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1. PURPOSE 

 
The purpose of this policy is to regulate the applications for and the use of government owned 
vehicles. 
 

2. POLICY STATEMENT 

This policy covers the use of transport within the department. It covers inter alia the use of vehicles 
owned by the Department. This policy does not cover the use of subsidized vehicles, which is the 
subject of a separate policy document. 

This policy is intended to clarify the position regarding transport as stated in the Public Service 
Regulations. Transport within a department is supplied as a tool to support the department in the 
delivery of its objectives. It must therefore be used in the most cost-effective manner. 
 

3. SCOPE OF APPLICATION 
 
The policy applies to all employees in the Mpumalanga Department of Education, employed in terms 
of the Public Service Act, 1994 as amended, as well as The Employment of Educators Act, 1998 (Act 
No 76 of 1998). 
 

4. DEFINATIONS 

In this policy, unless the context otherwise indicates: 
 
“Accounting Officer” means the Head of Department. 
 
“Department” means the Mpumalanga Department of Education. 
 
“Head of Department” means the head of the department referred to in the in the Public Service 
Act, 1994, and unless otherwise indicated, an officer to whom he or she has delegated powers in 
terms of this policy. 
 
“Official/ employee” means a person who: 
(a) has been appointed permanently, notwithstanding that such appointment may be on probation, to 
a post contemplated in section 8 (1) (a) of the Public Service Act, and includes a person 
contemplated in section 8 (1) (b) or 8 (3) (c) of that Act, or 
(b) has been appointed on a contract in terms of section 8 (1) (c) (ii) of the Public Service Act. 
 
“Responsibility manager” means the head of a section or a person acting in that position. 
 
“Transport Officer” means an official in the transport section who is responsible for the 
administration of the department’s government owned vehicles. 
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5. USE OF GOVERNMENT-OWNED TRANSPORT 

 
5.1 Who may use the government vehicle 

 
5.1.1 A departmental vehicle can be used by any person with the authorised trip authority, 

involved in an activity in line with the objectives of the department.  
5.1.2 The loaning of vehicles to other departments is at the discretion of the Head of the 

Department. The Head of the Department must ensure that the organisation borrowing the 
vehicle will meet the operational control requirements of this policy.  

5.1.3 Vehicles cannot be used for party political purposes under any circumstances, or to take part 
in industrial union activities. 

5.1.4  GOV fleets are provided for strictly official services and are not to be used for private or 
other purposes without the necessary authority, except in the following cases 

5.1.5 An appropriately licensed and duly authorised official or employee who is on official duty 
must drive the vehicle. 

5.1.6 The vehicle may not deviate from the authorised route or be delayed unnecessarily in the 
private interest of the driver or the passengers or in connection with the loading or unloading 
of private property or goods. 

5.1.7 Unofficial passengers who are to be conveyed must report in good time at a convenient 
central point or at convenient points on the authorised route of the vehicle and they must be 
off-loaded only at a central point or at points on the route. 

5.1.8 The names of unofficial passengers or other persons must be recorded on the trip authority 
by the driver. 

5.1.9 The nature of any property or goods that are to be conveyed, including small purchases and 
personal effects of passengers must be such that the loading, unloading and conveyance 
thereof will, under no circumstances, cause any damage to the vehicle, State property or 
injury to passengers. 

5.1.10 Persons who load and unload private property or goods onto or from a GOV vehicle do so at 
their own risk, and in cases where officials or employees sustain injuries on duty whilst 
assisting in the loading or unloading of such property or goods, the usual provisions 
concerning injuries on duty are not applicable. 

 
5.2 PASSENGERS 

 
5.2.1 Passengers carried by a government vehicle must be authorised to travel in the vehicle. The 

picking up of casual passengers is not allowed under any circumstances. 
5.2.2 The driver of the vehicle will be held responsible for ensuring that unauthorised passengers 

are not conveyed 
 

5.3 UNOFFICIAL PASSENGERS  
 

No unofficial passengers, i.e. all persons whose conveyance in GOV vehicles are not 
necessary for the execution of official duties, as well as government officials or employees 
who are off duty, and private property, may be conveyed in such vehicles without written 
approval having been obtained from the head of the department. 
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5.4 AUTHORITY TO USE A VEHICLE 

 
5.4.1 All movements must have a signed trip authority and supporting documents (memorandum/ 

invitation letter, itinerary, garaging form, and weekend authorisation) before the vehicle is 
moved. 

5.4.2 In normal circumstances a trip authority must be authorised by an official of  
Assistant director level or above, who is senior to the person travelling and is in their direct 
management line. 

5.4.3 In circumstances where this is not possible, alternate signatories must be identified locally. 
5.4.4 A faxed trip authority is not acceptable under any circumstances.  
5.4.5 No official or employee may drive a GOV vehicle unless he/she has been authorised 

to do so by an official of his/her department who has the necessary power to exercise 
such authority, and furthermore unless he/she is capable and properly licensed in 
terms of Regulation 239 of the Road Traffic Act (Act 29 of 1989), to drive the particular 
class of vehicle in which the vehicle under his/her control falls. Special attention is 
drawn to the fact that for certain types of vehicles a Professional Drivers Permit must 
be obtained. 

5.4.6 The Head of Department (or his delegate) who has the power to authorise an official 
or employee to drive, must satisfy himself/herself that any incompetence or doubtful 
ability on the part of such an official or employee is not of such a nature as to expose 
the State to risk.  

5.4.7 Where such official or employee must, of necessity, drive a GOV vehicle and it is 
considered necessary, he/she should be subjected to a retest by the authority 
concerned in terms of Regulation 79 (2) (d) of the Road Traffic Act. 

5.4.8 Drivers must exercise proper care in the use and handling of a GOV vehicle. 
5.4.9 Any evidence of neglect, rough handling or reckless driving must be reported to the 

Labour Section in order that appropriate action may be taken.  
 

6 ISSUING OF VEHICLES 
 

6.1.1 Trip Authority (ies) should be submitted to the transport section two (working) days before 
the intended trip. 

6.1.2 These will give the section enough time to make proper arrangements. 
6.1.3 Exemption will be granted under urgent or emergency situations.  
6.1.4 The section will not regard poor planning as part of urgent situation. 
6.1.5 All vehicles should be issued on the day of travel unless advance authority to park the 

vehicle at home has been obtained. 
6.1.6 The driver must carry his/her license and produce it for the transport officer upon request.  
6.1.7 The signed trip authority must be carried in the vehicle with a copy placed on the file at the 

transport office. 
6.1.8 The intended date of departure and return is to be recorded on the check list form and 

compared against the actual date of return. 
6.1.9 Continued late return of vehicles may lead to a refusal to allocate vehicles in the future. 
6.1.10 The transport officer will complete a check list form, recording the condition of the vehicle, 

quantity of fuel in the tank, log book and petrol card numbers. 
6.1.11 The driver and the transport officer will sign the check list. 
6.1.12 The driver then takes responsibility for the vehicle at that point. 
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6.1.13 The vehicle will be checked in using the same process. 
6.1.14 The driver must hand in all petrol/diesel/oil purchase slips to the transport officer for 

checking after each trip. 
 

7 TRIP AUTHORITY 
 

7.1.1 The driver must complete his/her portion of the trip authority by signing his/her name and 
also printing it. His/her ID number, persal number and telephone number must also be 
furnished. 

7.1.2 The trip authority must then be submitted to the supervisor, who must sign it and also furnish 
his/her name in print, rank and telephone number. 

7.1.3 The trip authority must then be submitted to the Head of the relevant office, who must sign it 
and also furnish his/her name in print, rank and telephone number. 

7.1.4 The driver must then fully execute the instructions on the trip authority. 
 

8 ITINERARIES 
 
8.1 It is necessary that itineraries be prepared in advance in consultation with the TO or the 

official or employee in charge of the GOV fleet. Such itineraries should be prepared with 
regard to the most suitable and cost effective mode of transport to be used. 

8.2 The user of the vehicle must carefully compile after trips, and on a daily basis, log-sheets 
and trip returns. 

8.3 The TO must compare the itineraries with the completed log-sheets with a view to 
determining liability for unnecessary trips. 

8.4 In those cases where it has been ascertained that the vehicle was used for a purpose other 
than that for which it had been required originally, the TO must report the matter to the 
Labour Section after conducting an investigation and obtaining the user's written comments 
on the matter. 
 

9 PARKING A VEHICLE OVERNIGHT 
 

9.1 In normal circumstances vehicles must be parked at Government premises (Head office, 
District offices and Circuit offices). 

9.2 The parking places should be lockable or with 24 hour security available. 
9.3 When the vehicle is away from its home base, the driver must use a steering or gear lock on 

the vehicle. 
9.4 Where secure facilities are not available, the vehicle should be parked at the nearest 

Government property. 
9.5 The driver of the vehicle is responsible for ensuring that the vehicle is parked as safely as 

circumstances permit. 
9.6 Permission may be given for a vehicle to be parked overnight at a home of an official if 

the following conditions are met: 
 
(a) the location has been visited or inspected by the transport officer and security is considered 
adequate, e.g. There is a garage or lockable gates and,  
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(b) 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, or  
(c) If the home of the individual is at a place between the office and their destination such that it 
is not sensible to come into the office (normally a journey saving of at least 25 km would be 
expected) 

9.7 A signed Garaging form to park a vehicle at home must be issued.  
9.8 The person responsible for signing trip authorities must sign it. It will normally be issued for 

each occasion. 
9.9 Whilst a vehicle is parked at home it may not be used for any private purposes.  
9.10 Private use of the vehicle whilst parked at home will lead to the withdrawal of the privilege 

and possible disciplinary action. 
 

9.11 CONVEYANCE OF LUGGAGE  
 

9.11.1 Official drivers and passengers may convey in government-owned vehicles such personal 
luggage as is required by them on the particular journey. 

9.11.2 The Department is not responsible or liable for losses of or damage to such luggage. 
9.11.3 The Government vehicle may not be overloaded. 

 
9.12 USE OF GOV VEHICLES OUTSIDE THE BORDERS OF SOUTH AFRICA 
 

9.12.1 Where it is necessary for a GOV vehicle to be used outside the said borders, the official 
concerned must first get approval from the Head of the department, to take a GOV vehicle 
across the said borders.  

9.12.2 The request must be done at least three weeks prior the trip. 
 

9.13 LOADS ON VEHICLES 
 

9.13.1 The load on any GOV vehicle may not exceed the maximum recommended by the 
manufacturer of the vehicle.  

9.13.2 The driver may be personally held liable for any punishment that may be imposed by any 
court with respect to the infringement of the Acts. 

9.13.3 If a load is transported on or in a vehicle care should be taken that it will be properly 
safeguarded at all times in order to prevent any potential damage or loss. 
 

9.14 PRIVATE USE PROHIBITED 
 

9.14.1 The use of GOV vehicles for purposes such as proceeding home for meals, making social 
calls, taking relatives for outings and making detours for private purposes is not permissible 
and is a violation of the Code of Conduct. 

9.14.2 The State expects every official or employee entrusted with the duty of operating or 
controlling GOV vehicles to ensure that such vehicles are not used irregularly or misused in 
any way. 
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10 LOG BOOKS, PETROL CARDS, VEHICLE KEYS, AND VEHICLE EQUIPMENT 

 
10.1 LOG BOOKS 
 

10.1.1 The driver takes responsibility for the logbook, keys and petrol card once the vehicle issue 
form has been signed until the vehicle has been returned to the transport officer at the end 
of the journey. 

10.1.2 All vehicle keys should be safely secured (preferably in a locked container) in the transport 
office when the vehicle is not in use. A spare set of all vehicle keys should be kept in a 
secure place, e.g. the office safe. 

10.1.3 The petrol card is to be treated as cash and the driver will be held responsible for the 
transactions that take place on it whilst it is in his/her possession. All fuel receipts must be 
kept and made available when the vehicle is returned to the transport officer. 

10.1.4 It is the responsibility of the driver to fill in the vehicle logbook legibly and accurately. The 
object and authority numbers must be filled in. It must be possible from the details given for 
a distance check to be carried out. 

10.1.5 Loose vehicle equipment, e.g. the spare wheel, toolkit, jack and any other extras will be 
checked at the time of issuing the vehicle and will remain the responsibility of the driver until 
such time as the vehicle is returned to the transport officer. 

10.1.6 Completion – Log-sheets must be completed in every detail, during or immediately after a 
trip, and disposed of by the official or employee using the departmental vehicle in 
accordance with the instructions issued with it. 

10.1.7 Safe custody – The local TO or the official using the vehicle must take the necessary care 
with regard to the safe custody of the logbook, keys and bankcard. 
 

10.2 CONTROL OVER BANKCARDS (PETROL/GAP) 
 

10.2.1 On receipt of the bankcard, the GG number must be compared with the registration number 
on the numberplate. The fuel card will not be accepted by a commercial service station for 
any services if the number on the fuel card does not correspond with the particulars of the 
vehicle. 

10.2.2 A fuel card is valid only for the vehicle for which it was issued 
10.2.3 Fuel cards must be kept in a lockable cabinet when not in use and must be checked daily by 

the TO or a person delegated by him. 
10.2.4 Fuel cards may under no circumstances be left with suppliers. 
10.2.5 Lost fuel cards must immediately be reported by telephone and in writing to the Transport 

section, GMT and within 24 hours to the service provider. 
10.2.6 In the event of any irregular use of fuel cards being identified or suspected, the matter must 

be reported without delay to GMT and the South African Police Service. An internal 
investigation must be initiated immediately. 
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10.6 ROADWORTHINESS OF VEHICLE 

 
10.6.1 The driver of a GOV vehicle must 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, the condition of the tyres and safety belts. In this regard certain types of vehicles 
such as trucks must be tested regularly for a Certificate of Fitness to be issued. 

10.6.2 Any defects discovered must receive immediate attention before they assume serious 
proportions or possibly cause resultant damage, such as where there is any indication of 
excessive engine heat or lack of oil pressure the engine must be switched off immediately 
and the vehicle must not be driven further under its own power until the matter has been 
rectified. In such a case the radiator cap must not be removed until the engine has cooled 
down, and depending on the possible cause or the circumstances water may be added only 
then, but only while the engine is idling. 

10.6.3 While a GOV vehicle is being driven, the driver must pay proper attention to the dash 
gauges and indicators, and immediately take appropriate action should anything untoward 
be noticed, for the prevention of damage or further damage to the vehicle or its components. 

 
10.7 PRIVATELY OWNED MOTOR TRANSPORT 

 
10.8.1 The head of department may authorise the use of privately owned motor transport on 

official duty, where it is cost-effective to do so.  
10.8.2 The distance allowance payable is as determined by the National Department of 

Transport and approved by the relevant Treasury components 
 

11 SAFE DRIVING 
 

11.8 TRAFFIC REGULATIONS 
 
11.8.1 Traffic and any other regulations applicable to users of the road must be strictly 

observed at all times. 
11.8.2 Where these rules are not observed, the State will not pay any penalties imposed. 

(including Traffic fines) 
 

11.9 SPEED LIMITS 
 

The applicable speed limit must not be exceeded at any time.  
 

11.10 RULES OF THE ROAD 
 

Users of a GOV vehicle must obey the rules of the road at all times 
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12 SAFE CUSTODY OF GOVERNMENT-OWNED VEHICLES AND OTHER STATE 

PROPERTY 
 

12.1 Officials in charge of GOV vehicles must ensure that vehicles are adequately garaged or  
parked and must at all times take all reasonable steps to safeguard vehicles, including 
accessories and tools, against theft, irregular use, damage and fire.  

12.2 Under no circumstances may articles or documents, whether State or private property, be  
left on or under the seats, on the floor or in the glove box of a vehicle used on official duty 
while such vehicle is parked and left unguarded.  

12.3 If such articles or documents must of necessity be left in the vehicle, they must be locked  
away in the boot or in an enclosed area. When, on account of their mass and/or size, it is 
impracticable to move articles to the boot of the vehicle or where special heavy vehicles are 
carrying large consignments of State property, the driver or other responsible official must 
take all possible and practical precautions for the safeguarding of such State property before 
he/she necessarily absents himself temporarily from the vehicle.  

12.4 Responsible officials or employees will be held liable for any loss to the State caused  
through non-observance of this paragraph. 

 
13 CO-OPERATION OF OFFICIALS AND EMPLOYEES TO PROMOTE EFFICIENCY IN THE 

OPERATION OF GOVERNMENT-OWNED VEHICLES 
 

13.1 Without the full co-operation of all concerned the State's transport operation cannot function  
efficiently, and officials and employees using motor vehicles are therefore earnestly 
requested to display at all times the same interest in GOV vehicles, which they would have 
displayed, had those vehicles been their own. 

13.1.1 Inspections: All GOV vehicles’ are subject to inspection by duly authorised officials to 
ensure that departments maintain their transport in a proper state of repair and efficiency 
and that the required instructions are complied with. 

13.1.2 Use of green ink and green pencils: As the use of writing material of this colour is 
confined exclusively to the Office of the Auditor-General, it would be appreciated if officials 
or employees refrain from using such ink and pencils when completing any documents in 
connection with the use and maintenance of GOV vehicles. 

13.1.3 Instructions: Non-compliance with standing instructions contained in this annexure, as well 
as any instructions issued by heads of departments or appearing on forms or in books used 
in connection with official travelling and transport, will render the offending officials liable to 
disciplinary action and, in certain cases, to making good any loss which the State may 
suffer. 
 

14 IGNITION AND DOOR LOCK KEYS OF GOVERNMENT-OWNED MOTOR  VEHICLES 
 

14.1 Safe custody of keys 
 

Local TO’s and all officials or employees in charge of vehicles must ensure at all times that the 
ignition, door lock and any other keys of the vehicles being used are suitably safeguarded against 
loss or theft.  
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14.2 Any duplicate keys in their possession must be kept separate from the keys in use, must 

also be kept in a safe place. 
 

15 ACCIDENTS 
 
The following procedure must be followed in the event of a GOV vehicle being involved in 
an accident, no matter how trivial and irrespective of whether or not any person or animal 
or property or another vehicle is involved: 
 

15.1 Call a police or traffic officer if possible or, if no such officer is available, report the  
accident as soon as possible, but within 24 hours, to a police station or a police or  
traffic officer and furnish full particulars. 

15.2 If requested to do so, supply the name and address of the driver of the GOV vehicle  
and the number of the vehicle to any other person having reasonable grounds for  
requesting the information. 

15.3 In no circumstances must liability be admitted to any person at all or at any time, or 
any payment offered or made to a third party. 

15.4 In the event of any third party admitting liability, endeavours must be made to  
obtain a written statement from him/her to that effect. 

15.5 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  
called to the scene of the accident with the least possible delay, and every assistance must  
be rendered to him/her in ensuring that the suspected person be examined by a doctor  
as soon as possible. 
 

15.6 At least the following particulars, which are required for completing the Z181 accident  
report form, must be obtained as soon as possible, preferably at the scene of the  
accident: 
 

15.6.1 The registration number makes and type of the other vehicle(s). 
15.6.2 The name, address, ID number, and home and work telephone number of the driver(s) and 

the owner(s) of the other vehicle(s). 
15.6.3 The name of the insurance company/broker with respect to the other vehicle(s). 
15.6.4 Whether the driver acted in his/her own interests or in the interests of the owner of the 

vehicle. 
15.6.5 The nature and extent of the damage caused to the other vehicle(s) in this particular 

accident only. 
15.6.6 The name, address, ID number, home and work telephone number and estimated age of 

any passengers and/or pedestrian(s) involved in the accident and of any person(s) killed or 
injured, as well as the nature and extent of injuries. 

15.6.7 A description of animals and fixed objects involved in the accident and the name and 
address of the owner, in the case of animals, and also the name and estimated age of any 
herdsman(men) who tended or drove the animals, as well as the nature and extent of 
injuries and damage. 

15.6.8 The name, address, ID number, and home and work telephone number of every witness, 
including the occupants of the other vehicle(s) concerned. 
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15.6.9 Measurements for the preparation of a sketch of the scene of the accident. 
15.6.10 Whether or not the road was fenced in on either sides or one side only. 
 
16 REPORTING AN ACCIDENT (OTHER THAN TO THE POLICE) 

 
16.1 The driver of the GOV vehicle must make a suitable endorsement in the log-book of  

the vehicle and must without delay complete those portions of the Z181-accident report form 
for which he is responsible and must send the report, together with statements by witnesses  
and other supporting documents, in duplicate in the case of both pool vehicle, permanently 
allocated vehicles and departmental vehicles, to his/her local transport officer. 

16.2 Supplies of the Z181- accident report form can be obtained from the Government Printer  
or from GMT. Officials are encouraged to keep a form available for immediate completion in 
the event of an accident. 
 

16.3 LEGAL PROCEEDINGS 
 

16.3.1 Should the driver of a GOV vehicle be required to appear at an autopsy or inquiry, or  
should any criminal or civil proceedings be instituted against him/her, he/she must 
immediately submit the summons, subpoena or notification to appear served upon him/her 
to his/her local TO, in order that the State Attorney may be consulted in the matter.  
 

16.4 THIRD-PARTY CLAIMS RECEIVED 
 

16.4.1 Third-party claims received must immediately be handled in terms of Treasury Instruction 
and be submitted, in the case where a government vehicle was involved in the accident, to 
the relevant authority, or where a departmental vehicle was involved, to the Transport 
Officer. 

16.4.2 If receipt of the claim is acknowledged, it must be stated clearly in the letter of 
acknowledgement that it is being done without prejudice and that the claim is receiving 
attention.  

16.4.3 The letter must contain no statement or admission that could possibly prejudice the State's 
case. 
 

17 DAMAGE, LOSSES, DEFICIENCIES AND THEFT 
 
17.1 An official or employee who takes over a GOV vehicle must ensure that any damage or  

deficiency is immediately, in writing, brought to the attention of the TO who must determine  
responsibility for the loss in the case. 

17.2 The vehicle is the responsibility of the user department and such department will be held  
liable for any accident damage or loss not reported to GMT beforehand. 

17.3 Damage, losses, deficiencies and thefts must be reported. 
17.4 Where incidents of damage, loss, deficiency and theft occur, the official operating the GOV  

vehicle must immediately report the incident to his/her transport officer, who in turn must  
notify the police within 24 hours and his/her head office and GMT without delay. 

17.5 Where an official returns a pool vehicle to GMT he must report any damage, loss, deficiency  
or theft which has not yet been brought to notice.  
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17.6 The TO therefore have to ensure that all cases are properly investigated by obtaining all  

particulars, statements, etc. 
17.7 Where incidents of damage, loss, deficiency and theft occur while a vehicle is on tour the  

official concerned must report the incident to the nearest police station within 24 hours and 
on his return to his headquarters without delay to his/her TO, who in turn must notify the 
head office immediately. 

17.8 Where the official or employee returns a pool vehicle directly to GMT on his return, he must  
immediately also report the incident to GMT.  

17.9 In the event of a bank card for the procurement of supplies and services being lost or stolen,  
the official concerned, in the event of it not being possible to immediately deliver his/her 
written report to his/her TO by hand, must notify that officer of the loss or theft, stating the 
number of the vehicle and the number of the bank card.  

17.10 The TO in turn must immediately notify his/her head office, and in the case of a pool vehicle  
also the relevant authority, of the particulars, who will cancel said card immediately. 

 
17.11 RESTITUTION 
 
17.11.1 If criminal proceedings are instituted against any person other than the official driver of the 

departmental vehicle or against any other official in connection with the loss, theft, damage 
or misuse of the vehicle or its parts or accessories, the driver of the vehicle concerned or a 
responsible official of his department must consult the public prosecutor, if time does not 
permit a consultation with the State Attorney, concerning the possibility of applying to the 
court for restitution in respect of any loss suffered by the State.  

 
18 DISPLAY OF REGISTRATION PLATES, ETC. ON GOVERNMENT-OWNED VEHICLES 

 
18.1 Except for the usual registration number plates, other approved plates or marks to indicate  

government ownership or the use of the vehicle by a department, the manufacturer's 
mascots and name and model inscriptions and clearance tokens, no marks, special or 
private insignia, mascots, stickers or advertising material may be displayed on any GOV 
vehicle without the approval of the head of Department. 
 

19 IRREGULAR, IMPROPER AND UNAUTHORISED USE OF GOVERNMENT-OWNED MOTOR 
TRANSPORT 
 

19.1 ACTION TO BE TAKEN 
 

If GOV vehicles are used irregularly, driven recklessly, neglected or misused, the matter must be 
viewed in a serious light and disciplinary action against the offending official should be 
considered, apart from any proceedings which may be instituted in terms of the Road Traffic Act. 
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19.2 LIABILITY 

 
Where GOV vehicles are used without authority, the official concerned will be held liable for:  

 

 the cost of the distance covered, incorporating drivers tariffs where applicable; and 

 where the vehicle was involved in an accident, the cost of repairing any damage sustained 
by the vehicle and the amount expended in settling third-party claims arising out of the 
accident. 

 
20 SUSPENSION OF OFFICIALS FROM DRIVING GOVERNMENT-OWNED VEHICLES 

 
20.1 In the event of a GOV vehicle being or having been subjected to flagrant misuse or irregular  

use; or 
20.2 Where positive proof exists that an official is or was guilty of reckless or wilful conduct whilst  

driving a GOV vehicle or such vehicle was involved in an accident while being so driven; or 
20.3 Where the driver of a GOV vehicle has been found guilty of driving such vehicle while under  

the influence of intoxicating liquor or narcotic drugs; or 
20.4 While the concentration of alcohol in his/her blood was not less than that prescribed by  

legislation; such official must immediately be suspended from driving a GOV vehicle until 
such time as the head of the relevant department has decided, in consultation with the 
Provincial Head of Transport, to permit him to resume driving such vehicles. 

20.5 The Government Motor Transport division must be notified of all suspensions and lifting of  
suspensions to prevent the suspended driver from obtaining a pool vehicle.  

 
21 FUEL AND OIL 

 
21.1 Only petrol/diesel/oil prescribed by the manufacturer of a vehicle must be used in GOV  

vehicles. 
 

21.2  FUEL IN SEPARATE CONTAINERS 
 

In view of the fire hazard and the risk of theft, the transporting of additional amounts of fuel in 
separate containers is prohibited.  

 
21.3 Fuel saving important factors 

 
21.3.1 In order to facilitate control over fuel consumption by means of the bankcard, fuel tanks of 

vehicles should always be filled to the maximum capacity of the tank without overfilling the 
tank.  

21.3.2 When driving a vehicle, the appropriate gear must always be selected, with due regard to 
road conditions. 
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21.3.3 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 regards to the speed limits applicable at 
different localities. 
 

22 BATTERIES, TYRES, TUBES AND ESSENTIAL TOOLS 
 

22.1 A BATTERY 
 

22.1.1 The battery being replaced must be handed in to the supplier in part-payment for the new 
battery, and an invoice must be given.  

22.1.2 Where such unserviceable battery is still under guarantee, such guarantee must be returned 
to the supplier who issued it, for replacement free of charge. In the case of a departmental 
vehicle, the unserviceable battery must be disposed of in the way prescribed by the 
department concerned. 
 

22.2 A TYRE 
 

22.2.1 The unserviceable tyre must be disposed of as prescribed in paragraph 29.1.1, with the new 
tyre procured only from specialist tyre dealers. 
 

22.3 A JACK 
 

22.3.1 The unserviceable jack must be replaced according to the procedures. 
 
23 SERVICING OF GOVERNMENT-OWNED VEHICLES 

 
23.1 Invoices 

 
23.1.1 The local transport officer or the official in charge of the GOV vehicle must request the agent  

concerned who represents the particular make of vehicle or the commercial garage or the 
person from whom the services or the supplies were obtained, to specify all charges and 
details of services rendered and of spares, materials, accessories, etc. supplied, as well as 
any discounts allowed. 

23.1.2 All GOV vehicles must be serviced in accordance with the policy and specifications 
prescribed by the manufacturers concerned.  

23.1.3 Local TO and the officials in charge of these vehicles are responsible for ensuring that the 
arrangements set out below are complied with strictly. 
 

23.1.4 For the necessary servicing, repairs and attention, GOV vehicles must be taken to: 
 

23.1.4.1  the local agent for the make of vehicle concerned, or 
23.1.4.2  in the absence of a local dealer, to a reliable commercial garage registered with the 

financial institution as a dealer. 
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24 ADJUSTMENTS AND REPAIRS 

 
24.1 When the official in charge of the vehicle hands the vehicle over for servicing, he/she must  

report any adjustments or repairs which he/she considers to be necessary to the agent for 
the particular vehicle or other reliable commercial garage, as the case may be. 

24.2 Where use is made of the services of the agent or other commercial garage, the official must  
request that any defect(s) discovered during the servicing first be brought to his/her notice 
before the financial institution is approached for authorisation. 

24.3 If necessary, the official must first approach GMT for instructions. 
 

25 SERVICING INTERVALS 
 

25.1 Officials and employees in charge of GOV’s must ensure that the vehicles are serviced as  
set out in the servicing coupon booklet supplied with the vehicles. 

25.2 In the case of uncertainty, GMT must be consulted. In exceptional circumstances because of  
weather or road or other abnormal conditions, it may be necessary to service vehicles more 
frequently than is normally required. 

 
26 TIMEOUS ARRANGEMENTS 

 
26.1 When a vehicle requires to be serviced, the official in charge of the vehicle must always try  

to arrange a specific time and date for delivery of the vehicle with the person who will be 
doing the service, in order to avoid delays. 

 
27 REPAIRS AND REPLACEMENT OF SPARE PARTS AND ACCESSORIES 

 
27.1 Responsibility 

 
27.1.1 The local TO or the official in charge of a GOV is responsible for ensuring that the required 

repairs and replacements are carried out in time.  
 

27.2 Repairs other than accident repairs 
 

27.2.1 Where a GOV vehicle, requires repairs and replacements as a result of fair wear and tear, 
damage, losses, deficiencies and thefts, (excluding damage, losses or deficiencies arising 
out of accidents) the TO will phone First auto for authorization and also submit the relevant 
documents to GMT. 

 
27.3 Spare parts and accessories  

 
27.3.1 All spare parts and accessories that are essential for the roadworthiness, operation and 

maintenance of a GOV vehicle must be obtained from the local agent for the particular make 
of vehicle, or where there is no agent, from a reliable local commercial garage. 

27.3.2 Where the spare parts and accessories are not available, the local agent, if any, must be 
requested to obtain them without delay  
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27.4 Accident repairs 

 
27.4.1 Where repairs arising from accidents are involved, written quotations in addition to the 

estimated costs of repair must be invited in consultation with GMT. 
 

28 TRANSFER OF GOVERNMENT-OWNED MOTOR VEHICLES 
 

28.1 A GOV vehicle may under no circumstances be transferred from one department to another  
without the authority of the head of the department. 

 
29 FITTING ADDITIONAL EQUIPMENT TO GOVERNMENT-OWNED MOTOR VEHICLES 

 
Additional equipment may be fitted to a GOV vehicle only subject to the following conditions: 
 

29.1 The head office of the department/directorate must request authority from GMT. 
29.2 The fitting of equipment must be done in consultation with GMT. 
29.3 No alterations may be made other than is necessary in order to facilitate the fitting of the  

equipment to the vehicle. 
 
30 REVIEW OF POLICY 

 
This policy will be reviewed whenever the need arises and any review thereof is the 
responsibility of the Executive Management of the Department in consultation of the 
transport section. 

 
31 CONTRAVENTIONS 

 
32 Any person who contravenes or fails to comply with any provision of this policy may be 

subjected to a disciplinary action. 
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33 APPROVALS 

 
The approval of the applications for Transport Policy lies with:  
 

33.1 The Executing Authority or his / her delegates in the case of employees appointed in terms  
of the Public Service Act; 

33.2 The Head of Department or his / her delegates for employees appointed in terms of the  
Employment of Educators Act; 

 
 
Singed by the Head Of The Department 


