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[bookmark: _Toc375489245]DISCLAIMER
This handbook has been produced by Tanya Clark for the Tasmanian Bus Association, the publisher.  Materials in this handbook have been created by a variety of different entities and, to the extent permitted by law, Tanya Clark and the publisher accept no liability for material created by others.  Any use of the information contained in this publication is at the sole risk of the person using that information.  The user should make independent enquiries as to the accuracy of the information before relying on that information.  While Tanya Clark and the publisher endeavoured to ensure accuracy of the material created, no liability can be accepted for inaccuracies of any kind.
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Responsible Person:  
An individual aged over 18 years appointed under section 18 of the Passenger Transport Services Act for the purposes of accreditation of a body politic, a partnership, an incorporated body or an unincorporated body.  This person is responsible for ensuring that the organisation complies with the relevant legislation and accreditation conditions. If they delegate some of the duties to another employee or agent, the Responsible Person is still legally responsible for ensuring that the duties are carried out according to the law.

In this manual, if your accreditation is in the name of a business, a partnership or other type of organisation, the references to “you” are taken to be references to the Responsible Person.  If your accreditation is in the name of an individual, that individual is taken to be the Responsible Person.

Transport Commission:  
The Transport Commission is the body responsible for administering the Passenger Transport Services Act and other related legislation. In practice most of the Transport Commission’s functions, powers and duties are delegated to officers within the Department of Infrastructure, Energy and Resources (DIER).

Serious Offence:  What is a serious offence?

A serious offence is an offence prescribed in the Passenger Transport Services Act and includes offences under:
· Sections 124 125A, 125B, 125C, 125D, 126 and 127 of the Criminal Code Act 1924 (sexual offences against children)
· Sections 158, 167A, 167B, 170 and 172 of the Criminal Code Act 1924 (murder, causing death or grievous bodily harm by dangerous driving, causing grievous bodily harm generally)
· Chapter XIX or XX of Part V of the Criminal Code Act 1924 (assault, rape, abduction or stalking)
· Section 7A of the Police Offences Act 1935 (loitering near children)
· Sections 37B and 37C of the Police Offences Act 1935 (stealing a motor vehicle or obtaining a motor vehicle by fraudulent means)
· Section 32 of the Traffic Act 1925 (reckless or negligent driving)
· Division 1 of Part 3 of the Vehicle and Traffic Act 1999 (e.g. driving unlicensed or while disqualified)
· Part 4 of the Vehicle and Traffic Act 1999 (e.g. driving unregistered vehicles)
· Section 53 of the Vehicle and Traffic Act 1999 (hindering or obstructing police officers or authorised officers)
· Section 64 of the Vehicle and Traffic Act 1999 (obtaining a driver licence, ancillary certificate, vehicle registration etc dishonestly, providing false or misleading information in respect of vehicle registration, driver licences).
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This handbook has been produced to assist you with the passenger transport operator accreditation process.

The handbook is in two parts.  Part 1 includes information about each component of the accreditation process.  It is based on the Passenger Transport Services Accreditation Manual produced by the Department of Infrastructure, Energy and Resources in July 2013.  For easy cross reference, this handbook follows the same item numbering system as the Accreditation Manual; it should be read in conjunction with the Manual and any other relevant legislation.  

To obtain accreditation, your organisation must be able to show that you have policies and procedures in place.  

Part 2 of the handbook includes some generic forms, policies and procedures that you may choose to adopt and use, or amend to suit your own purpose.

To complement the Accreditation Manual, DIER also produced a set of forms.  Whilst some of those forms have been included in both parts of this handbook, some already exist in the Vehicle Logbook already in circulation.  In due course, the logbook will be updated.  In the meantime, it is sufficient to keep using the forms contained in the existing logbook for each vehicle.
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If your accreditation is for a business, a partnership, or another type of organisation you must appoint an individual aged over 18 years as your service’s Responsible Person for your operator accreditation. (Section 18 of the Passenger Transport Services Act 2011).  The person you appoint will depend on the type of organisation that operates the transport service, as shown below:

Type of organisation
Responsible person
Government Body
A member or senior employee
Partnership
One of the partners
Incorporated body
An officer or an employee
Unincorporated body
A member
Sole Trader
The sole trader


You must nominate the Responsible Person in your application for accreditation.

To comply with Standard 1.2, Record Keeping, you must obtain and keep on file a National Police Certificate for your service’s Responsible Person. 

The Responsible Person’s role is to:
· be the primary contact for DIER about the safety, security and other matters relating to your service;
· oversee the day to day safety, security and related matters in respect of your service; and
· be responsible for ensuring that your business complies with the Passenger Transport Services Operator Accreditation Scheme and the legislation.

The Responsible Person may delegate any of the duties they have to perform under the legislation or the accreditation scheme to another person.  However, the Responsible Person is legally responsible for ensuring that the duties are carried out correctly.  The Responsible Person is the person that the Transport Commission will contact if your service does not meet these requirements.  

Proforma 1.1 can be used to inform the Transport Commission of the appointment of your Responsible Person.  The form is provided for you to adopt or amend.  

Note:  If the Responsible Person ceases to have that role, you must inform the Transport Commission who the new Responsible Person is, in writing, within 14 days (refer to Standard 1.3).  Proforma 1.3 can be used to inform the Transport Commission of any changes in company details, including a change of your Responsible Person.  The form is provided for you to adopt or amend.  


RESPONSIBLE PERSON	Standard 1.1	Proforma 1.1

[bookmark: _Toc375488524][bookmark: _Toc375489250]APPOINTMENT OF RESPONSIBLE PERSON



	I,
	
	agree to be the Responsible Person

	
	Name of Responsible Person
	

	
	
	

	for
	

	
	Company/Partnership

	
	

	And can be contacted on:
	
	
	
	

	Phone
	
	Email
	



I understand by responsibilities as the Responsible Person and acknowledge that I have read and understood the manual or procedures covering the modules for accreditation.

	Signed
	
	Date
	





Company Details:

	Partnership, Business or Company Name
	

	Business Address
	

	
	Number	Street

	
	

	
	Suburb	Postcode

	Postal Address
	

	
	

	
	Suburb	Postcode

	Email 
	

	Phone Contacts
	

	
	Phone	Mobile	Fax

		
	

	
	Yes
	A National Police Certificate has been obtained and kept on file for our service’s Responsible Person. 




Forward the completed form to:  	Passenger Transport Operator Accreditation
	Vehicle Operations Branch
	Department of Infrastructure Energy and Resources
	PO Box 936
	HOBART    TAS   7001

MODULE 1:	ADMINISTRATION
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You must ensure that the records and documents that you are required to keep for the Passenger Transport Operator Services Accreditation Scheme (refer below) are always:

· Kept up to date
· Stored in a readily accessible and secure place
· Available for inspection on demand by an Accreditation Auditor, DIER officer or a Transport Inspector.

You are required to keep the following records and documents for the Passenger Transport Operator Accreditation Scheme for a minimum of three (3) years:

	Standard Reference
	Document

	
	Accreditation Certificate issued by the Transport Commission

	
	National Police Certificate for your service’s Responsible Person

	
	Passenger Transport Services Operator Accreditation Manual

	1.4
	List or register of all the vehicles that you use to operate your service Registration documents for all vehicles

	2.1
	All roadworthiness inspection reports for each vehicle

	2.2
	All completed pre-departure inspection checklists for each vehicle

	2.3
	All fault reports for each vehicle
Records of repairs undertaken as a result of faults identified

	2.4
	Records of major vehicle safety inspections

	2.5
	Emergency management procedures

	3.2
	Driver register, including driver acknowledgement of awareness of:
· Pre-departure inspection procedures (Standard 2.2)
· Fault reporting system (Standard 2.3)
· Emergency management procedures (Standard 2.5)
· Passenger behaviour management procedures (Standard 3.4)
· Reportable incident management procedures (Standard 3.5)

	3.2
	Driver file or other filing method to keep documents relevant to each driver’s
engagement or employment

	3.3
	Record of having checked the details held in your driver register for each driver to ensure that each driver still holds a current driver licence and Ancillary Certificate

	3.4
	Passenger behaviour management procedures

	3.5
	Reportable incident management procedures



Proforma 1.2 is a checklist provided for assist you prepare for accreditation.


RECORD KEEPING	Standard 1.2	Proforma 1.2
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	Standard Reference
	Document

	
	
	Accreditation Certificate issued by the Transport Commission

	
	
	National Police Certificate for your service’s Responsible Person

	
	
	Passenger Transport Services Operator Accreditation Manual

	
	1.4
	List or register of all the vehicles that you use to operate your service Registration documents for all vehicles

	
	2.1
	All roadworthiness inspection reports for each vehicle

	
	2.2
	All completed pre-departure inspection checklists for each vehicle

	
	2.3
	All fault reports for each vehicle
Records of repairs undertaken as a result of faults identified

	
	2.4
	Records of major vehicle safety inspections

	
	2.5
	Emergency management procedures

	
	3.2
	Driver register, including driver acknowledgement of awareness of:
· Pre-departure inspection procedures (Standard 2.2)
· Fault reporting system (Standard 2.3)
· Emergency management procedures (Standard 2.5)
· Passenger behaviour management procedures (Standard 3.4)
· Reportable incident management procedures (Standard 3.5)

	
	3.2
	Driver file or other filing method to keep documents relevant to each driver’s
engagement or employment

	
	3.3
	Record of having checked the details held in your driver register for each driver to ensure that each driver still holds a current driver licence and Ancillary Certificate

	
	3.4
	Passenger behaviour management procedures

	
	3.5
	Reportable incident management procedures

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


MODULE 1:	ADMINISTRATION
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You must have a method in place to ensure that the Transport Commission is informed if certain events occur, or if any relevant details relating to your service change, as outlined below.

1.	Events You Must Inform the Transport Commission About

There are certain events that you are legally obliged to inform the Transport Commission about. These are:

· If you are accredited in your own name, and are charged with a serious offence* you must notify the Commission within 14 days.
· If your service’s Responsible Person is charged with a serious offence* he or she must notify the Commission within 14 days.
· If your Responsible Person ceases to have that role, you must notify the Commission of this and advise the Commission of the new Responsible Person within 14 days.

* A serious offence is an offence prescribed in the Passenger Transport Services Act.  These offences are outlined in the Glossary of the DIER Operator Accreditation Manual and on page 1 of this handbook.


2.	Changes of details you must advise the Transport Commission

You must inform the Transport Commission of any changes to your accreditation details, including:

· Partnership, business or company name.
· Business and postal addresses.
· Telephone and fax numbers and email address.
· Contact details of your Responsible Person (To comply with Standard 1.2, Record Keeping, you must obtain and keep on file a National Police Certificate for your service’s Responsible Person).
· The type of passenger transport service you are operating.
· If you are operating large passenger vehicles (10+ seats), the size of the vehicle(s) being used to operate the passenger transport service.
· Any other relevant information advised to you by the Commission.


Proforma 1.3 is provided for this purpose.


MAINTAINING ACCREDITATION DETAILS	Standard 1.3	Proforma 1.3
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From:
	Partnership/Business/Company Name

	

	Address:

	Suburb
	
	Postcode
	


The following changes have been made to the accreditation details previously supplied.
	NEW DETAILS

	Responsible Officer
	Name

	
	Phone	Email

	Partnership, Business or Company Name
	

	Business Addresses
	Number	Street

	
	Suburb	Postcode

	Postal Addresses
	

	
	Suburb	Postcode

	Email 
	

	Phone Contacts
	Phone	Mobile	Fax

	Type of public passenger service provided
	

	Size of the vehicle(s) being used to operate the passenger transport service
	

	Other relevant information
	

	

	

	Completed By
	Responsible Officer
	Date




Forward the completed form to:  	Passenger Transport Operator Accreditation
	Vehicle Operations Branch
	Department of Infrastructure Energy and Resources
	PO Box 936
	HOBART    TAS   7001


MODULE 1:	ADMINISTRATION
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· You must keep a list or register of all the vehicles that you use to operate your service, including the carrying capacity of each vehicle, the registration details of each vehicle and, where there is a legislated maximum age of operation for your vehicle (luxury hire cars), the date from which each vehicle can no longer be used.  

· The vehicles you use to provide your passenger transport service must be currently and correctly registered and you must keep the current registration documents for each vehicle.

· The vehicles you use to provide your passenger transport service must have the correct Motor Accidents Insurance Board (MAIB) premium paid for the use of the vehicle.


MAIB Premium Classes relevant to vehicles providing passenger transport services

Class 6	Luxury hire car/taxi

Class 7	Vehicle with more than 16 seats

Class 16	Medium passenger vehicle
(vehicle with 16 seats or less, including a restricted 
hire vehicle but not a taxi or luxury hire car)


Proforma 1.4 is provided for this purpose.  It sets out the minimum information that you are required to keep for each vehicle for accreditation, and must be kept up to date.  The fleet register needs to be reviewed at least annually (as a part of our Internal Audit).  It also needs to be updated whenever another vehicle is brought into your business - whether via purchase/lease, or via short term hire or sub contract arrangement.




Page | 59 
VEHICLE REGISTRATION	Standard 1.4	Proforma 1.4
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Note:  This form must be kept up to date.  The fleet register needs to be reviewed at least annually as a part of any accreditation audit.  It also needs to be updated whenever another vehicle is brought into the business - whether via purchase/lease, or via short term hire or sub contract arrangement.

	Company/Partnership:
	
	Date:
	



	Vehicle No/
Fleet No/ Identifier
(optional)
	Registration
Number

	Registration Expiry date

dd/mm/yy
	Manufacture Date

mm/yy
	Date of Purchase

dd/mm/yy
	Vehicle 
Make/Model

	Operational Capacity


Seated	Standing
	MAIB Premium
Class
	First Inspection Due 
dd/mm/yy
	Second Inspection Due 
(if applicable)
	Date Due for Replacement

dd/mm/yy
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Vehicles used to provide a passenger transport service (unless exempt) are required by law to have a regular roadworthiness inspection, as outlined in the table below.  The inspections must be carried out by an Approved Inspection Station.  

Bookings are to be made in advance by contacting TBA Services Pty Ltd (authorised AIS) via our website, or follow the link:   http://www.tasbus.com.au/booking3.htm  

Operators of larger fleets can make permanent advanced bookings.

· You must have a system in place to ensure that your vehicles are inspected as required (refer to Proforma 1.4).  The age of a vehicle is determined by the month and year of manufacture on the vehicle’s compliance plate.  

· All of your vehicles must display a current inspection label.

· You must retain copies of all roadworthiness inspections for a minimum of three (3) years, in a safe a secure place, and available for inspection by an Accreditation Auditor or Transport Inspector.

· All vehicles are to have a separate file for testing reports.


	Large passenger vehicle (10+ seats)



	Frequency

	Less than 12 months old
	Initial inspection

	More than 12 months old
	12 monthly

	More than 15 years old
	6 monthly



Small passenger vehicle (other than taxi) 9 or fewer seats
Frequency
Less than 3 years old
Initial inspection
More than 3 years old
12 monthly
More than 15 years old
6 monthly


Taxi (irrespective of age)
6 monthly
















MODULE 2:	VEHICLE MANAGEMENT
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· Every vehicle that you operate must be inspected every day before it is driven on the road if it will be providing a passenger transport service that day.  This is called a pre-departure inspection.  Proforma 2.2A provides an example pre-departure inspection procedure for you to adopt or amend to suit your needs.  

Your drivers must sign an acknowledgement that they are aware of, and understand, the Pre‑Departure Inspection Procedure and Defective Vehicle Reporting Procedure.  This acknowledgement must be kept with your driver register.  A Driver Register is provided - refer to Proforma 3.2.

· You must develop a pre-departure inspection checklist that covers (at a minimum) the items listed on the Daily Inspection Check List (see Diagram 1) that are relevant to the type of service you operate.  The vehicle logbook available from TasBus contains a Daily Inspection Check List for this purpose, or you may develop a form to suit your service, or use the Proforma 2.2B from DIER.

· You may carry out the inspections yourself or nominate an employee or the driver of the vehicle to do it.  However, ultimately it is your (or your Responsible Person’s, if you have one) responsibility to ensure that the inspections are done correctly.

· [image: ]The person carrying out the inspection must satisfy themselves that the vehicle is currently registered before it is driven.  If the vehicle is a light vehicle it is not required to have a registration sticker affixed.  Its registration can be confirmed by keeping a copy of the registration receipt with the pre-departure inspection documents for the vehicle, or by checking the vehicle’s registration on DIER’s website at 
http://www.transport.tas.gov.au/ apex/f?p=202:200:242281768558016

















Diagram 1

DAILY INSPECTION SHEET	Standard 2.2	Proforma 2.2A
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	Before the first trip each day, the driver (or nominated employee) will carry out the inspection procedure as listed on your Pre-Departure/Daily Inspection Check List.  A copy of the checklist to be completed (refer to diagram 1) will be in the logbook required to be located in each vehicle.
	

	
	
	
	
	
	

	Yes
(but with
minor defect)
	
	Is the bus OK for service?
	
	No

	
	
	
	
	

	
	
	
	
	
	
	
	

	If a defect is found, the driver (or nominated employee) completes a Defective Vehicle Report (DVR).
	
	
	If driver (or nominated employee) discovers a defect they believe renders the vehicle unsafe to operate, they will immediately contact their supervisor for instructions.

	
	
	
	
	
	

	The Defective Vehicle Report (DVR) is to be completed and submitted as soon as practicable, but not later than the end of the shift after the discovery of the defect.
	
	
	If a defect is found, the driver (or nominated employee) will complete a Defective Vehicle Report (DVR).

	
	
	
	
	
	
	

	Yes
(without defect)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	The driver completes the inspection and signs the Inspection Sheet to indicate the bus is okay for service.
	
	
	





DAILY INSPECTION SHEET	Standard 2.2	Proforma 2.2B
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	Person Conducting Test:
	Name
	Vehicle Registration:
	

	

	Date:
	
	
	
	
	
	
	

	
	 = OK	X = Defective

	Interior check
· Check no unexpected or suspicious items located
· Seatbelts are serviceable and accessible to all passengers
	
	
	
	
	
	
	

	Lights and reflectors
· Check all lights (headlights, front park/side lights, tail lights, brake lights, reversing lights, turn signal indicator lights, number plate light) for working order
	
	
	
	
	
	
	

	Regulation signs and labels
· Inspection label, licence number plate (if required), and no-smoking sign are affixed and clearly visible
· Check vehicle is currently registered
	
	
	
	
	
	
	

	Mirrors, windows and windscreens
· Check mirrors are securely mounted
· Windscreens, windows and mirror surfaces are clean and checked for damage
	
	
	
	
	
	
	

	Wheels, tyres and rims
· Tyre pressure and tread integrity
· Wheels, rims and retaining rims
· Wheel security (loose or missing wheel nuts)
	
	
	
	
	
	
	

	Horns and signals
· Horn is in working order
· Audible reversing signal (if applicable)
	
	
	
	
	
	
	

	Wipers and washers
· Wipers are in working order and do not obstruct driver’s forward vision
· Windscreen washers have sufficient fluid 
	
	
	
	
	
	
	

	Oils/fuel/water
· Check levels
· Ensure no leaks of oil, fuel, water, refrigerant/coolant, hydraulic fluid or brake fluid
	
	
	
	
	
	
	

	Structure and bodywork
· All panels and readily visible, structural members are secure
	
	
	
	
	
	
	

	Brakes
· Brake failure indicators are in working order
· Check brake application whilst moving prior to departure
	
	
	
	
	
	
	

	If defect found, complete DVR, and record number
	DVR No.
	DVR No.
	DVR No.
	DVR No.
	DVR No.
	DVR No.
	DVR No.

	
	
	
	
	
	
	
	

	Has DVR been lodged?	(Y or N)
	
	
	
	
	
	
	

	Is bus OK for service?	(Y or N)
	
	
	
	
	
	
	

	Refuel bus/coach
	

	Litres
	
	
	
	
	
	
	

	Kilometres
	
	
	
	
	
	
	

	Wash bus (as time permits)	
	
	
	
	
	
	
	

	

	Initials of Person undertaking check, 
on completion of check:
	
	
	
	
	
	
	

	

	Comments:

	

	


MODULE 2:	VEHICLE MANAGEMENT
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· You must have a fault reporting and clearance system in place to enable you to identify any mechanical or electrical faults or defects that occur in your vehicles and to have these repaired and cleared. 

The fault reporting form (DVR) located in the back of the Pre‑Departure Logbook.  There are 3 copies.  Once completed, the 1st and 2nd copies are to be removed from the logbook; one is to be given to the supervisor to action the repair of the defect, the second copy is to be passed to the person undertaking the repair, and the third copy remains in the logbook.  Refer to diagram 2, which shows a DVR.

· The system must apply to faults that:
· are identified during the pre-departure inspection (Standard 2.2);
· occur while the vehicle is on the road.

· Your drivers must sign an acknowledgement that they are aware of, and understand, the procedures and this acknowledgement must be kept with your driver register (refer to Standard 3.2).

· You must retain all records for at least three years.


[image: ]
Diagram 2

MODULE 2:	VEHICLE MANAGEMENT
[bookmark: _Toc375489263]Standard 2.4 - SAFETY INSPECTIONS



· You must have a system in place to ensure that all of your vehicles undergo a full safety inspection every six (6) months or 10,000 km, whichever occurs first.  These inspections must be carried out either by a qualified mechanic, or a person who has been assessed by a Registered Training Organisation as having the skills necessary to undertake these inspections.  The Service Record (Diagram 3) is provided for this purpose.

· Vehicle up to 4.5 tonnes GVM: The vehicle should be checked for compliance with the Light Vehicle Inspection Manual.

· Vehicle over 4.5 tonnes GVM: The vehicle should be checked for compliance with the Heavy Vehicle Inspection Manual.




[image: ]

Diagram 3
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· You must have in place written procedures for vehicles that are involved in an accident, breakdown or in situations where the safety of the passenger/s could be compromised.  The procedures should include actions that drivers must undertake if such a situation occurs to ensure that the passenger/s are safe.  These may be different according to the type of incident that occurs.

· A summary of the procedures must be clearly visible in each operating vehicle, along with any incident report forms and information collection forms you develop as part of the procedures.

· All relevant staff must be made aware of the procedures.  Your drivers must sign an acknowledgement that they are aware of, and understand, the procedures.  This acknowledgement must be kept with your other driver records (refer to Standard 3.2).

· You must review the emergency management procedures from time to time and update them if necessary.  You must inform all of your drivers of any changes to the procedures and have them sign a new acknowledgement form.  The revised procedures must replace the outdated version in each vehicle.

· These guidelines need to be read in conjunction with the Bus Industry Confederation Incident Management Guide, distributed in 2012.

Minimum Procedures
1. Have a list of emergency phone numbers for drivers.  These might include:
· Depot or base
· Responsible operator
· Radio room
· Police
· Ambulance
· Fire
· [image: ]Other as required (e.g. school, for school bus services)




There is a place on the inside front cover of the vehicle logbook to record emergency contact numbers relevant to your business.   See Diagram 4.



	Diagram 4

MODULE 2:	VEHICLE MANAGEMENT
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2. Outline key steps for a driver to take in the event of an emergency
These should cover a variety of situations that might occur and what the driver should do in each case.  This may vary according to the severity of the incident and whether anyone has been hurt and should include:

· Check on safety of passengers first.
· Contact ambulance immediately if someone is injured.
· Circumstances when Police must be called.
· Advise depot/base/operator as soon as possible.
· Arrangements for passengers (whether they should remain in the vehicle, or where they should wait if the vehicle is unsafe) – and what to do if passengers refuse to comply.
· Do not make admissions with respect to liability in a collision.
· Whether the driver should assist in clearing the road of debris (if safe).
· Obtain details from the other party/parties involved in a collision.
· If the vehicle cannot be driven, make alternative arrangements and advise passengers.
· If the vehicle can be driven, check all systems before continuing on the journey.
· Complete incident report at the time of the incident.
· Collect as much information from the scene as possible at the time, including witnesses, details of Police Officers attending the scene and any charges made or pending, details of injured persons (passengers or otherwise), a brief sketch of the scene (or photographs).
· What the driver should do on return to the depot/base.

3. Keep records
As part of your emergency procedures you should have relevant forms to ensure that the driver collects all the information that is required after a collision or other incident.  These should be kept in the vehicle with the summary of the emergency procedures.  They include:

· Information to be collected at the scene of the incident (regardless of the type of incident).
· Information to be obtained from third parties involved in a collision.
· Incident report form.



MODULE 2:	VEHICLE MANAGEMENT
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Instructions in the event of an emergency:

Proforma 2.5A sets out basic instructions in the event of a collision; it’s already in the Logbook available from TasBus.  You will need to assess this material and determine if it applies to your business.  If not, please develop your own emergency instructions, and keep a copy on board. 

Remember – the concept behind accreditation is that materials are provided to the driver; this includes your Emergency Management Plan.  It could take the form of a contact list of emergency telephone numbers, in addition to any area specific requirements/information, and instructions in the event of an emergency.


Responsibilities of the driver involved in a collision

In the event of a collision between your bus and another vehicle/object, remember that you not only have basic legal obligations (to exchange information with the owner, etc.) but an additional obligation to your passengers, that is, to check that none are injured and to get them back on their journey as soon as possible.


EMERGENCY MANAGEMENT PROCEDURES	Standard 2.5	Proforma 2.5A
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Your first priority is to your passengers.

Resist the impulse to get straight out of your seat and argue with the other party about whose fault it was.  Check your passengers.  The other party will still be there in a minute or two.

What to do:

· DO NOT ADMIT LIABILITY

· If passengers (or anybody else) are injured, seek appropriate help immediately.

· If an ambulance is called you must wait for the Police to arrive.

· Under no circumstances should you talk to anybody about the accident or make any admissions with respect to liability.

· Contact your depot to report on the incident, state of the vehicle and passengers, and to arrange for alternative transport if the vehicle cannot be driven.

· Most collisions are relatively minor, with only slight damage ... so why bother arguing about who was at fault?

· Obtain the required information from the other party, keep calm, and get your passengers on their way.

· If the vehicle cannot be driven advise the passengers of alternative arrangements

· Clear the road of any debris, etc.

· Check all vehicle systems before continuing on the journey.

· Submit an Incident Report Form and complete any other forms at the depot at the end of the shift.


Information from the Scene

Injured Persons
· Full name and address
· Note their injuries
· Approximate age
· If they were on or off the bus

Other Party
· Full name and address
· Driver Licence details
· Date of birth
· Note any distinguishing features, ie, a beard or their hair colour, or if they were intoxicated or aged, etc.
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Property involved
· Registered owner
· Full name and address
· Insurance company
· Extent of damage
· Condition of property, ie, old/new damage, etc.

Witnesses - at least TWO are required (if possible)
· Full names and addresses
· If they were on or off the bus
· If there aren’t any witnesses, obtain details from two passengers.

Police
· Name and/or badge number of officer, and their Station
· Who has been charged?
· Are charges pending?

Before leaving the scene
Make a drawing showing the following:
· Street names/exact location
· Distances from curb/intersection, etc.
· Point of impact
· Directions in which vehicles were travelling
· Lane markings/object at the scene

Do not leave the scene until these details have been completed.  Do not rely on your memory.

At the Depot
· Advise supervisor immediately on return
· Complete company report sheet
· Do not leave until report sheet is completed.
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Incident Report Forms

1. Incident Report Form – involving third party persons or property 

This form is included in the vehicle logbook  (See Diagram 5).  It’s used for incidents involving collisions between vehicles, property, or third party persons.

[image: ]




















Diagram 5





2. Incident Report Form – not involving third party persons or property 

Proforma 2.5A (shown on page 25) is an example of a form to be used for reporting an incident not involving collisions between vehicles, property, or third party persons.  For example – an abusive passenger, an incident between passengers, a slip, trip or a fall, a bomb threat.
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	Day
	
	Date
	
	Time
	

	
	

	
	Passenger/Public Injury
	
	
	Employee Lost Time/Injury
	
	
	Vandalism/Projectiles

	
	
	
	
	
	
	
	

	
	Medical Incident
	
	
	Violence/Offensive Behaviour
	
	
	Other

	
	

	Location
of Incident
	

	

	Describe the incident 

	

	

	

	

	Indicate the apparent cause of the incident

	

	

	

	

	Was the incident reported to Police?	If so, who was reported?

	Name
	Given Names	Surname

	Address
	No.	Street	Suburb	Postcode

	Date of Birth
	
	Or age
	
	Gender
	

	Officer’s Name
	Given Names	Surname
	Station/ Badge No.
	

	

	Did an injury occur?	If so, who was injured?

	Name
	Given Names	Surname

	Address
	No.	Street	Suburb	Postcode

	Date of Birth
	
	Or age
	
	Gender
	

	

	Bus/Coach/Machinery/make, type and model
	
	

	

	Were all guards in place?
	
	
	YES
	
	NO

	

	Were all safety precautions followed?
	
	
	YES
	
	NO

	

	Was the operator trained (via induction) in this activity?
	
	
	YES
	
	NO

	

	If not, why not?

	

	

	

	Information completed by
	Name
	Time
	

	
	Signature
	Date
	

	Employment details 
	(Capacity/Title/Role)
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3. School Bus Incident Report

This form must be completed for all incidents involving students on contracted school bus services, and forwarded to DIER.  The 3 page form (Diagram 6, below) can be accessed via the following link: 
http://www.transport.tas.gov.au/pdf/passenger_forms/PTS035-1F_School_Bus_Incident_Report.pdf
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Diagram 6
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As an operator of a passenger transport service, you are required by law to ensure that your drivers are suitably skilled and meet minimum standards.  To comply with this module you will need to ensure that:

· Your drivers are appropriately licensed and certified to drive your vehicles and that they continue to remain so while driving your vehicles.
· Your drivers’ details are recorded in a register and updated at least annually.
· You have procedures for managing inappropriate passenger behaviour and any breaches of legislation by your drivers.

Driver Administration Standards
There are five standards in the Driver Administration Module.  These relate to checks that you must perform in relation to drivers and records that you must keep, as well as policies and codes that drivers must be aware of.  The Standards are:

· Initial Check of Driver Qualifications.
· Driver Records.
· Driver Monitoring.
· Passenger Behaviour Management.
· Reportable Incident Management.


There is also one “Best Practice” standard that is not mandatory; a driver code of behaviour that details minimum standards for you transport service.  Proforma 3.4C provides an example for you to adopt or amend, if you wish to.  If you have a code, DIER recommends that you monitor drivers’ compliance with the code and take appropriate action if a driver breaches the code.

What could be included in the code of behaviour?
The code of behaviour should outline minimum standards of acceptable driver behaviour.  It could cover the following issues and you are free to include any other issues you consider to be appropriate for your operation:

· Driver attitude.
· Dress standards.
· Cleanliness of vehicles.
· Customer expectations and customer service.
· Road safety.
· [image: ]Knowledge of routes around the area of operation.
· When it is permissible to refuse a person travel (anything in your code regarding refusal of travel should be consistent with the provisions of the Passenger Transport Services Regulations).
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You must keep all of the relevant documents that support your driver administration system. These records are part of the record keeping requirements set out in Standard 1.2.

The records and documents you must keep are:

· A driver register (Standard 3.2/Proforma 3.2) that includes:
· Record of each driver’s qualifications (Standard 3.1).
· Driver’s personal information and contact details (Standard 3.2).
· Details of your annual check of the driver’s driver licence and Ancillary Certificate (Standard 3.3/Proforma 3.3).
· Driver’s signed acknowledgement of awareness of pre-departure inspection procedures.
· Driver’s signed acknowledgement of awareness of fault reporting system.
· Driver’s signed acknowledgement of awareness of emergency management procedures.
· Driver’s signed acknowledgement of awareness of passenger behaviour management procedures.
· Driver’s signed acknowledgement of awareness of reportable incident management procedures.

Policies and procedures:

· Passenger behaviour management procedures (Standard 3.4/Proforma 3.4A).
· Reportable incident management procedures (Standard 3.5/Proforma 3.5A).

It may assist you when developing your driver administration system to make a list of all tasks involved in keeping your driver records up to date and the names (or position titles) of the people who are responsible for carrying out each task.  You may also wish to consider the procedures you have in place for ensuring that all authorised staff can access your driver administration documentation and that personal information is stored securely.

You must retain all driver records for at least three (3) years. (In effect, the documents that were examined during your previous compliance audit may be discarded securely following successful completion of the next ongoing compliance audit.)
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Driver qualification requirements are as follows:

A driver must have the relevant driver licence to drive the vehicle providing the service. Driver licence categories are as follows:

	Motorcycle (R):  
	a two wheeled motor vehicle (includes a motorcycle with side car).

	Car (C):  
	a motor vehicle not more than 4.5t GVM and seating no more than 12 adults (including driver).

	Light Rigid (LR): 
	any rigid vehicle, including truck and bus, greater than 4.5t GVM, but not more than 8t GVM plus trailer of not more than 9t GVM (also includes vehicles seating more than 12 adults but less than 4.5t GVM).

	Medium Rigid (MR): 
	any 2 axle rigid vehicle, including truck and bus, greater than 8t GVM plus trailer not more than 9t GVM.

	Heavy Rigid (HR): 
	any rigid vehicle with 3 or more axles, including truck and bus, greater than 8t GVM plus trailer not more than 9t GVM.

	Heavy Combination (HC): 
	either a prime mover and single semi or a heavy rigid with a trailer greater than 9t GVM.

	Multiple Combination (MC): 
	heavy combination vehicle with more than one trailer.




If you are required to hold Category A operator accreditation, (refer to page 3) a driver must have an Ancillary Certificate in order to drive a public passenger vehicle.

To obtain an Ancillary Certificate, the driver will need to satisfy a knowledge test, medical assessment and a good character check (which involves checking the criminal record of the applicant), ie a National Police Check must be obtained.  

You can verify that a driver has a current Ancillary Certificate on DIER’s website at www.transport.tas.gov.au\operatorinformation

Details on Ancillary Certificates can be found under the link Current Ancillary Certificates for Public Passenger Vehicles.  This list is updated fortnightly.
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Standard 3.1 - INITIAL CHECK OF DRIVER QUALIFICATIONS



Before you engage a person to drive your vehicles you must:

· Check and confirm that the driver has the relevant driver qualifications as required by law.

· Record the driver’s qualifications on the driver register that you establish in Standard 3.2.

A suggested process for engaging a driver and recording details is provided in the flow chart.

Drivers Licence Ancillary Certificate 
(if required)
Check Driver Requirements






NO

Decline to engage driver or request driver to meet requirements
Requirements
met?




YES



	Check driving record





Driver meets your requirements?
Decline to engage driver
NO
YES
Engage driver
Commence
on-going monitoring
Record details on driver register
Create driver file



















MODULE 3:	DRIVER ADMINISTRATION
[bookmark: _Toc375489276]Standard 3.2 - DRIVER RECORDS



You must keep up-to-date records of all drivers who drive your vehicle/s, including yourself if you are an owner/driver, as outlined below.  At a minimum you should establish a driver register to keep this information.

Proforma 3.2 is provided for this purpose.  All drivers must sign their Drivers Register to acknowledge that they have received and understood the policies of the partnership or company.

As there are a number of forms and documents you are required to keep in respect of each driver, you must also have a system for storing these documents.  This could be by establishing an individual file for each driver, or another filing method that suits your operation.

You must retain all driver files for at least three (3) years.  (In effect, the documents that were examined during your previous compliance audit may be discarded securely following successful completion of the next ongoing compliance audit.)
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	Full Name of Driver
	
	Employment
Start Date
	

	Address of Driver
	Number	Street 
	Home Ph
	

	
	Suburb	Postcode
	Mobile
	

	Driver’s Licence
	Number
	
	Class
	
	Expiry Date
	

	Driver’s Ancillary
	Type
	
	Taxi
	
	Passenger Transport
	Expiry Date
	

	Checked By
	Name	Signature	Date

	HOW WAS THE DRIVER MADE AWARE OF THEIR REQUIREMENTS?

	Awareness Requirements
	Discussion
	Memo
	Printed Materials
	Training Program
	Combination
	Date
	Employee Signature#
	Employer Signature#

	Pre-Departure Inspection *
	
	
	
	
	
	
	
	

	Reportable Incidents *
	
	
	
	
	
	
	
	

	Mechanical Faults/ *
Defects Report
	
	
	
	
	
	
	
	

	Emergency Procedures *
	
	
	
	
	
	
	
	

	Passenger Behaviour (adults) *
	
	
	
	
	
	
	
	

	Passenger Behaviour (students)
	
	
	
	
	
	
	
	

	Health and Safety Policy
	
	
	
	
	
	
	
	

	Conditions of Employment
	
	
	
	
	
	
	
	


* Mandatory
Drivers are to sign this register to indicate that they have read and understood the procedures and policies that describe their duties and agree that they will carry out their duties in the manner described in the manual.  Photocopies of Driver Licence, Driver Ancillary Certificate and other Endorsements (if applicable) should be attached.    # By signing this form you agree that you are aware of/have read and understood your duties and obligations and the procedures to be followed.
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You must do the following things at least once a year for every driver to ensure that the information is current and up to date:

· Check the details held in your Driver Register for each driver at a minimum of every 12 months to ensure that each driver still holds a current driver licence and Ancillary Certificate (if required).

You can verify that a driver has a current Ancillary Certificate on DIER’s website at http://www.transport.tas.gov.au\operator_information.  Details on Ancillary Certificates can be found under the link Current Ancillary Certificates for Public Passenger Vehicles.

· Update your driver register/individual driver files with any changes

You must keep a record of having done these checks, including the date the information was checked and the name of the person who checked the information.

You may choose to undertake more regular reviews of your drivers’ licence information, and/or you could schedule these reviews to coincide with the expiry of each driver’s Ancillary Certificate.

You may choose to undertake additional, more detailed reviews of your drivers’ performance to determine whether you wish them to continue to drive your vehicles.

This may include:

· Asking each driver to provide you with a copy of their own driver record on a regular basis, together with evidence of their licence renewals.
· Reviewing any breaches of your code of behaviour (refer to Best Practice: Driver Code of Behaviour)
· Reviewing any offences committed by your drivers that did not result in action being taken in respect of their Ancillary Certificate
· Reviewing any customer service complaints made against the driver (refer to Best Practice: Driver Code of Behaviour)
· Any other matter that you consider relevant

Proforma 3.3, Driver Monitoring, is included for you to adopt or amend to suit your needs.  
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	Driver’s name
	

	

	Driver’s licence number, class
and expiry date (day/month/year)
	
	Current?
	  Yes
  No

	Driver’s Ancillary Certificate
expiry date
(day/month/year)
	
	Current?
	  Yes
  No

	Checked by
	(Name and signature)
	Date
	

	

	Driver’s licence number, 
Class and expiry date (day/month/year)
	
	Current?
	  Yes
  No

	Driver’s Ancillary Certificate
expiry date
(day/month/year)
	
	Current?
	  Yes
  No

	Checked by
	(Name and signature)
	Date
	

	

	Driver’s licence number, class
and expiry date (day/month/year)
	
	Current?
	  Yes
  No

	Driver’s Ancillary Certificate
expiry date 
(day/month/year)
	
	Current?
	  Yes
  No

	Checked by
	(Name and signature)
	Date
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You must have procedures for managing passenger behaviour in the event that a passenger on one of your vehicles may be breaching the Passenger Transport Services Regulations or behaving in a manner that puts the safety of the driver, other passengers or the vehicle at risk.  You should refer to Part 3 and Part 4 of the Passenger Transport Services Regulations 2013 when developing your procedures.  The regulations are shown on the following pages.

An example Behaviour Management Policy is included in this handbook (see proforma 3.4A).  It would comply with Accreditation Standard 3.4, but you may develop your own passenger behaviour policy that meets the needs of your business.  For example, you may choose to categorise different types of passenger behaviour in different ways, and set out different procedures for managing each group of behaviours.  You might decide that there are only certain offences where you would want a driver to direct a passenger to leave the vehicle, and that for other less serious offences the driver should not do this.  In cases of very dangerous or potentially life-threatening behaviour, you should consider including requirements for the driver to contact Tasmania Police.

The sample policy that relates to the management of passenger behaviour when a passenger travelling in or on one of your vehicles behaves in a way that may be a breach of the Passenger Transport Services Regulations 2013 or that may compromise the safety of the driver, other passengers or the safe operation of the vehicle.  

Your policy must be consistent with the requirements of the regulations regarding what a driver or operator may reasonably do if a person is committing an offence on or in the vehicle.

The sample policy groups the types of behaviours that might be encountered on a passenger transport service into four groups, ranging from minor nuisance behaviours, to behaviours where someone’s physical safety is threatened in an extreme manner.  It covers the minimum requirements for the purpose of accreditation.  Your procedures may also cover behaviour that is less serious or not covered by the Regulations.

Note that these are examples only and refer only to behaviours that are offences under the Passenger Transport Regulations.  You may choose to group behaviours differently, and also specify behaviours that are covered by your service’s Conditions of Travel.

The procedures for a driver to manage each type of behaviour will vary according to the seriousness of the behaviour.

You may also wish to include procedures for drivers in dealing with passenger behaviour that may not be in breach of any regulations, but is still unacceptable in terms of the Conditions of Travel for your service, as set out in Regulation 11 of the Passenger Transport Regulations.  It is not mandatory to develop Conditions of Travel for your service.  Conditions of Travel can cover any area that is not addressed in the Passenger Transport Services Act or Regulations, but must not be inconsistent with the legislation.
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Whatever policy you develop, your passenger behaviour procedures must not contradict the Act or the Regulations.  For example, a driver must not be permitted to direct a person to leave the vehicle other than in the circumstances permitted by the Regulations.  Your driver may ask a person to stop engaging in behaviour prohibited by your Conditions of Travel, but they cannot direct them to leave the vehicle.

Proforma 3.4A is an example policy is suitable for operators of large passenger vehicles.  Operators of small passenger vehicles would probably not require as detailed a policy, as there are fewer passengers travelling in these vehicles, who are mostly known to each other.

It is recommended that you develop an Incident Report Form for drivers to enable them to record details of any incidents that occur on the road.  Proforma 2.5B is provided as an example for you to adopt or amend.  

· All relevant staff must be made aware of your behavior management policy.  Your drivers must sign an acknowledgement that they are aware of, and understand, the procedures.  This acknowledgement must be kept with your other driver records (refer to Standard 3.2).

· School bus operators:  The contractual obligations between DIER and school bus operators may require different procedures to be followed for misbehaviour by a student travelling on your service.  This may include requirements to notify the student’s school and parents, and for action to be taken by those parties.  This is included in the example policy but does not form part of the accreditation requirements.   Please refer to proforma 3.4B which provides an example Code of Behaviour for Students.

· Your service’s Conditions of Travel must be displayed in a prominent location inside the vehicle used to provide the passenger transport service or, if this is not practicable, be available to members of the public on request (e.g. on your website).
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Group 1 – Nuisance and Offensive Behaviour (little or no risk of physical danger to an individual or damage to the vehicle)

Passenger Transport Services
· Behaving in an offensive or indecent manner (regulation 16(1)(f)).
· Using profane, indecent, obscene, offensive or blasphemous language (regulation 16(1)(g)).
· Behaviour that is prohibited by the service’s conditions of travel (regulation 11).

Regular Passenger Services
· Littering in the vehicle (regulation 16(2)(d)).
· Placing feet on the seats of the vehicle (regulation 16(2)(f)).
· Spitting on the vehicle (regulation 16(2)(g)).
· Playing an instrument (regulation 16(2)(h)).
· Busking (regulation 16(2)(i)).
· Eating or drinking a substance other than water, unless this is necessary for medical reasons (regulation 16(5)(a)).
· Occupying more than one seat (regulation 16(5)(b)).
· Selling or distributing anything, or attempting to do so (regulation 16(5)(c)).
· Displaying a sign, or attempting to do so (regulation 16(5)(d)).
· Affixing something to the vehicle or attempting to do so (regulation 16(5)(e)).

Group 2 – Dangerous Behaviour (some risk of physical danger to an individual or damage to the vehicle)

Passenger Transport Services
· Doing something to endanger the safety of passengers, the driver or the vehicle (regulation 16(1)(a)).
· you would need to determine the types of behaviour that would fit into this category (e.g. distracting the driver, holding their own arms out the window, pressing stop buttons repeatedly etc).
· Threatening, harassing or attempting to intimidate another person (regulation 16(1)(b)).
· Wilfully disturbing the comfort or convenience of another person (regulation 16(1)(d)).
· Soiling, damaging or defacing another person’s property (regulation 16(1)(e)).
· Throwing things from the vehicle (regulation 16(1)(h)).

Regular Passenger Services
· Possessing an open container of alcohol (regulation 16(2)(c)).
· Having an animal on board the vehicle, other than an animal permitted by law (regulation 16(2)(e)).
· Failing to vacate seat for a person with a disability or injury, an elderly person, a visibly pregnant woman, a person accompanying a child less than 5 years of age or other person who appears to have special needs (regulation 16(3)).
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Group 3 – Very Destructive or Dangerous Behaviour (high risk of physical danger to an individual or damage to the vehicle)

Passenger Transport Services

· Doing something to endanger the safety of passengers, the driver or the vehicle (regulation 16(1)(a))
· you would need to determine the types of behaviour that would fit into this category (e.g. fighting etc).

· Wilfully obstructing or hindering another person (regulation 16(1)(c)) – e.g. preventing someone from getting off the bus.

· Soiling damaging or defacing the vehicle (regulation 16(1)(e))
· you would need to determine the types of behaviour that would fit into this category (e.g. breaking windows, slashing seats etc).

Regular Passenger Services

· Smoking (regulation 16(2)(a)).

· Drinking alcohol (regulation 16(2)(b)).



Group 4 – Highly Dangerous or Potentially Life-Threatening Behaviour (extreme risk of serious physical danger to an individual)

· Doing something to endanger the safety of passengers, the driver or the vehicle (regulation 16(1)(a))
· you would need to determine the types of behaviour that would fit into this category (e.g. physically attacking the driver or another passenger, spitting at a person, lighting a fire, threatening harm with a dangerous weapon etc).

· Soiling damaging or defacing the vehicle (regulation 16(1)(e))
· you would need to determine the types of behaviour that would fit into this category (e.g. lighting a fire, interfering with the mechanical operation of the vehicle etc).
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Group 1 – Nuisance and Offensive Behaviour (little or no risk of physical danger to an individual or damage to the vehicle)

	First Incident
	
	· Driver advises passenger that behaviour is inappropriate & reminds passenger of consequences of repeated offences.

	
	
	· 

	
	
	

	No further incident
	
	· No further action

	
	
	· 

	
	
	

	Repeated Incident
	
	· Driver again advises passenger that behaviour is inappropriate & reminds passenger of consequences of repeated offences.
· Driver notes passenger’s name (as permitted by Regulation 15), records incident and action taken.
· Driver provides operator with a copy of incident report.

	
	
	· 

	
	
	· 



Group 2 – Dangerous Behaviour (some risk of physical danger to an individual or damage to the vehicle)

	First Incident
	
	· Driver issues caution & and advises passenger of consequences of repeated offences. Driver notes passenger’s name (as permitted by Regulation 15), records incident and action taken

	
	
	· 

	
	
	

	No further incident
	
	· No further action.  Driver provides operator with a copy of incident report

	
	
	· 

	
	
	

	Repeated Incident
	
	· Driver issues further caution.
· If no further incident, at completion of the journey driver advises passenger that travel would be refused on the next journey with the company.
· Driver records incident and provides operator with a copy of incident report.

	
	
	· 

	
	
	· 

	
	
	

	2nd Repeated Incident
	
	· Driver advises passenger that they will be dropped off at the nearest practical point along the bus route.
· Driver offers to call a person nominated by the passenger to collect the passenger.
· Driver notifies Tasmania Police Communications Centre* of incident details.
· Driver records incident and provides operator with a copy of incident report.

	
	
	· 

	
	
	· 
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Group 3 – Very Destructive or Dangerous Behaviour (high risk of physical danger to an individual or damage to the vehicle)

	First Incident
	
	· Driver issues caution and advises passenger of consequences of repeated offences.  Driver notes passenger’s name (as permitted by Regulation 15), records incident and action taken.

	
	
	· 

	
	
	

	No further incident
	
	· No further action.  Driver provides operator with a copy of incident report.

	
	
	· 

	
	
	

	Repeated Incident
	
	· Driver advises passenger that they will be dropped off at the nearest practical point along the bus route.
· Driver offers to call a person nominated by the passenger to collect the passenger.
· Driver notifies Tasmania Police Communications Centre* of incident details
· Driver records incident and provides operator with a copy of incident report.

	
	
	· 

	
	
	· 





Group 4 – Highly Dangerous or Potentially Life-Threatening Behaviour (extreme risk of serious physical danger to an individual)

	First Incident
	
	· Driver notes passenger’s name (as permitted by Regulation 15), records incident and action take.
· Driver advises passenger that they will be dropped off at the nearest practical point along the bus route.
· If situation is imminently dangerous** the passenger should be dropped off immediately and police informed of the whereabouts of the passenger.
· Driver notifies Tasmania Police Communications Centre* of incident details.
· Driver records incident and provides operators with a copy of incident report.

	
	
	· 

	
	
	· 
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NOTE:

* If at any stage the driver believes that Tasmania Police should become involved and an arrest or charges made, the driver should contact the Police Communications Centre and arrange for Police Officers to board the bus somewhere along the bus route.  Contact 000 for emergencies or 131 444 for non-emergency situations.

Police have more powers of arrest if they attend the scene of a crime and a person is found to be offending or is in circumstances that lead a Police Officer to believe that they have offended.


** You may also wish to include information for drivers relating to actions they might take to restrain or prevent a potential offender from committing a highly dangerous or life threatening behaviour. Under these circumstances, Section 39 of the Criminal Code outlines the rights of drivers and others in such matters.


It is lawful for any person to use such force as he believes on reasonable grounds to be necessary in order to prevent the commission of a crime, the commission of which would be likely to cause immediate and serious injury to any person or property, or in order to prevent any act being done which he believes on reasonable grounds would, if done, amount to any such crime.




PASSENGER BEHAVIOUR MANAGEMENT	Standard 3.4	Proforma 3.4B

[bookmark: _Toc375489292]SAMPLE CODE OF CONDUCT FOR SCHOOL STUDENTS ON BUSES


When travelling between home and school, students must adhere to various regulations regarding passenger behaviour and the codes of conduct for travel by bus and or rail.  It is every student's responsibility to behave in a manner that ensures the safety and comfort of passengers and drivers. This includes:

[bookmark: _Toc375489293]Behaving appropriately
· Behave safely at all times.
· Respect the needs and comfort of other passengers, such as no use of offensive or racist language, fighting, spitting, placing feet on seats, throwing things in or from the bus, eating or drinking - except water - unless the bus operator gives permission.
· Keep arms, legs and other parts of their bodies inside the bus.
· Protect all property and report any vandalism.
· Follow instructions about safety.
· Obey reasonable directions from the driver, such as where to sit or to remain in the bus.
· Adhere to the law that bans smoking.
· Give up seats to all adults and disabled passengers.
· Refrain from attracting the attention of the driver except in the case of emergency.

[bookmark: _Toc375489294]Respecting property
· Protect bus property.
· Ensure that buses are not vandalised.
· Report any vandalism, such as graffiti and window etching.

If students misbehave on buses (for example):

Unacceptable behaviour such as using offensive or racist language, disobeying reasonable directions from the driver, smoking, spitting, damaging property, eating on the bus, distracting the driver with persistent noise, or 
Dangerous behaviour such as seriously bullying or harassing other passengers, fighting, letting any part of your body protrude from the bus, throwing objects inside or outside the bus, using matches and lighters, carrying dangerous items and group misbehaviour, or
Highly dangerous behaviour such as interfering with safety equipment, pushing students out of the doors or windows, assaulting the driver or other passengers and destruction of bus property 

Such behaviour may lead to:
· Loss school travel privileges.
· Permanent suspension of school bus travel privileges, or being banned from travelling on buses may apply for repeated offences.
· Being banned from travelling on buses.
The police will be called to deal with highly dangerous behaviour.
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[bookmark: _Toc375489295]SAMPLE CODE OF CONDUCT FOR SCHOOL STUDENTS ON BUSES



A group of school students behaving unacceptably may risk higher penalties if their conduct puts the safety of other passengers or the driver at risk.
Consequences of Inappropriate Behaviour
If a student misbehaves on a bus, the bus operator concerned will contact the parents and the school.
· Depending on the gravity of the offence, students may be refused travel on the bus for a period of time determined by the bus operator.
· Heavier penalties may apply to students involved in group misbehaviour.
· School principals have the right to take additional disciplinary action against a student under the school's discipline code or student welfare policy for any breach of the code of conduct.
The bus operator must provide written notification to the parents, guardians or carers before a student's school bus travel privileges can be withdrawn.
What to do if you disagree
If parents, guardians or carers don't agree with a decision, they should contact the bus operator.  If they are still not satisfied, they can contact the DIER. 


Categories of Inappropriate Behaviour 
To promote consistency and fairness in responding to breaches of the Code of Conduct, inappropriate behaviour has been divided into three categories. 

Category 1 – Unacceptable behaviour 

This category includes minor offences, but is not limited to behaviour that may be irritating or unpleasant.  Examples include: 

· distracting the driver by persistent noise or calling out to the driver 
· eating or drinking (other than water) on the bus, unless for medical reasons or with the permission of the bus operator 
· smoking 
· spitting 
· using offensive or racist language 
· minor bullying, intimidation and harassment of other passengers 
· pressing the stop button continually 
· damaging property 
· window etching 
· behaving so as to adversely affect the comfort or safety of other passengers (e.g. not giving up seats to any adults and disabled passengers). 
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[bookmark: _Toc375489296]SAMPLE CODE OF CONDUCT FOR SCHOOL STUDENTS ON BUSES



Category 2 – Dangerous behaviour 

This category includes more serious offences, but is not limited to behaviour that may cause an element of danger to individuals.  Examples include: 

· serious bullying and harassment of other passengers.
· allowing any part of their body to protrude from the bus while the bus is in motion.
· stopping others from disembarking at their stop.
· verbally threatening the driver.
· standing on steps or in areas not set aside for standing and refusing to sit down.
· pushing and shoving when boarding or exiting the bus.
· swinging on bus handrails.
· throwing things inside or out of the bus.
· fighting with other passengers.
· causing significant damage to property in buses.
· using matches/lighters.
· carrying dangerous items.
· group misbehaviour. 


Category 3 – Highly dangerous or life threatening behaviour 

This category includes major offences, but is not limited to highly dangerous behaviour. Examples include: 

· pushing students out of the doors or windows.
· interfering with the driving controls or the emergency door release.
· assaulting the driver or other passengers.
· interfering with safety equipment.
· recklessly or negligently endangering the safety of other passengers or themselves.
· destruction of bus property. 

If appropriate, the bus driver should report any incident involving highly dangerous or life threatening behaviour to the police. 

The list of examples above is not intended to be exhaustive, but should be used as a guide in relation to management of behaviour on buses.
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[bookmark: _Toc375489297]PASSENGER BEHAVIOUR MANAGEMENT POLICY PROCEDURES
[bookmark: _Toc375489298]CATEGORY 1 – OFFENSIVE BEHAVIOUR BY A STUDENT


Offensive behaviour by a student involves distracting the driver, annoying or irritating other passengers, littering or otherwise increasing the task of cleaning the interior of the vehicle, or otherwise reducing the amenity of the trip.  This includes issues of teasing, verbal bullying, victimisation, inappropriate language, courtesy and politeness, refusal to obey an instruction, or failure to observe any vehicle specific rules (such as occupancy of specific seats) as may be included in site specific locally defined codes of behaviour.

	First Incident
	
	· Where there may be some offensive behaviour by a student

	
	
	
	
	

	Bus Driver
	
	
	· Verbal warning.  One or more verbal warnings may be given at the discretion of the driver. Warnings should be specific.

	
	
	
	
	

	Bus Driver/Operator
	
	· Written warning issued at conclusion of trip before student leaves bus.
· Record student’s name, date and details of incident.
· Copy to student, school, parent/guardian, operator records.
· Reminds student of consequences of repeated offences.
· Minor disciplinary action (student required to sit in designated seat.

	
	
	
	· 

	
	
	
	
	
	
	

	No further incidents
	
	Repeated incident 
within 4 school weeks
	
	

	
	
	
	
	
	

	No further action
	
	Bus Driver / Operator
	
	· Written warning.
· Record student’s name, date and details of incident.
· Copy to student, school, parent/guardian, operator records.
· Minor disciplinary action (student required to sit in designated seat.

	
	
	
	
	· 

	
	
	
	
	

	
	
	Bus Operator
	
	· Operator may meet with School Principal or nominee and parent/guardian to discuss alternative strategies.


	
	
	
	
	· 

	
	
	
	
	

	
	
	Repeated incident within 10 school weeks
	
	

	
	
	
	
	

	
	
	Bus Driver
	
	· Records student’s name, date and details of incident to be retained for bus operator’s records.
· Advises student that matter is to be reported to the bus operator.

	
	
	
	
	· 

	
	
	
	
	

	
	
	Bus Operator
	
	· Within 2 days driver fills out report to operator.
· Copy circulated to school and parent/guardian.
· Operator advises Principal or nominee and parent/guardian of proposed action.
· Suspension to be 5 days maximum.
· Parent has 24 hours to lodge an appeal before suspension commences.
· If appeal lodged Committee has 48 hours from notification to consider and decide on appeal.

	
	
	
	
	· 
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[bookmark: _Toc375489299]PASSENGER BEHAVIOUR MANAGEMENT POLICY PROCEDURES
[bookmark: _Toc375489300]CATEGORY 2 – DANGEROUS AND/OR DESTRUCTIVE BEHAVIOUR BY A STUDENT


Dangerous and/or destructive behaviour involves direct risk of injury or the destruction of property.  This includes issues of fighting or wrestling, physical bullying or harassment, pushing or shoving while boarding or exiting the bus, throwing objects inside or from the vehicle, obstructing doors, aisles or emergency exits, extending any part of the body from the vehicle while it is in motion, vandalising or damaging any part of the vehicle or the property of other passengers or failure to observe any vehicle specific rules (such as misuse of emergency window tools) as may be included in site specific locally defined codes of behaviour.

	First Incident
	
	· Where there may be some physical danger to individuals

	
	
	
	
	

	Bus Driver
	
	
	· Record student’s name, date, details of incident and action taken.
· Advises at the completion of journey on which the dangerous behaviour occurred, incident will be reported to the school.
· Driver reports details to school Principal or nominee as soon as possible.
· Driver reports details to bus operator immediately.

	
	
	
	· 

	
	
	
	
	

	Bus Operator
	
	· Immediate 5 day non-appealable suspension will commence with effect from the first school bound journey after receipt of notice.
· Suspension notice circulated to school and parent.
· During first 4 days of suspension Committee must meet and decide on further action.
· Within 24 hours of notification of further action parent may lodge an appeal to the Department of Infrastructure, Energy and Resources.
· If appeal lodged against further action, further action is stayed until the appeal is heard.
· Department must review decision within 10 working days.
· Suspension to be a maximum of 4 weeks.

	
	
	
	· 

	
	
	
	

	
	
	
	

	2nd and subsequent offences with the same school year
	
	

	
	
	
	
	

	Bus Driver
	
	· Record student’s name, date, details of incident and action taken.
· Advises at the completion of journey on which the dangerous behaviour occurred, incident will be reported to the school.
· Driver reports details to school Principal or nominee as soon as possible.
· Driver reports details to bus operator immediately.

	
	
	· 

	
	
	

	Bus Operator
	
	· Immediate 5 day non-appealable suspension will commence.
· Suspension notice circulated to school and parent.
· During first 4 days of suspension Committee must meet and decide on further action.  Maximum 10 weeks.
· Within 24 hours of notification of further action parent may lodge an appeal to the Department of Infrastructure, Energy and Resources.
· If appeal lodged against further action, further action is stayed until the appeal is heard.
· Department must review decision within 10 working days.

	
	
	· 
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[bookmark: _Toc375489301]PASSENGER BEHAVIOUR MANAGEMENT POLICY PROCEDURES
[bookmark: _Toc375489302]CATEGORY 3 – LIFE THREATENTING BEHAVIOUR BY A STUDENT



Life threatening behaviour involves actual injury or direct risk of loss of life.  This includes pushing another student through a door or window while the vehicle is in motion, interfering with the driving controls or emergency door release, assaulting the driver while the vehicle is in motion, or recklessly or negligently endangering themselves or others.


	First Incident
	
	· Highly dangerous behaviour

	
	
	
	
	

	Bus Driver
	
	
	· Takes all reasonable measures to ensure the safety of passengers in line with emergency management plan
· In an extreme emergency, contact Police by way of telephone or radio and follow Police instructions
· Report matter to bus operator immediately
· Records student’s name, date details of incident and action taken to be retained for bus operator’s records
· Advise student that the matter is to be reported to the bus operator

	
	
	
	· 

	
	
	
	
	

	Bus Operator
	
	· Immediately advises parents / school that parents must make alternative arrangements for the offending student’s travel
· Liaise with school principal to ensure the welfare of other students
· Within 24 hours forward completed Contract School Bus Incident Report to the Department of Infrastructure, Energy and Resources (DIER) by facsimile on 6233 5377.

	
	
	
	· 

	
	
	
	
	

	Department
	
	· Within 5 school days advises parent / operator / school of any further penalty up to and including permanent withdrawal of access to student transport services
· Parent has 24 hours to lodge an appeal to the Commissioner for Transport. Suspension will continue until confirmed or revoked by the Commission

	
	
	· 

	
	
	

	
Note :
Where a student has been permanently refused travel on a bus and there is a subsequent change in behavioural circumstances the parent may request that the decision be reviewed by the Department, in consultation with the operator. The Department may uphold the original decision or may impose special conditions on the student’s return to travel on the bus.
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[bookmark: _Toc375489303]SAMPLE CODE OF CONDUCT FOR DRIVERS OF SCHOOL BUSES


Bus drivers are responsible for the general operation of buses, including: 

· driving in a safe manner and taking reasonable care for the safety of all passengers.
· behaving with civility and propriety towards all passengers and communicating in a professional and courteous manner at all times.
· providing reasonable directions to ensure the safety and comfort of all passengers, including students.
· either through action or inaction, cause or allow any injury, loss or damage to persons or property to occur.
· administering the rules application to the bus consistently and impartially.
· contacting the bus operator for clarification of correct procedures if there is any uncertainty in relation to student misbehaviour. 

Where a student breaches the Code of Conduct the bus driver will: 

· advise the student that their behaviour was inappropriate and of the consequences of the offence.
· obtain the student’s name and school.
· advise the student that their behaviour will be investigated by their bus operator.
· record the incident (using an Incident Report Form).
· report breaches of the Code of Conduct to the bus operator.
· report to the bus operator when repeated attempts by the driver to control misbehaviour have been unsuccessful. 

When an incident of misbehaviour is considered life threatening, the bus driver will stop the bus and contact police on 000 and/or the bus operator and await instructions.  Students should be advised to stay in the bus until assistance has arrived. 
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[bookmark: _Toc375489304]BEHAVIOUR MANAGEMENT POLICY PROCEDURES
[bookmark: _Toc375489305]- INAPPROPRIATE BEHAVIOUR BY A DRIVER


· Complete form and submit to Principal/ Principal’s nominee, or refer matter to relevant authority.
Incident noted by student / parent/ guardian



Principal 
or nominee
Relevant authority (DIER, Police, etc)
· Receive complaint and make initial assessment within 24 hours.
· May refer on to relevant authority, if appropriate.
· If not, determine whether complaint is frivolous/vexatious or substantive and notify parties (within 24 hours).
· Operator considers complaint and within 48 hours; accepts complaint and notifies complainant or reject complaint and notifies Principal/nominee.
· Principal or nominee convenes Committee within 48 hours.
· Meets to consider materials and determines to dismiss, attempt to arbitrate, or hear.




No further action

Frivolous/Vexatious
Substantive


Operator






Operator & Complainant liaise; agreed action taken
Principal or nominee



Committee



Dismiss
Hearing
Meet with parties and consider statements
Notify parties
Meet with parties to discuss course of action
No further action
Uphold Complaint
DIER
Hearing
Notify parties
and DIER
Record finding on Accreditation & Contract file
Notify the complainant of intention to dismiss
Dismiss complaint
Implement agreed action
Arbitrate
· Give the complainant opportunity to comment.  If complainant provides additional material, refer back to committee.



















NOTE:  May include but is not restricted to inconsistent application of bus rules, bias, favouritism, lack of respect or courtesy, use of language or behaviour that may intimidate or frighten students (particularly younger students), slovenliness, lack of professionalism, poor or non-performance of service, or a prosecutable offence.



MODULE 3:	DRIVER ADMINISTRATION
Standard 3.4 - PASSENGER BEHAVIOUR MANAGEMENT 
[bookmark: _Toc375489306]PASSENGER TRANSPORT SERVICES REGULATIONS


The following conditions are from Part 3 (Travel and Travellers) and Part 4 (Miscellaneous) of the Passenger Transport Services Regulations 2013.

PART 3 - TRAVEL AND TRAVELLERS

[bookmark: GS11@EN]11.	Conditions of travel 
[bookmark: GS11@Gs1@EN](1)	Subject to this regulation, an accredited operator of a passenger transport service may make travelling on that passenger transport service subject to any condition the accredited operator thinks appropriate. 
[bookmark: GS11@Gs2@EN][bookmark: GS11@Gs2@Hpa@EN](2)	A condition imposed under subregulation (1) may relate to, but is not limited to, the following matters:
(a)	restrictions on eating and drinking;
[bookmark: GS11@Gs2@Hpb@EN](b)	standards of behaviour while travelling;
[bookmark: GS11@Gs2@Hpc@EN](c)	personal hygiene;
[bookmark: GS11@Gs2@Hpd@EN](d)	disposal of litter;
[bookmark: GS11@Gs2@Hpe@EN](e)	restrictions on noise levels and type of noise;
[bookmark: GS11@Gs2@Hpf@EN](f)	carriage of goods and luggage;
[bookmark: GS11@Gs2@Hpg@EN](g)	soiling of vehicles;
[bookmark: GS11@Gs2@Hph@EN](h)	occupation of seats.
[bookmark: GS11@Gs3@EN](3)	A condition imposed under subregulation (1) must not be inconsistent with the Act but may cover any area not covered by the Act.
[bookmark: GS11@Gs4@EN][bookmark: GS11@Gs4@Hpa@EN](4)	The accredited operator of a passenger transport service must – 
(a)	if practicable, display a copy of each condition of travel on the passenger transport service, imposed under subregulation (1), in a prominent location inside the vehicle used to provide the passenger transport service; or
[bookmark: GS11@Gs4@Hpb@EN](b)	if such a display is impracticable, ensure that a copy is available on request.
Penalty: 		Fine not exceeding 5 penalty units.
[bookmark: GS11@Gs5@EN](5)	The driver of a vehicle providing a passenger transport service may give a direction to a passenger on the vehicle to cease any behaviour the driver reasonably believes contravenes a condition imposed under subregulation (1) in respect of the passenger transport service.
[bookmark: GS12@EN]
12.	Refusal of access to passenger transport services 
[bookmark: GS12@Gs1@EN][bookmark: GS12@Gs1@Hpa@EN](1)	The accredited operator of a passenger transport service may refuse to permit a person to travel on the vehicle providing the service if –
(a)	the person has breached the Act or a condition imposed under regulation 11; and
[bookmark: GS12@Gs1@Hpb@EN](b)	the person has failed to comply with all directions from the driver of the vehicle under that regulation in respect of the behaviour that is causing, or has caused, the breach.
[bookmark: GS12@Gs2@EN]
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[bookmark: GS12@Gs2@Hpa@EN](2)	On refusing to permit a person to travel on a vehicle providing a passenger transport service, the accredited operator of that service must –
(a)	give the person written notice that he or she cannot travel on the passenger transport service; and
[bookmark: GS12@Gs2@Hpb@EN](b)	if the accredited operator of the passenger transport service operates more than one passenger transport service, specify in the written notice which passenger transport services the person is unable to travel on while the notice is in effect; and
[bookmark: GS12@Gs2@Hpc@EN](c)	in the written notice, specify the period for which the person will be unable to travel on the passenger transport services specified in paragraph (b).
[bookmark: GS12@Gs3@EN](3)	A period specified in a written notice under subregulation (2)(c) must not exceed 3 months.
[bookmark: GS13@EN]13.	Refusal of hiring 
[bookmark: GS13@Gs1@EN](1)	Subject to subregulation (2), the driver of a vehicle providing a regular passenger service must stop the vehicle providing the service, if safe to do so, and pick up any person indicating to the driver that he or she wishes to travel on the vehicle.
Penalty: 		Fine not exceeding 10 penalty units.
[bookmark: GS13@Gs2@EN][bookmark: GS13@Gs2@Hpa@EN](2)	Despite subregulation (1), the driver of a vehicle providing a regular passenger service may refuse a person travel on the vehicle if –
[bookmark: GS13@Gs2@Hpa@Hqi@EN](a)	to allow the person to travel on the vehicle would breach a condition of –
(i)	an authorisation under which the regular passenger service is operating; or
[bookmark: GS13@Gs2@Hpa@Hqii@EN](ii)	the passenger service contract under which the regular passenger service is operating; or
[bookmark: GS13@Gs2@Hpb@EN](b)	the person fails to comply with a request made by the driver in accordance with regulation 15(1); or
(c)	the person is the subject of a notice under regulation 12(2) that is still in effect; or
[bookmark: GS13@Gs2@Hpc@EN][bookmark: GS13@Gs2@Hpd@EN][bookmark: GS13@Gs2@Hpe@EN](d)	the person, who is not a school-aged student, refuses to pay the required fare; or
[bookmark: GS13@Gs2@Hpe@Hqi@EN](e)	the driver reasonably believes that –
(i)	the person does not intend to comply with the Act; or
[bookmark: GS13@Gs2@Hpe@Hqii@EN](ii)	the person's luggage cannot be safely stowed on the vehicle; or
[bookmark: GS13@Gs2@Hpe@Hqiii@EN](iii)	allowing the person entry would cause the vehicle to exceed its operational capacity as determined under Schedule 1; or
[bookmark: GS13@Gs2@Hpe@Hqiv@EN](iv)	there is some other lawful excuse for refusing the hiring and the driver informs the person of alternative means of transportation that may be available.

[bookmark: GS14@EN]14.	Not setting down passenger at nominated place 
[bookmark: GS14@Gs1@EN](1)	The driver of a vehicle providing a regular passenger service must not set down a passenger at a place other than the destination nominated by the passenger.
Penalty: 		Fine not exceeding 10 penalty units.

[bookmark: GS14@Gs2@EN]
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[bookmark: GS14@Gs2@Hpa@EN](2)	It is a defence in proceedings under subregulation (1) for the defendant to show that –
(a)	the passenger was set down elsewhere pursuant to a direction given in accordance with regulation 17(1); or
[bookmark: GS14@Gs2@Hpb@EN][bookmark: GS14@Gs2@Hpb@Hqi@EN](b)	the passenger was set down elsewhere –
(i)	in an emergency; or
[bookmark: GS14@Gs2@Hpb@Hqii@EN](ii)	for safety reasons; or
[bookmark: GS14@Gs2@Hpb@Hqiii@EN](iii)	on other reasonable grounds; or
[bookmark: GS14@Gs2@Hpc@EN](c)	the destination nominated by the passenger was not on the route of the regular passenger service; or
[bookmark: GS14@Gs2@Hpd@EN](d)	in the case of a regular passenger service having designated stopping places for the picking up and setting down of passengers, the passenger was set down at the stop nearest to the nominated destination; or
[bookmark: GS14@Gs2@Hpe@EN](e)	in the case of a school bus service being provided under a contract with the Commission, the passenger, being a schoolchild, was set down elsewhere in accordance with the terms of that contract.

[bookmark: GS15@EN]15.	Identity of passengers 
[bookmark: GS15@Gs1@EN][bookmark: GS15@Gs1@Hpa@EN](1)	The driver of, or an authorised officer on, a vehicle providing a passenger transport service may request a person to state his or her name and address if –
(a)	the driver, or authorised officer, reasonably believes that the person has committed, or may intend to commit, an offence under regulation 16 or 17; or
[bookmark: GS15@Gs1@Hpb@EN](b)	the driver, or authorised officer, reasonably believes that the person has breached a condition of travel imposed under regulation 11; or
[bookmark: GS15@Gs1@Hpc@EN](c)	the person has indicated that he or she wishes to travel on the vehicle but pay for that travel at a later time.
[bookmark: GS15@Gs2@EN](2)	A person must comply with a request under subregulation (1) as soon as possible.
Penalty: 		Fine not exceeding 10 penalty units.

[bookmark: GS16@EN]16.	Offences by travellers 
[bookmark: GS16@Gs1@EN][bookmark: GS16@Gs1@Hpa@EN](1)	A person travelling on a vehicle providing a passenger transport service must not –
[bookmark: GS16@Gs1@Hpa@Hqi@EN](a)	do anything to endanger the safety of –
(i)	himself or herself; or
[bookmark: GS16@Gs1@Hpa@Hqii@EN](ii)	another person; or
[bookmark: GS16@Gs1@Hpa@Hqiii@EN](iii)	the vehicle; or
[bookmark: GS16@Gs1@Hpb@EN](b)	threaten, harass or attempt to intimidate another person; or
[bookmark: GS16@Gs1@Hpc@EN](c)	wilfully obstruct or hinder another person; or
[bookmark: GS16@Gs1@Hpd@EN](d)	wilfully disturb the comfort or convenience of another person; or
[bookmark: GS16@Gs1@Hpe@EN][bookmark: GS16@Gs1@Hpe@Hqi@EN](e)	soil, damage or deface – 
(i)	the vehicle; or 
[bookmark: GS16@Gs1@Hpe@Hqii@EN](ii)	any of the vehicle's fittings; or 
[bookmark: GS16@Gs1@Hpe@Hqiii@EN][bookmark: GS16@Gs1@Hpf@EN](iii)	the property of another person; or
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(f)	behave in an offensive or indecent manner; or
[bookmark: GS16@Gs1@Hpg@EN](g)	use any profane, indecent, obscene, offensive or blasphemous language; or
[bookmark: GS16@Gs1@Hph@EN](h)	throw anything inside, or from, the vehicle.
Penalty: 		Fine not exceeding 20 penalty units.
[bookmark: GS16@Gs2@EN][bookmark: GS16@Gs2@Hpa@EN](2)	A person travelling as a passenger on a vehicle providing a regular passenger service must not –
(a)	smoke; or
[bookmark: GS16@Gs2@Hpb@EN](b)	consume alcohol; or
[bookmark: GS16@Gs2@Hpc@EN](c)	possess an open container of alcohol; or
[bookmark: GS16@Gs2@Hpd@EN](d)	litter; or
[bookmark: GS16@Gs2@Hpe@EN](e)	have an animal on board the vehicle, other than an animal permitted by law; or
[bookmark: GS16@Gs2@Hpf@EN](f)	place his or her feet on the seats of the vehicle; or
[bookmark: GS16@Gs2@Hpg@EN](g)	spit on any part of the vehicle; or
[bookmark: GS16@Gs2@Hph@EN](h)	play an instrument; or
[bookmark: GS16@Gs2@Hpi@EN](i)	busk.
Penalty: 		Fine not exceeding 5 penalty units.
[bookmark: GS16@Gs3@EN][bookmark: GS16@Gs3@Hpa@EN](3)	Subject to subregulation (4), a person travelling as a passenger on a vehicle providing a regular passenger service must, if no other seat is available on the vehicle, vacate his or her seat or offer to vacate his or her seat for –
(a)	a person who appears to have a disability or injury; or
[bookmark: GS16@Gs3@Hpb@EN](b)	an elderly person; or
[bookmark: GS16@Gs3@Hpc@EN](c)	a woman who is visibly pregnant; or
[bookmark: GS16@Gs3@Hpd@EN](d)	a person accompanying a child less than 5 years of age; or
[bookmark: GS16@Gs3@Hpe@EN](e)	any other person who appears to have special needs.
Penalty: 		Fine not exceeding 5 penalty units.
[bookmark: GS16@Gs4@EN](4)	Subregulation (3) does not apply to a passenger on a vehicle providing a regular passenger service who is referred to in the paragraphs of that subregulation.

[bookmark: GS16@Gs5@EN][bookmark: GS16@Gs5@Hpa@EN](5)	A person travelling as a passenger on a vehicle providing a regular passenger service must not do any of the following without the permission of the driver of the vehicle or an authorised officer:
(a)	eat or drink other than water, unless eating or drinking for a clear, or diagnosed, medical reason;
[bookmark: GS16@Gs5@Hpb@EN](b)	occupy more than one seat;
[bookmark: GS16@Gs5@Hpc@EN](c)	sell or distribute, or attempt to sell or distribute, anything;
[bookmark: GS16@Gs5@Hpd@EN](d)	display, or attempt to display, any sign;
[bookmark: GS16@Gs5@Hpe@EN](e)	affix, or attempt to affix, anything to the vehicle.
Penalty: 		Fine not exceeding 5 penalty units.

[bookmark: GS17@EN]
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17.	Travellers causing nuisance or danger 
[bookmark: GS17@Gs1@EN][bookmark: GS17@Gs1@Hpa@EN](1)	The driver of, or an authorised officer on, a vehicle providing a passenger transport service may stop the vehicle, if safe to do so, and direct any person to leave the vehicle if the driver or authorised officer reasonably believes that the person is –
(a)	committing an offence under regulation 16(1); or
[bookmark: GS17@Gs1@Hpb@EN](b)	committing an offence under regulation 16(2), (3) or (5) and has failed to comply with any direction from the driver to cease to commit the offence.
[bookmark: GS17@Gs2@EN](2)	A person must comply with a direction under subregulation (1) immediately.
Penalty: 		Fine not exceeding 10 penalty units.
[bookmark: GS17@Gs3@EN][bookmark: GS17@Gs3@Hpa@EN](3)	A police officer, using only such force as may reasonably be necessary in the circumstances, may remove a person from a vehicle providing a passenger transport service if the police officer is satisfied that –
(a)	the person has been given a direction under subregulation (1); and
[bookmark: GS17@Gs3@Hpb@EN](b)	there were reasonable grounds for issuing the direction; and
[bookmark: GS17@Gs3@Hpc@EN](c)	the person has failed to comply with the direction.
[bookmark: GS17@Gs4@EN]
[bookmark: GS17@Gs4@Hpa@EN](4)	Notwithstanding subregulation (1), a driver or authorised officer must not direct a person under that subregulation to leave a vehicle providing a passenger transport service if, in the circumstances –
(a)	the person's safety is to be put at unreasonable risk; or
[bookmark: GS17@Gs4@Hpb@EN](b)	the person is a schoolchild and the direction would be inconsistent with any directions of the Commission concerning the transport of schoolchildren on regular passenger services.

18.	Requirement to pay fares 
[bookmark: GS18@Gs1@EN][bookmark: GS18@Gs1@Hpa@EN](1)	A person must not travel as a passenger on a vehicle providing a regular passenger service unless –
(a)	the person has paid any required fare or holds a ticket that entitles the person to travel on the vehicle at that time and for the journey the person is making; or
[bookmark: GS18@Gs1@Hpb@EN](b)	the person holds a valid pass, issued or approved by the Commission, entitling the person to travel on the vehicle at that time without paying a fare; or
[bookmark: GS18@Gs1@Hpc@EN](c)	the person has been given permission by the driver of, or by an authorised officer on, the vehicle to pay the fare for the person's journey at a later time; or
[bookmark: GS18@Gs1@Hpd@EN](d)	the person is a schoolchild and the service being provided is a school bus service that, under the terms of the contract with the Commission, does not require passengers to pay fares.
Penalty: 		Fine not exceeding 10 penalty units.
[bookmark: GS18@Gs2@EN]
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[bookmark: GS18@Gs2@Hpa@EN](2)	The driver of, or an authorised officer on, a vehicle providing a regular passenger service may –
(a)	request any person on the vehicle to produce for inspection the ticket or pass that entitles the person to travel on the vehicle at that time and for the journey the person has made or is apparently making; and
[bookmark: GS18@Gs2@Hpb@EN](b)	if the driver or authorised officer reasonably believes that a person on the vehicle has not paid the correct fare for the journey the person has made or is apparently making, request that person on the vehicle to pay that fare or, if applicable, the amount of that fare that is outstanding.
[bookmark: GS18@Gs3@EN](3)	A person must comply with a request under subregulation (2) immediately.
Penalty: 		Fine not exceeding 10 penalty units.


PART 4 – MISCELLANEOUS

[bookmark: HP4@EN][bookmark: GS19@EN]19.	Requirements in relation to standing passengers 
[bookmark: GS19@Hpa@EN]A driver who is operating a vehicle as a passenger transport service must not –
(a)	cause or allow a passenger on the vehicle who is travelling in a standing position to obstruct an entrance or exit on the vehicle; or
[bookmark: GS19@Hpb@EN](b)	cause or allow a passenger on the vehicle to travel in a standing position to the danger or discomfort of another passenger or the driver.
Penalty: 		Fine not exceeding 10 penalty units.
[bookmark: GS20@EN]20.	Requirements in relation to freight and luggage 
[bookmark: GS20@Hpa@EN]A driver must not operate a vehicle as a passenger transport service if –
(a)	any freight or luggage being carried on the vehicle is not safely stowed; or
[bookmark: GS20@Hpb@EN](b)	any aisle, entrance or emergency exit on the vehicle is obstructed by freight or luggage.
Penalty: 		Fine not exceeding 10 penalty units.
[bookmark: GS21@EN]21.	Safety restrictions on standing and parking 
[bookmark: GS21@Hpa@EN]A driver must not stand, or park, a vehicle providing a passenger transport service to pick up or set down passengers, or cause or allow a vehicle providing a passenger transport service to stand or park for that purpose, if by so doing the driver would be likely to –
[bookmark: GS21@Hpa@Hqi@EN](a)	create an unreasonable risk to the safety of – 
(i)	the passengers being picked up or set down; or
[bookmark: GS21@Hpa@Hqii@EN](ii)	the driver of, or other passengers on, the vehicle; or
[bookmark: GS21@Hpa@Hqiii@EN](iii)	other persons who may lawfully use that street, whether in other vehicles or as pedestrians; or
[bookmark: GS21@Hpb@EN](b)	unreasonably disrupt the lawful movement of traffic.
Penalty: 		Fine not exceeding 25 penalty units.
[bookmark: GS22@EN]
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22.	Prescribed fees
The fees specified in Schedule 2 are prescribed as the fees that are payable for the matters to which they respectively relate.
[bookmark: GS23@EN]23.	Transitional
[bookmark: GS23@Gs1@EN](1)	In this regulation –
[bookmark: GS23@Gs1@Nd2342013553414@Hpa@EN]subsisting contract means a contract to provide core passenger services –
(a)	entered into under section 18 of the Passenger Transport Act 1997; and
[bookmark: GS23@Gs1@Nd2342013553414@Hpb@EN](b)	subsisting immediately before the day proclaimed under section 2(2) of the Act.
[bookmark: GS23@Gs2@EN][bookmark: GS23@Gs2@Hpa@EN](2)	For the purposes of the Act, a subsisting contract – 
(a)	is taken to be a passenger service contract; and
[bookmark: GS23@Gs2@Hpb@EN](b)	continues in effect according to its terms until the time it was originally due to expire.
[bookmark: GS23@Gs3@EN](3)	A reference in a subsisting contract to the Commission is taken to be a reference to the Secretary.
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You must have a system in place to ensure that you take appropriate action if you become aware of any alleged offences or breaches of legislation (“reportable incidents”) that occur in relation to your service.  This includes acts committed by drivers and other employees of your organisation including:

· Criminal offences.
· Breaches of the Passenger Transport Services Act and Passenger Transport Services Regulations.
· Breaches of the Taxi and Hire Vehicle.
· Industries Act and associated regulations.
· Breaches of the Traffic Act.
· Breaches of the Road Rules.
· Breaches of the Vehicle Standards Regulations.
· Breaches of Federal or State Anti-Discrimination Legislation.

To achieve this you must have a procedure in which you:

· acknowledge allegations of breaches of legislation by a driver or other person in connection to your service;
· refer allegations to the relevant party for investigation; and
· maintain records of allegations.

All relevant staff must be made aware of the procedures.  Your drivers must sign an acknowledgement that they are aware of, and understand, the procedures and this acknowledgement must be kept with your driver register (refer to Standard 3.2).

You may also decide to put in place a complaints management system to address complaints made by customers regarding the service provided by your drivers and/or other employees or representatives of your service.  For complaints relating to customer service that are not specific offences or breaches of legislation, this is not mandatory for accreditation purposes.

Refer to Proforma 3.5A for information on the types of complaints and allegations that must be referred to the appropriate authority and which should be dealt with in-house.   It is a requirement to advise DIER of any offence committed by a driver.  Proforma 3.5B is provided for this purpose.




REPORTABLE INCIDENT MANAGEMENT	Standard 3.5	Proforma 3.5A

[bookmark: _Toc375489308]REPORTABLE INCIDENT MANAGEMENT PROCEDURES
[bookmark: _Toc375489309]FOR PASSENGER TRANSPORT SERVICES


	Type of offence
	Examples of allegations
	Allegation is referred to
	Who may take action?

	Offence under the Criminal Code Act
	· Stealing
· Assault
· Sexual offences
· Stalking
· Using abusive or threatening
language
	· Tasmania Police
· DIER (Registrar of Motor
Vehicles)
	· Tasmania Police (may lay
criminal charges)
· DIER (RMV may suspend
Ancillary Certificate if charges proven)

	Breach of Traffic Act
	· Dangerous, reckless or negligent
driving
	· DIER (Registrar of Motor
Vehicles) – may refer to Tasmania Police
	· DIER (RMV)

	Breach of Road Rules
	· Minor traffic infringements that do
not constitute reckless or negligent driving (this might depend on the time of day and the circumstances in which the incident occurred)
	· Tasmania Police (if complainant is willing to provide a statement)
	· Tasmania Police (may issue
traffic infringement notice)
· DIER (Registration & Licensing)
· Accredited operator through
Code of Behaviour or other driver management process

	Breach of Driver Licensing and Vehicle Registration Regulations
	· Driving with expired licence or
Ancillary Certificate
· Operating an unregistered vehicle
· Vehicle operating under incorrect
MAIB premium
	· DIER (Transport
Compliance & Enforcement)
	· DIER (Registration & Licensing)
· DIER (Transport Compliance &
Enforcement may issue Traffic Infringement Notice or proceed to court action)
· DIER (Transport Operator
Accreditation Section may issue “show cause” notice in respect of accreditation)

	Breach of Vehicle Standards Regulations
	· Unroadworthy vehicle
	· DIER (Vehicle Call in
Service)
	· DIER (Transport Compliance &
Enforcement may issue Traffic Infringement Notice or proceed to court action)
· DIER (Transport Operator
Accreditation Section may issue “show cause” notice in respect of accreditation)

	Breach of Anti- discrimination legislation
	· Refusing to carry Guide Dog or other assistance animal other than as permitted by law.
· Refusing to take wheelchair-reliant passenger other than as permitted by law
	· DIER (Transport
Compliance & Enforcement) within 48 hours of becoming aware of incident
	· DIER (Transport Compliance & Enforcement)
· DIER (Registration & Licensing)
· Anti-Discrimination Commission
or Australian Human Rights Commission if passenger chooses to make a complaint to either of these bodies

	Breach of Passenger Transport legislation
	· Operating without accreditation
· Operating regular passenger
transport service without authorisation
· Operating a vehicle exceeding
operational capacity
· Refusing to pick up a passenger
who is authorised to travel on the service
· Setting down a passenger other
than as required by the legislation
· Setting down a passenger in an
unsafe place
· Removing a passenger from a
vehicle other than as permitted by the legislation
· Allowing standing passengers to obstruct entrances and exits, or to cause danger or discomfort to other passengers
· Driving a vehicle when luggage is not safely stowed.
	· DIER (Transport
Compliance & Enforcement)
	· DIER (Transport Compliance &
Enforcement)
· The Transport Commission

	General customer service
	· Rude driver
· Late service
· Dirty vehicle
	N/A
	· Accredited operator through
Code of Behaviour or other driver management process
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[bookmark: _Toc375489310]NOTIFICATION OF REPORTABLE INCIDENT

Report From:
	Partnership, Business or Company Name
	

	Postal Address
	Postcode

	Email 
	

	Phone Contacts
	

	
	Phone	Mobile	Fax


The following driver has been alleged/charged with a reportable offence:
	Full Name of Driver
	

	Address of Driver
	Postcode

	Driver’s Licence
	Number
	
	Class
	




	
	Type of offence
	Examples of allegations

	
	Offence under the Criminal Code Act
	· Stealing
· Assault
· Sexual offences
	· Stalking
· Using abusive or threatening language

	
	Breach of Traffic Act
	· Dangerous, reckless or negligent driving

	
	Breach of Road Rules
	· Minor traffic infringements that do not constitute reckless or negligent driving (this might depend on the time of day and the circumstances in which the incident occurred)

	
	Breach of Driver Licensing and Vehicle Registration Regulations
	· Driving with expired licence or Ancillary Certificate
· Operating an unregistered vehicle
· Vehicle operating under incorrect MAIB premium

	
	Breach of Vehicle Standards Regulations
	· Unroadworthy vehicle

	
	Breach of Anti- discrimination legislation
	· Refusing to carry Guide Dog or other assistance animal other than as permitted by law.
· Refusing to take wheelchair-reliant passenger other than as permitted by law

	
	Breach of Passenger Transport legislation
	· Operating without accreditation
· Operating regular passenger transport service without authorisation
· Operating a vehicle exceeding operational capacity
· Refusing to pick up a passenger who is authorised to travel on the service
· Setting down a passenger other than as required by the legislation
· Setting down a passenger in an unsafe place
· Removing a passenger from a vehicle other than as permitted by the legislation
· Allowing standing passengers to obstruct entrances and exits, or to cause danger or discomfort to other passengers
· Driving a vehicle when luggage is not safely stowed.


Sent to:	Method:
	
	
	DIER (Transport Compliance & Enforcement)
	
	
	Email
	
	Letter by post
	
	Fax

	

	
	
	DIER (Registration & Licensing)
	
	

	
	
	
	
	
	

	
	
	Transport Commission
	Submitted By (Signature)
	

	

	
	
	Tasmania Police
	(Name)
	

	

	
	
	TasBus
	Date
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