ'ﬂ ) 049 l 06 ZE}_C AT

Initial and Surname Signgture Date
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CHRIS HANI
DISTRICT MUNICIPALITY

SUSTAINING GROWTH
THROUGH QUR PEOPLE

Office of the Municipal Manager

Fleet Management !

TEL: 045808 4728 PRIVATE BAG X 7121
FAX: 045 808 4728 QUEENSTOWN. 5320
INDEMINITY FORM Date of trip....../......... 12026

To whom it may concern:

I, the undersigned, declare that in the event of anything happening to me
whilst travelling' in a vehicle of the Chris Hani District Municipality, 1 will not
hold the said District Municipality responsible for'agy damages or injuries

which | might suffer. ~

Initial & Surname:...;c....c.coiiiiiiciiii Signature:......cccceviviiicierneenen

Full Names: (Print)......c.cuiuiiiiii i e s e s e e e e

As Witnesses: 1. Signature:.......oviiiir e
Print Name: ...c.oiivii v e s
2, SignatUre:.. ... e e e et e

Print Name: ...

Annexure A “
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CHRIS HANI

DISTRICT MUNICIPALITY

SUSTAINING GROWTH
THROUGH OUR PEOPLE

ACCIDENT INVESTIGATION REPORT FORM

Name of Driver

Department

Details of Accident:

FINDINGS:

RECOMMENDATION:

Copy of completed Report to be submitted to Director Corporate Services and Fleet
Manager.

Signature of Director or Authorised Person Signature of Driver

Date Date
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Annexure C

ESSENTIAL USER SCHEME APPLICATION FOR USE OF COUNCIL VEHICLE IN LINE WITH CHD
MUNICIPALITY FLEET MANAGEMENT POLICY:

Municipal Manager
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Annexure D

.....

CHRIS HANI
DISTRICT MUNICIPALITY

SUSTAINING GROWTH
THROUGH OUR PEOPLE

APPLICATION FOR OVER NIGHT COUNCIL VEHICLE IN LINE WITH CHD MUNICIPALITY FLEET
MANAGEMENT POLICY :

Page 22 of 22

Adopted in an Ordinary Council meeting held on 27 May 2026.



