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Dear Chris,
 
Thank you for your email of 12 August 2015 requesting information about use of council
 vehicles by Council Staff.
 
Your request has been considered under the provisions of LGOIMA and the following
 response is provided.
 
I have repeated your questions and used your numbering to give context to our
 response.
 
1.         A copy of any report, memo, email or other documentation, whether by council or

 outside party to council, discussing any concerns with and/or changes to the use
 of council cars by council staff since the start of 2014.
 

DCC Response
The length of time for responding to this part of your request has been extended for 20
 working days pursuant to section 14(1)(a) of LGOIMA as the request necessitates a
 search through a large quantity of information and meeting the original time frame
 would unreasonably interfere with the operations of the Dunedin City Council.

 
2.         A copy of any relevant policy that governed vehicle use at the time.
 
DCC Response
Section 13 of the Dunedin City Council Health and Safety Manual Safe Driving and Fleet
 Management Procedures was created in September 2011.   Minor amendments were
 made to Section 13 in October 2014.  A copy of the original and the updated Section 13
 are attached.  Please note that the phone contact details for the Citifleet/Team Leader
 have been withheld on grounds of privacy pursuant to section 7(2)(a) of LGOIMA.

 
3.          An outline of implemented or proposed changes to this introduced since 2014,

 and an explanation of the reason why, and/or any available reports, memos,
 emails or other documents that details this.

DCC Response
Section 13 of the Health and Safety Manual is currently being reviewed by the Dunedin
 City Council.  Upon completion, a copy will be forwarded to you. 
 
As we have withheld some information you have the right pursuant to section 27 of
 LGOIMA to have our decision reviewed by the Office of the Ombudsman.
 
You have a further right of review pursuant to section 27(3) of LGOIMA as the length of
 time for response to question 1 of your request has been extended.
Yours sincerely
 
 
 
Grace Ockwell
Governance Support Officer
Civic and Legal
 
Dunedin City Council

mailto:chris.morris@odt.co.nz
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DUNEDIN CITY COUNCIL HEALTH AND SAFETY MANUAL 


 
Section   13 SAFE DRIVING AND FLEET MANAGEMENT PROCEDURES 


 


13.1 Introduction  


13.2 Policy Statement and DCC Safe Driving Code  


13.3 Scope  


13.4 Responsibilities  


 13.4.1 Citifleet 


 13.4.2 Users of DCC Vehicles 


 13.4.3 Departments Using DCC Vehicles 


13.5 Requirements  


 13.5.1 Rights of Usage 


  13.5.1.1 Employees 


  13.5.1.2 Non Employees 


  13.5.1.3 Use Outside of the Dunedin Area 


  13.5.1.4 Overnight Use 


  13.5.1.5 Private Use 


  13.5.1.6 Use of Private Vehicles on Council Business 


  13.5.1.7 Unauthorised Use of Vehicles 


13.6 Accidents and Untoward Events  


 13.6.1 Vehicle Accidents  


  13.6.1.1 Crash Procedures 


 13.6.2 Infringement Notices and Offences 


  13.6.2.1 Traffic Infringements 


  13.6.2.2 Serious Breaches of Conduct 


  13.6.2.3 Parking Offences 


 13.6.3 Punctures 


13.7 Vehicle Safety  


 13.7.1 Maintenance 


  13.7.1.1 Certificates and Warrants 


  13.7.1.2 Tyres 


  13.7.1.3 Brakes 


  13.7.1.4 Safety Belts 


  13.7.1.5 Airbags 


  13.7.1.6 Exhaust 


  13.7.1.7 Load Safety 


 13.7.2 Fault Finding 


  13.7.2.1 User Identifying Problem 


  13.7.2.2 Fleet Operations Officer Identifying Problem 


 13.7.3 Selection of Vehicles 
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 13.7.4 Safety Equipment 
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  13.7.5.1 Forklifts 


  13.7.5.2 Trucks 


  13.7.5.3 Vans and Station Wagons 


13.8 Driver Safety  


 13.8.1 Fatigue 


 13.8.2 Medical Conditions 


 13.8.3 Personal Protective Equipment – Motor Cycles 


  13.8.3.1 Helmet Safety Standards 


  13.8.3.2 Jackets 


  13.8.3.3 Gloves 
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DUNEDIN CITY COUNCIL SAFE DRIVING AND FLEET MANAGEMENT 


PROCEDURES 


13.1 Introduction 


Council believes that safe driving is an important Health and Safety issue and these procedures 


have been developed to protect staff.   


 


These procedures include:  


 DCC Safe Driving Code 


 the responsibilities of management and staff 


 steps to keep vehicles safe 


 information on vehicle safety features 


 options for driver training. 


 


These procedures provide a description of all identified safety issues in relation to both the 


vehicles controlled by Citifleet and the expectations of users of these vehicles. 


 


13.2 Policy Statement and DCC Safe Driving Code 


DCC Safe Driving Policy 


Safe driving is a responsibility of all management and staff.  This document outlines the Council’s 


policies and procedures to ensure safe use of Council vehicles.  Safe driving is part of our safety 


culture and an integral part of our overall Health and Safety Management System.  


    


In accordance with the Health and Safety in Employment Amendment Act 2002, it is to 


be noted that "Place of work" means a place (whether or not within or forming part of 


a building structure, or vehicle).  This amendment to the act highlights the need to be 


aware that while in a DCC vehicle or a private vehicle for DCC use, the vehicle is 


constituted as a place of work and thus the procedures outlined in this document must 


be followed at all times. 


 


The Safe Driving and Fleet Management Procedures outline responsibilities for Citifleet, for 


departments using Council vehicles and responsibilities for all staff who use those vehicles.  


These procedures have been developed by Citifleet and each department using Council vehicles 


must ensure that the requirements of these procedures are met. 


 


Key issues are: 


 Driving under the influence of alcohol or drugs is not acceptable 


 Safety belts must be worn 


 All drivers must have the appropriate licence for the class of vehicle driven 


 Drivers should not use vehicles if they are excessively fatigued. 


 Road rules to be followed at all times 


 


  All drivers are expected to abide by the Dunedin City Council Safe Driving Code: 


 


DUNEDIN CITY COUNCIL SAFE DRIVING CODE 
 


1 All drivers of Council vehicles must hold a current, appropriate class of driver licence and 


carry it with them while driving. 
 


2 The Road Code (copies available from Community Road Safety Advisor) must be 


observed and vehicles must be driven in a responsible manner at all times.  Drivers must 
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be conscious of road safety and demonstrate safe driving and other good road safety 


habits when driving on company business.  Drivers should avoid aggressive road 


behaviour, and be responsible and accountable for their actions.   


 


3 Speed limits must be observed. 


 


4 Drivers and all passengers must wear safety belts at all times vehicles are in motion. 


 


5 Driving any DCC vehicle while under the influence of alcohol, illegal or sedative drugs is 


forbidden. 


 


6 Drivers should adjust to traffic and road conditions when driving.  Also assess hazards 


while driving and anticipate ‘what if’ scenarios. 


 


7 Drivers of Council vehicles will observe the requirement to slow and stop for orange 


traffic lights at intersections as a matter of course. 


 


8 Drivers may use cell phones in vehicles only when the vehicle is parked and hand brake 


applied. 


 


9 In daytime, on days with low light levels it is recommended vehicles should be driven 


with their headlights on low beam. 


 


10 Any maintenance needs, or damage incurred while a vehicle is in the driver’s care, must 


be reported to Citifleet as soon as possible 


 


11 Drivers who have had three crashes will undergo an Assessment Course carried out by an 


LTNZ Approved driving instructor. 


 


12 Vehicles will be used in accordance with the provisions for vehicle use in the Safe Driving 


and Fleet Management Procedures. 


 


13.3 Scope 


These procedures related to all vehicles managed by Citifleet.  This includes both Car Pool 


vehicles and vehicles hired by DCC Departments.  The range of vehicles includes: 


 


 Cars 


 vans 


 minibus 


 utes 


 trucks 


 motorbikes 


 scooters 


 tractors 


 fork lifts 


 trailers 


 push bikes 


 various farm machinery 


 


The first part of this procedure deals with issues common to all types of vehicle, while 


section 7.5 deals with Specific Requirements for Specialised Vehicles. 


 


The expectations for the drivers of Citifleet vehicles apply to all persons using those 


vehicles at all times DCC vehicles are being used. 
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13.4 Responsibilities 


13.4.1 Citifleet 


 Citifleet is responsible for the management of all vehicles owned by the Dunedin 


City Council.  This responsibility includes 


 


 Purchasing vehicles that are the safe and most suited to the task. 


 Providing staff with appropriate vehicles which are in a safe condition 


 Ensuring all vehicles meet legal requirements 


 Providing appropriate First Aid equipment in all vehicles 


 Ensuring the appropriate maintenance is performed for all vehicles used by 


staff. 


 Vehicles hired to departments on a monthly or ongoing basis must be used and 


cared for in accordance with the hire arrangements established by Citifleet. 


 


13.4.2 Users of DCC Vehicles 


All users of Citifleet vehicles have a responsibility to: 


 Maintain vehicle log books accurately 


 Ensure WOF, COF and RUC are current 


 Report any crashes involving another vehicle or an object immediately, or as 


soon as possible after the event, to your Manager, Citifleet and the Financial 


Controller. This is for insurance purposes. 


 Report any problems with vehicles as soon as possible to Citifleet.  Any 


damage, minor or major, must be reported to Citifleet immediately.  The 


driver will ensure the Financial Controller is informed.  


 Comply with all requirements of the Road Code and the DCC Safe Driving 


Code 


 Ensure they hold a current driving licence with the appropriate endorsement 


for the class of DCC vehicle driven. 


 Immediately notify their supervisor/manager and Citifleet team leader if their 


driver licence has been suspended, or cancelled, or has had limitations placed 


on it.  Any speeding ticket or vehicle damage must also be reported 


immediately. 


 Report any medical condition, prescribed or other medication, which will 


prohibit or limit their driving ability to their Activity Manager. 


 Drive in a safe and courteous law abiding manner and in accordance with the 


requirements set out in the DCC Safe Driving Code. 


 Do not drive under the influence of or illegal or sedative drugs 


 Attend driver training where applicable 
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All users of Citifleet vehicles are reminded that they have a legal duty1 to work in 


a safe manner and to ensure that no action or inaction on their part causes harm 


to any other person.   


 


13.4.3 Departments Using DCC Vehicles 


Departments have a responsibility to: 


 


 Ensure employees are aware of requirements for driving Council vehicles 


 Ensure all department employees using DCC vehicles have a current driver 


licence appropriate for the class of vehicle driven. 


 


13.5 Requirements 


 


13.5.1 Rights of Usage 


 13.5.1.1  Employees 


 Council staff may use Citifleet vehicles provided that they have 


met the following criteria: 


 


  i) Provided evidence of a current valid licence for the class of 


vehicle driven.  This is normally provided to Human 


Resources at the time of employment. 


 ii) They have no medical impairment to driving. 


 


 13.5.1.2  Non Employees 


 Persons who are not employees of Council may under certain 


circumstances be authorised to use a Citifleet vehicle.  This is 


generally a consultant or contractor to Council.  This must be 


arranged with the team leader, Citifleet.  


 


 13.5.1.3  Use outside of the Dunedin Area 


 The use of a Car Pool vehicle outside of the Dunedin area must be 


authorised by the team leader, Citifleet and approved by the 


individual’s manager. 


 


 13.5.1.4  Overnight Use 


 Council vehicles may be taken home under the following 


arrangements: 


 


 i) Where it is part of an employee’s contract of employment. 


ii) The employee is carrying out some approved work in the 


evening or weekend on behalf of Council. 


iii) The employee is on call or on standby. 


iv) The employee’s supervisor considers that it is operationally 


helpful to have the employee go direct from home to a job. 


 


For clarification, authorised use as indicated above means that: 


 


i) Authorisations under iv above should be recorded in writing 


and held on employees’ personal files. 


 


ii) “Standby” and “callout” are as set out in relevant 


employment contracts. 


 


                                                 
1 Health and Safety in Employment Amendment Act 2002 s.19(a) Duties of employees 







13-7 


DCC Health & Safety Manual, Section 13   Date of Issue: May 2013 


Issued By: DCC Executive Management Team  Version: Three 


iii) Vehicles must not be used to transport family members or 


other third parties at any time, (except as provided in v 


below) unless a clear issue of personal safety arises. 


 


iv) Staff on a callout list who take a vehicle home may only use 


those vehicles for travelling between work and home and to 


and from the callout. 


 


v) Employees are permitted to visit the homes of family and 


friends and convey family members in the work vehicle, 


provided this is authorised by their overseer/supervisor and 


does not compromise any requirement for an immediate 


response.  No other non-work use of the vehicle is 


allowed.  “Family” shall have the same meaning as for 


domestic leave. 


 


(In times gone by, employees on immediate response 


standby had to remain close to their home telephones when 


rostered on such duty.  The introduction of pagers has given 


staff more freedom of movement while on standby but does 


not constitute authorisation for use of Council vehicles.) 


 


vi) Vehicles must be driven between home and work by the most 


direct route.  Short stops to undertake personal messages 


may be made, as long as there is no deviation from the 


normal, most direct route. 


 


vii) Vehicles which are taken home must be parked off the street, 


wherever possible. 


 


  viii) Vehicle log books must be accurately maintained. 


 


 13.5.1.5  Private Use 


 Only a very few members of staff have authorisation to use Council 


vehicles for private or personal purposes, through individual 


remuneration and contractual arrangements.  All other employees 


are subject to Council policy relating to the use of Council vehicles.  


 


 Using a vehicle between home and work is available to 


Managers where provided for in employment contracts.  Managers 


will usually be provided with an unmarked car and its use is limited 


to travel between work and home. Specific conditions may apply. 


 


 Limited Private Usage is available to CMT Managers whose 


employment contracts provide for this.  An unmarked vehicle will 


be provided for use within the city boundaries.  The General 


Manager must grant permission for travel outside of this area. A 


full log book must be maintained in a format determined by the 


team leader, Citifleet.  Limited private use applies only to the 


specific CMT Manager and does not permit usage by family 


members and others.  All such vehicles remain part of the Car Pool 


and if the Manager is not at work on any day the vehicle must 


remain in the Car Pool.  Specific conditions may apply. 


 


 13.5.1.6  Use of Private Vehicles on Council Business 


Approval for the use of a private car for Council business is subject 


to prior   approval under the one-up rule.  This approval will only 


be given if the vehicle has a current warrant of fitness and 


registration.  If prior approval is given the vehicle will be covered 


by Council’s Insurance Policy. 
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 13.6.1.1 Crash Procedures 


Immediately stop your vehicle at the scene or as close to it as possible, 


making sure you are not obstructing traffic 


Ensure your own safety first  


Help any injured people and call for assistance if needed 


    


Try to get the following information: 


Details of the other vehicle(s) and registration number(s) 


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


Name and address of any witnesses 


Name of insurer(s) 


    


Give the following information: 


Your name and address and company details 


If you damage another vehicle that is unattended, leave a note on the 


vehicle with your contact details 


    


Contact the Police: 


If there are injuries 


If there is a disagreement over the cause of the crash 


If you damage property other than your own 


    


Follow Up: 


If there is an injury, or major damage, report the crash to your manager 


as soon as you can.  Otherwise report the crash immediately. 


 


13.6.2 Infringement Notices and Offences 


All drivers of Citifleet vehicles are responsible for all infringement notices and 


offences relating to a vehicle, which is in their control. 


 


 13.6.2.1  Traffic Infringements 


The driver must report all offences and infringements to the team 


leader, Citifleet. In particular any offence involving driving under 


the influence of alcohol or drugs which is considered serious 


misconduct and must be reported immediately.  Any offence 


involving dangerous or reckless driving must also be reported 


immediately to the team leader, Citifleet. 


 


 13.6.2.2  Serious Misconduct 


The following actions in company vehicles will be investigated as 


“Serious Misconduct”: 


 Drinking or being under the influence of drugs while driving 


 Driving while disqualified, or not correctly licensed 


 Reckless or dangerous driving causing death or injury 


 Failing to stop after a crash 


 Demerit points suspension 


 Any actions which warrant suspension of a licence 


 Speeding Offences 


 


 13.6.2.3  Parking Offences 


All staff are subject to the parking regulations the same as the 


general public when using a council vehicle.  


 


Council vehicles undertaking essential services work eg burst water 


main are automatically accorded dispensation, under the traffic 


regulations 1976. 
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All damaged or worn-out safety belts will be replaced. The fittings 


on safety belts can also be damaged and belts with damaged 


fittings should also be replaced. 


 


 13.7.1.5  Airbags  


In vehicles where airbags are fitted, it must be remembered that 


they are not a substitute for safety belts.  . In many vehicles the 


airbag will only inflate in a crash severe enough to threaten people 


with safety belts on.  


 


An airbag is a gas-filled cushion stored in the steering wheel hub or 


dashboard that inflates very rapidly in a frontal crash. It is 


designed to reduce injuries by preventing the occupant's head 


from hitting the steering wheel, the top of the windscreen, or the 


dashboard. 


 


Airbags can cause injuries. The injuries are normally minor when 


compared to those that could be received in a crash.  If a car has 


airbags, to ensure they provide the maximum protection possible: 


 make sure there is nothing between the airbag cover and 


you  


 sit as far back from the dashboard as possible but the 


driver must make sure he/she can reach all the controls so 
they can drive safely  


 follow the instructions on the airbag warning labels in the 


car  


 do not cross arms in front of the steering wheel. If an arm 


is across the airbag when it inflates, it will project the arm 


into the face at high speed and could cause serious injuries. 


 


 13.7.1.6  Exhaust 


The exhaust of a poorly maintained vehicle can contain carbon 


monoxide concentrations of up to 10 per cent. Carbon monoxide 


(CO) is a poisonous gas, potentially lethal even in low 


concentrations and is undetectable to the senses.  


 


Although the CO concentrations in the exhaust of a modern, 


emission controlled vehicle will be very low, even at concentrations 


of less than 0.1 per cent, lethal saturation of the blood can occur in 


just a few hours.  


 


In a vehicle with missing or defective door, boot or tailgate seals, 


exhaust leakage can enter the passenger compartment where 


carbon monoxide can build up in dangerous concentrations and 


poison those inside. Station wagons, hatchbacks and vans are 


especially prone to inwards exhaust leakage, but saloon cars aren't 


immune either. Any exhaust odour noticed while driving should be 


regarded as hazardous and reported to Citifleet as soon as 


possible.   


 


An assessment of the exhaust system is part of the maintenance 


check performed by Citifleet.  


 


 13.7.1.7  Load Safety 


Proper load restraint is an important safety feature, especially if 
the vehicle is often heavily laden with parcels, equipment or 


baggage. Objects carried in vehicles can cause serious injuries in a 


crash if they aren't properly restrained.   
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A Standards approved barrier must be used in all sedans and 


hatchback if equipment is being carried in the back seat. 


 


13.7.2  Fault Finding 


  13.7.2.1 User Identifying Problem 


A Fault Reporting Sheet (See Appendix 1) will be kept in the 


glove box of each vehicle. Upon identifying any fault in the vehicle 


being used, the staff member is to complete this and hand it to a 


Fleet Operations Officer.  The Fleet Operations Officer will then 


assess that fault and make a decision as to: 


 


a) The fault is of a minor nature and does not affect the safety 


of the vehicle.  In this case, the fault will be recorded and 


corrected as soon as convenient; 


or 


 


b) The fault means that the vehicle is unsafe to use and the 


fault must be corrected prior to the vehicle being used 


again.  In this case the Fleet Operations Officer will put a 


Danger Tag on the keys to signify that the vehicle is not to 


be used. 


 


If the Fleet Operations Officer is unsure of the appropriate action, the 


issue is to be referred to the team leader, Citifleet.  


 


 13.7.2.2  Fleet Operations Officer Identifying Problem 


Each day the Fleet Operations Officer will give the vehicle a safety 


check. This will include the following checks: 


 


 Lights and indicators 


 Number plate for visibility 


 Mirrors 


 Damage 


 Tyres – visual check and tyre pressures 


 Certificate of Fitness and Licensing 


 Visual inspection of inside of car including seatbelts 


 


If any problems are identified, a decision will be made as to the 


appropriate action as outlined above.  Any faults should be 


recorded in the Fault Book in the office. 


 


13.7.3 Selection of Vehicles 


Citifleet has a responsibility to ensure that the vehicles selected for 


Council are suitable for their intended purpose.  The process that is 


followed depends on whether the vehicle is to be used in the Car Pool or if 


it is on lease to a Department. 


 


  13.7.3.1 Selection of Car Pool Vehicles 


Citifleet maintain a Car Pool for the use of Council.  The decision as to 


the choice of vehicles is made by the team leader, Citifleet based on the 


assessed needs of the Car Pool.  The following safety features are taken 


into consideration. 
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Safety Feature Requirements for Car Pool Vehicles 


 


 Car Minibus Truck Vans 


Seatbelts R R1 R R
1 


Drivers Air Bag R P P N 


Safety Barriers N P N R 


ABS Brakes P P P P 


Side Intrusion   


Barriers 


P P N P 


Air Conditioning P P P P 


Reversing siren N R R P 


 


R = Required 


P = Preferred 


N = Not required 


1  = Required for all seats 
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 13.7.3.2 Selection of Monthly Hire Vehicles 


Activity Managers are able to request vehicles from the Team Leader - 


Citifleet. While a vehicle may be requested at any time this is generally 


undertaken on an annual basis.  The flow chart below demonstrates the 


process. 


 


Figure 1: Selection of leased vehicles 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


It is the responsibility of the Activity Manager requesting the vehicle to ensure 


that the request clearly states all requirements for the vehicle including any 


additional features, eg winches. 


 


The Safety Checklist form is used to ensure that the Activity Manager has 


considered options available for safety features.  Managers may wish to review 


these options with the relevant Health and Safety Team prior to a decision being 


made. 


 


13.7.4 Safety Equipment 


 13.7.4.1  First Aid 


 


All Citifleet vehicles will be equipped with a First Aid kit. The kit 


contents are checked regularly by Citifleet staff.  Vehicles on monthly 


hire should be checked by the driver. 


 
 


 


Activity Manager requests vehicle 


- outlining vehicle requirements


Citifleet prepares schedule of 


required vehicle/s


Safety Checklist - 


confirms safety 


requirements


Tender process undertaken


Department provided with 


vehicle/s
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13.7.5 Specific Requirements for Specialised Vehicles 


 13.7.5.1  Forklifts 


An outline of the specific requirements must be supplied, including the 


size of the forklift required.  The Activity Manager is responsible for all 


additional equipment such as a forklift cage. 


 


The Activity Manager must ensure that all operators of forklifts have a 


current certificate of training from an OSH Approved Trainer along with 


the relevant endorsement on their licence. 


 


 


 7.5.2 Trucks 


An outline of specifications must be supplied by Activity Managers 


including any specialised features required. 


 


 7.5.3 Vans and Station Wagons 


Vans or station wagons used for carrying equipment or materials must 


be fitted with a cargo barrier meeting Standard AS/NZS 4034:1994 or 


equivalent standard. 


 


 


13.8 Driver Safety 


The following issues relate to the safety of drivers of Citifleet vehicles. 


 


13.8.1  Fatigue 


No user of a Citifleet vehicle is to drive a vehicle if they believe that they 


are fatigued to an extent where they are unsafe to drive. Drivers should 


take ten-minute breaks every two hours.  Driving between the hours of 


midnight and 6am should be kept to a minimum 


 


Before a long journey drivers should: 


 Get plenty of sleep 


 Plan their trip, allow plenty of time 


 Eat sensibly 


 Share the driving if possible 


 


   Symptoms of Driver Fatigue 


   Sore or heavy eyes 


   Constant yawning 


   Daydreaming 


   Varying vehicle speed or poor lane driving for no reason 


 


13.8.2  Medical Conditions 


Should the user of any Citifleet vehicle have any medical condition that 


precludes them from driving, this must be reported to their Activity 


Manager.  This includes the use of any prescription medication that may 


impair their ability to drive safely. 


 


13.8.3  Personal Protective Equipment – Motor Cycles 


The following sections on Personal Protective Equipment are the standards 


for DCC Parking Officers.  They serve as a guide for others who may drive 


a motorcycle for work purposes. 


 


  13.8.3.1 Helmet Safety Standards 


All helmets must be certified to a standard approved by the Land 


Transport New Zealand. The helmet should have a sticker inside it 
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stating which standard it complies with. The approved standards stickers 


are: 


 


 
 


 


 


All helmets must comply with AS/NZS 2063:1996, NZS 5439 or AS 2063 


equivalent Standard.  A full face helmet will be worn, or alternatively, 


other approved eye protection. 


 


 13.8.3.2  Jackets 


In winter, winter weight padded jackets will be worn.  During 


periods of hot weather a light weight jacket will be worn.  Jackets 


will be made from material that reduces/eliminates the possibility 


of it melting onto the skin in an accident and will be fitted with 


luminous strips.  At night, a high visibility vest will be worn over 


the jacket, even if the officer is using a car. 


 


 13.8.3.3  Gloves 


Gloves must be worn at all times. 
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 13.8.3.4  Footwear 


All Officers are required to wear boots.  The boots must provide 


support to the ankle joint. The only exception will be on medical 


grounds when supported by a medical certificate, in which case 


leather shoes are acceptable. All footwear will have rubber sole 


and leather uppers. 


 


Safety footwear is optional. While there is a hazard relating to toes 


being injured, some Officers have had problems arising from the 


weight of safety footwear. 


 


13.8.4  Cellular Telephones 


Operating a cell phone is not acceptable while driving a DCC vehicle and is 


illegal.  


 


13.8.5  Alcohol and Illegal Drugs 


Driving any DCC vehicle while under the influence of alcohol, illegal or 


sedative drugs is strictly forbidden. If caught the offender will face 


disciplinary action.  If departments are having functions after which 


authorised drivers may be unfit to drive home, contact should be made 


with Citifleet in advance to discuss alternative transport arrangements. 


 


13.8.6  Smoking 


Smoking is not allowed at any time in DCC vehicles. 


 


13.8.7  Carrying Passengers 


Only authorised persons may carry passengers in Council vehicles.  


Appropriate seats and seat belts must be available.  Picking up hitchhikers 


is prohibited. 


 


13.8.8  Safety Belt Procedures 


Front and Rear safety belts must be worn at all times and any passenger 


15 years and over are required to be responsible for adhering to this rule.   


 


Drivers are responsible for ensuring that any passenger under the age of 


15 has their safety belt properly buckled and drivers will be fined if found 


negligent of this rule.  The current fine for not wearing a safety belt is 


$150.00 per person. 


 


13.9  Driver Training 


All drivers can benefit from refreshing and updating their driving skills.  This is 


particularly relevant for drivers of Car Pool vehicles who drive a variety of 


vehicles.  Departments should include relevant driver skill courses as part of their 


Health and Safety training plan.  Courses can be arranged by the Activity 


Manager. 


 


Several types of driver training courses are available to address different needs. 


These include: 


 


Defensive Driving Courses – This course teaches drivers to identify dangerous 


situations and make appropriate adjustments to avoid a crash. 


 


Driver Skill Courses – These courses focus on a particular driving skill such as the 
Nissan Anti-skid Course. 
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Assessment Courses – An assessment is neither a lesson nor a test.  This is a 40 


minute assessment where the driver is observed in the areas of hazard 


identification, search, controls and observing traffic regulations.  It is carried out 


by an approved Land Transport New Zealand (LTNZ) driving instructor. 


 


All staff who have had three crashes in Citifleet vehicles will be required to 


undergo an Assessment Course.   
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Appendix 1: Fault Reporting Sheet 


 


 


Fault Reporting Sheet 
 


 
Car Make and Model:      Car Registration number:  


__________________ 


 


 


Driver’s Name      __________________    Department       


 


Tick box to show Repairs / Improvement Needed 


 


Wipers / Washers   Lights / Electrical   


Tyres (including spare)  Engine performance   


Brakes   Transmission / Clutch   


Passenger comfort (heating, 


seating etc)  


 Safety Equipment (safety belts, cargo 


barriers)  


 


Legal compliance   Other (please specify)  


 


Description of fault: 


 


             


              


 


Please indicate any new or existing panel damage and hand completed check list to any Citifleet 


staff member  


 


 


 


 


 


 


 


 


 


 


 


 


 


 


            
 
Citifleet Use Only 


 


Action taken: 


 


 Fault Repaired   Repair Scheduled   No Action required 


 


Comment 


 


             


              
 


 


Signed:       Date:     
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RECORD OF APPROVAL FOR USAGE OF PRIVATE VEHICLE ON COUNCIL BUSINESS 


Approval given by        (Name of Supervisor) 


 


 


Name of Staff Member 


 


 


Vehicle  


Registration 


 


 


Date of 


Vehicle 


Registration 


 


Date of 


WOF 


 


Start Date 


 


Finish date 


 


Details of Usage 
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