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1.0
 INTRODUCTION / PREAMBLE

1.1
Transport and plant Policy Overview

 Busitema University was established by Act of Parliament, and gazetted as a fully-fledged public University under Statutory Instrument No. 22 of 2007. Busitema University is a multi-campus model, with its main campus located 26 kilometers south west of Tororo Municipality along Jinja- Tororo highway, and 23 kilometers from Busia boarder with Kenya. Other campuses are Nagongera campus, located along Nagongera- Busolwe road, about 20kms from Tororo Municipality; Mbale (School of Hygiene and School of Clinical officers premises); (Kaliro NTC premises), Arapai (Agricultural College), Pallisa and a Constituent College at Namasagali.

The University currently has a fleet of thirteen (13) motor vehicles in sound mechanical condition and fourteen (14) old and in mechanically poor condition vehicles. These has paused a lot of challenges in running the University in its’ multi-campus nature as officers need to conduct business from campus to campus. This therefore calls for a standard fleet management procedure to provide efficient and effective transport services to all operational units.
1.2
POLICY PURPOSE

To ensure an efficient and effective acquisition, enhancement, use, control, maintenance, repair and disposal of the University's fleet, plant and equipment.

1.0 POLICY OBJECTIVES

2.1 
To provide guidelines on the optimal use of the University fleet, plant and equipment and to manage travel arrangements.

2.2 To provide for the control and management of the University fleet, plant and equipment

2.3 To facilitate staff in the performance of their duties and other assignments

2.4 To provide maximum availability of safe and well serviced and maintained University fleet, plant and equipment

2.5 To provide maximum economic service life of University fleet, plant and equipment

2.0 POLICY APPLICATION

This policy shall be applicable to all members of Busitema University and all service providers in business with the University as defined in the Public Procurement and Disposal of Public Assets act, 2003
4.0 Definition of Key Terms
The terms plant, vehicles, vehicle tracking, machinery disposal, supply chain, vehicle maintenance and service provider shall be defined and applied as they are defined by the Oxford English dictionary where applicable and as defined and applied in the Public Procurement and Disposal of Public Asset Act 2003.

5.0 POLICY STATEMENT

Busitema University is committed to the protection and promotion of her transport and plant facilities and strategic opportunities through a comprehensive Transport and Plant Management Plan and framework. The University recognizes that management of transport and plant is not only an operational function, but is also a fundamental component of institutional, strategic, budget and project planning.  All vehicles are a property of Busitema University council and will be duly and wholly managed by the Accounting Officer assisted by Estates and Works Department manager. The other fleet, plant and equipment at department/faculty level shall be entrusted to the administrative heads of these units for the day to day management. The maintenance of the fleet, plant and equipment in all campuses shall be done by the Estates and Works department.
6.0 POLICY INTERPRETATION

6.1
In case of disputes in policy interpretation, appeals shall be made to the Vice Chancellor then to the University Governing Council.

6.2
In the event where the policy provisions may not be in conformity with the existing legislation of Uganda, the provisions of the Uganda Government Standing Orders and other relevant laws shall apply.

7.0 POLICY PRINCIPLES

The policy is based on the principles of value for money, equity and equality, professionalism, transparency, fairness and accountability. 

8.0 ROLES AND RESPONSIBILITIES
The roles and responsibilities of all categories of positions of employees, units, faculties, bodies and departments of and within the establishment of the Busitema University shall be defined and applied as they are defined and applied in the University’s Establishment and Terms of Employment. The role and responsibility of a service provider shall be applied as defined in the Public Procurement and Public Disposal of Assets’ Act 2003.
The heads of department in all campuses shall work in liaison with the Transport Officer to ensure the proper management and maintenance of the University fleet attached to their faculties and departments
9.0 TRANSPORT AND PLANT POLICY ACTION AREAS

9.1
Acquisition and Disposal of transport facilities

9.1.1 Procurement of new vehicles and plant

a) The University shall follow the standard procurement policy of Public Procurement and Disposal of public Assets (PPDA) when purchasing vehicles.

b) The procured vehicle shall be received by the Manager Estates and Internal Auditor for verifications before handing it over to the end user.

c) The end user shall be responsible for the insurance of the vehicle upon recommendation from the officer of the Transport Officer.

d) All newly acquired vehicles shall be comprehensively insured for a period not exceeding five years from the date of purchase. 

9.1.2 Disposal of Transport and Plant Facilities
a) The University shall follow Public Procurement and Disposal of public Assets (PPDA) and Government’s Transport Policy guidelines in disposing off its transport, fleet and plant equipments

9.2
Allocation/Deployment, Entitlement of Transport Facilities

a) The holders of Motor Vehicles or Motor Cycles shall not move with their respective transport Units whenever they are transferred except with permission from the University Secretary. The allocation or deployment of transport facilities shall be compatible or commensurate to the nature or uniqueness of the area of operation and entitled officers to transport as per terms and conditions of service shall be: The VC, DVCs, US, Librarian, Academic Registrar, University Bursar, Dean of Students, Directors and   other carders of staff approved by the University council. 

b) In case when the official vehicle of an officer develops a mechanical problem and he/she is authorized to use their personal vehicle, the officer shall be provided with motor vehicle mileage at recommended public service rates.

c) All covering letters for the University fleet shall be applied for through the Transport Officer and thereafter approved by the Estates Manager and finally by the University Secretary.
9.3 Fleet Management

The University service bay shall service and repair vehicles and plants timely. Where the University service bay cannot handle vehicle repair and service, the University shall outsource fleet maintenance services from service providers where the repairs are carried out by selected vendors acquired under competitive bidding. 

9.4 Terms and Conditions for Hire of University Vehicles
The University vehicles and plant are meant for University official activities unless otherwise authorized and approved by University management to do otherwise. In the event that the University vehicle and plant are hired out for a fee for whatsoever purpose, the University approved rates and terms of hire shall apply.

10 COMPUTERIZED FLEET MANAGEMENT SYSTEM

10.1 Fleet Tracking

Computerized fleet tracking system on all its fleet and plant will be used. 
11.0
POLICY MONITORING AND REVIEW

This process shall be monitored and reviewed from time to time and its implementation shall be monitored on a regular basis.

Annexes 

Annex 1.0 Procedures in case of an accident

The following are the procedures serve as guidelines to follow in case of an accident:

a) Immediately inform the Transport Officer

b) Move the vehicle off the road if possible (if physically fit).

c) To get out of the vehicle and take any passengers out if they cannot move.

d) To take out all the vehicles’ documents for safe custody

e) To take all the spare parts and tools and any cargo, if any, out of the vehicle, if at all possible. 

f) To spot the original Insurance Certificate for the vehicle/plant which should be carefully removed and handed over to Transport Officer or Traffic Police whoever comes first to the site of an accident

g) While the memory is fresh, write down all the details of accident on the University Standard Accident Report form in the presence or with help of the Transport Officer. 

h) The Transport Officer will call police and the Transport Assistant, if he is physically fit should stay at the scene of the accident until the police arrive. If the Transport Assistant is incapacitated, he will be taken to hospital and liaison with police will be made by the Transport Officer.

i) When possible, the Transport Officer will organize on-road and off-road driving trainings/practice as well as course in first aid and trauma treatment.  

j) The Transport Assistant is expected to show respect to traffic regulations and consideration to all other road users and. While driving/operating, he is a representative of the University and as such is seen by the public.

 Annex 2.0 Procedure in case of a mechanical breakdown

1) Move the vehicle/plant off the road if possible.

2) Use hazard lights and warn other vehicles/plant that you have stopped

3) Contact the Transport officer and inform him/her of the problem.

4) If possible and minor, repair car and continue.

5) If not, arrange for the car to be towed to the nearest garage

6) If this is not possible get permission from office to abandon the vehicle/plant.

7) Any vehicle/plant abandoned in the field must have all University flags and stickers removed completely.
 Annex 3: GENERAL ADMINSTRATION GUIDELINES

1) All University vehicle registration books shall be under the custody of the Estates Manager to ensure proper monitoring and accountability for the usage. The user units shall remain with photocopies of registration books.

2) The Estates Manager shall be responsible for budgeting and submission of management quarterly and annual reports on the performance of the University fleet. 

3) Transport Assistants shall be required to use movement logbooks for every journey made.

4) The Estates Manager shall be responsible and manage all matters regarding transport facilities in the University.

5) University vehicles shall not be used on non-official works without clearance by the University Accounting Officer.

6) All categories of licenses for University vehicle shall be handled by the Estates Manager.

7) No Transport Assistant shall be allowed to drive a vehicle class they are not licensed to drive.

8) No unauthorized person shall be allowed to drive a University vehicle unless recruited as a University Transport Assistant or authorized by the University Secretary/ University Accounting Officer.

9) In case of an accident, the University Transport Assistant must inform the police immediately and record a statement at the nearest police station. The Estates Manager shall be contacted with a written accident report by the Transport Assistant.

10) No Transport Assistant shall be attached to a department for more than 5 years unless the situation warrants it.

11) For field work, vehicles should be surrendered at the end of the day at the nearest police station/post or established government institution for safe parking.

Annex 4: Events to be logged into the Computerized Transport System

a) Transport Assistant/ operator identification

b) Vehicle, plant and equipment start and stop point

c) Time taken between each trip (recording start time and end times of a journey)

d) Speed of the vehicle/ plant

e) RPM (revolutions per minute)

f) Acceleration / deceleration

g) Routes followed by the vehicle/ plant (use of GPS)

h) Trip costs

i) Violations on over speeding, overdriving, over acceleration/ deceleration, idling with engine etc

j) Last five- minute data before the accident

k) Opening and closing of doors

l) University / private mileage covered by each Transport Assistant/ vehicle

Annex 5: Procedures for routine service and repair of vehicles 

a) All University repairs shall be controlled, monitored and overseen by the Estates Manager assisted by Transport Officer.

b) Before the vehicle is serviced or repaired, the end-users shall seek authority from the office of the Estates Manager. The Estates Manager, through the Transport Officer shall inspect each vehicle due for service/ repair to establish the need. To establish this need, the date of last service/repair and mileage shall be checked.

c) The Transport Officer shall physically inspect and test the vehicles to establish the need for service and / or repair. In addition to carrying out motor vehicle log book assessment to establish the dates and times of travel, time of parking after the days’ work and the mileage covered which shall be compared with those in (b) above to see if there is consistency. Lack of consistency shall be a disciplinary measure that will be dealt with according to the University disciplinary policy.

d) Upon inspection of the vehicle, the Transport Officer shall fill the inspection form for the repairs to be made. This form and two copies shall be taken to a minimum of three pre-qualified garages, who will quote for the works to be done.

e) All repairs/servicing of University vehicles shall be handled in pre-qualified garages in accordance with the PPDA Act 2003 except where circumstances justify repair to be done elsewhere. In such a case, the circumstances shall be explained to the finance committee of the relevant department.

f)   Pre-work assessment and post work certification shall be carried out by the Estates Manager assisted by the Transport Officer using the pre-work assessment form.

g) Routine service should be after a recommended mileage has been covered and full service shall be as per the manufacturer specifications. 
h) A fleet database shall be used to monitor fuel consumption, inconsistence fuel consumption which helps in identifying fuel thefts and vehicles which require overhaul. All University, hired vehicles and plant are to be fuelled using fuel cards for easy monitoring. The various vehicles and plant will be entitled to different quantities of fuel depending on the nature of the job description. In a situation where the fuel card system is not available, this shall be officially communicated to the responsible officer who will authorize other means of obtaining fuel such as direct purchase. 
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