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THIS PUBLICATION IS COPYRIGHT TO THE BUS AND COACH ASSOCIATION OF NSW AND PERMISSION IS GRANTED ONLY TO MEMBERS OF BusNSW FOR THEIR INTERNAL USE ONLY
How to use this Manual
The NSW Bus Operator Accreditation Scheme (BOAS) requires operators to maintain detailed information on bus maintenance, driver records, safety and other operational information.  From January 2008 compliance with these requirements will be audited by Transport for NSW (TfNSW).

In response, this Bus Operator Accreditation Manual provides BusNSW members with the information they require under the BOAS in one easy to use package.  The Manual is divided into the following sections:

· Management Information Systems

· Vehicle Maintenance & HVIS

· Bus Operator Management & Records

· Safety Management Systems (SMS)

· Buses

· Records Management

For each of these sections the Manual outlines what is required and provides a sample of a document or form which can meet this requirement.  Some operators may wish to adopt this Manual as their BOAS system.  Others may wish to simply add one or two documents from the Manual to supplement their existing BOAS system. 

Operators wishing to use the entire Manual for their BOAS system should:

1. Save the Manual to your computer.

2. Complete the forms or amend the documents with your own information.
3. Save the amended forms/documents.

4. Print the Manual in preparation for a BOAS audit.

Operators wishing to supplement an existing BOAS system should: 

1. Save the required forms/documents to your computer 

2. Adapt the document or complete the form with your own information.

3. Save the amended forms/documents.

4. Print the form/document and add to your BOAS system in preparation for an audit.

I commend the Bus Operator Accreditation Manual to you and trust that it will assist you to comply with BOAS record keeping requirements.
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Darryl J Mellish

Executive Director 
Bus and Coach Association of NSW
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Introduction:
Bus and coach operators in NSW are required to maintain a range of accreditation records to provide evidence of the safety and reliability of their services.

In January 2008 Transport NSW (TNSW now known as Transport for NSW TfNSW) began auditing accredited operators to ensure these records were being maintained.   TfNSW’s audit regime is a two stage process requiring the operator to:

· Complete an Annual Self-Assessment Report (ASAR) each year, and 

· Engage an independent auditor to audit accreditation records at least once during the operator’s three year accreditation cycle.

TfNSW will forward correspondence to each operator advising them when their ASAR or independent audit is due.

How the Audit Works

Upon receipt of TfNSW’s letter that their audit is due, the operator has eight weeks in which to engage an auditor to complete the audit. The accredited operator (or Designated Manager/Director in the case of a corporation) must be present while the audit is conducted.

The choice of auditor is up to each operator. A list of accredited auditors can be found in the Members section of the BusNSW website (www.busnsw.com.au) or by contacting TfNSW. The fee and timing of the audit is up to the operator and auditor to negotiate.

To ensure consistency of approach, auditors will use the TfNSW’s Audit Tool to conduct the audit. Operators can test the completeness of their accreditation records prior to their audit by conducting a “self-audit” using the same Audit Tool.  A copy of the Audit Tool can be found in the Members section of the BusNSW website (www.busnsw.com.au) or by contacting TfNSW.

Follow-up Action 

The auditor’s role is simply to review the operator’s documentation and report back to TfNSW. Auditors do this by completing the Audit Tool and returning it to TfNSW they will also provide the operator with a completed copy of the Audit Tool.

Any action taken against the operator following the audit will be up to TfNSW to determine. Should the auditor find a non-critical deficiency (e.g. failure to maintain a complaints register), TfNSW will generally allow the operator a set time, usually 28 days, to remedy the shortcoming. However, certain issues are considered so critical that TfNSW will take immediate action against the operator.  
These “critical deficiencies” are:

· Unregistered Buses

· Uninsured Buses

· Vehicle Maintenance is contrary to the manufacturer’s specifications 

· Biannual Road and Maritime Services (RMS) Heavy Vehicle inspections (formerly the RTA) have not been completed

· “Safety critical maintenance” (brakes, steering, suspension) has not been performed by a MVRIA licensed mechanic

· Drivers’ hours breach RMS fatigue requirements

· No Safety Management System in place

· No Drug and Alcohol Program in place

· Records are not kept in English
About this Manual
This Accreditation Manual is designed to provide operators with the pro-formas and samples needed to meet accreditation conditions.  The Manual is divided into the following sections:

· Management Information Systems

· Vehicle Maintenance & HVIS

· Bus Operator Management & Records

· Safety Management Systems (SMS)

· Buses

· Records Management

BusNSW also has a range of other accreditation information and assistance available to members.  For further information and advice contact the BusNSW on Tel: (02) 8839 9500, Fax:  (02) 9683 1465 or email: info@busnsw.com.au.
Section 7 - Management Information Systems

The operator must maintain: 

· An Insurance Register outlining insurance details for all buses in the fleet (Pro-forma 1). 
 Note: For smaller operators clear evidence that every bus is insured (e.g. an insurance policy listing the vehicles covered) will be sufficient to meet this requirement.
· A 3rd party Insurance Policy of $5 million for each bus in the fleet.  This Policy should be in the name in which the operator holds the accreditation (i.e. not your trading name).
· A Certificate of Currency (or other document from the insurer) confirming this insurance and dated a maximum of 7 days prior to the audit date (Pro-forma 2).  This should be in the name in which the operator holds the accreditation (i.e. not your trading name).
· A Fleet Register that includes each vehicle’s identification number, allocated fleet number and registration details (Pro-forma 3).   Note that for smaller operators registration papers for each vehicle will be sufficient to meet this requirement.
· A Complaints Register which details the nature of the complaint and the actions taken (Pro-forma 4).
Note: The auditor will require photocopies of insurance policies and registration papers for at least two vehicles over a five year period.
Pro-forma 1

Insurance Register

TPPD = Third Party Property Damage
	Fleet No.
	Registration No.
	Insured Value
	TPPD Insurance No.
	TPPD Insurance Value
	TPPD 

Expiry Date
	TPPD

Finance Company

	CTP insurance No. 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Pro-forma 2
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26 November 2012
 Fillin "Address" 
Confirmation of Insurance
In our capacity as Insurance Brokers we hereby confirm that the following Insurance has been effected and is in force.

This Certificate provides a summary of the policy cover and is not intended to amend, extend, replace or override terms and conditions contained in the actual policy document.

Insured:




Interested Party:



Class of Insurance:

Motor Vehicle

Interest Insured:

All Motor Vehicles (including fixtures, fittings and 




accessories therein or thereon) now or hereafter 




existing, owned or used or operated by the Insured or 



in which the Insured has an 
insurable interest or for 



which the Insured is responsible or has assumed 




responsibility.





Make and Model:
 





Registration No:
 





Engine: 

 





Chassis:

 

Sum Insured:


Own Damage - Market Value or Sum Insured





Whichever is the lesser at the time of loss





Third Party Property Damage Limit - $30,000,000





Any one Occurrence
Insurer:



Policy No.:




Period of Insurance:



[image: image17.emf]Kind Regards,
Scott England
Managing Director

Pro-forma 3

Vehicle Fleet Register
	Fleet No. (if applic)
	Registration No.
	Registration Expiry Date
	Vehicle Identification Number (VIN)
	Engine No.
	Manufacture Date
	Seat Cap
	Stand Cap 
	Insured Value
	Finance Company
	Finance Doc

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Pro-forma 4
Complaints Register

	Date

Lodged:
	Lodged by:
	Received by:
	Complaint against:

	
	Name:……………………..

Address:……………………

……………………………..

Telephone:…………………


	Name:
	Name:

	Date of 

Incident:
	Nature of complaint:



	Date:
	Follow up action: (Including any driver interviews etc)

	
	Details:


	Person carrying out:

	Date:
	Correspondence follow up action

	
	Details:


	Person carrying out:


Section 8 - Vehicle Maintenance & HVIS

The operator must maintain:

· A system for Defect Reporting (Pro-forma 5).  
· Operators must ensure that defect forms are available and that, where a defect is identified, drivers complete the form and return it to the operator for appropriate repairs.  A sample Bus Defect Form is outlined at Pro-forma 9.  A Bus Defect Book may be purchased from the BusNSW.
· RMS Heavy Vehicle Inspection Records for each vehicle. (Pro-forma 6)
·  Note that this sample sets out a system for monitoring HVIS inspection dates.  For smaller operators, copies of HVIS reports would be sufficient to meet this requirement. 
· A maintenance system consistent with or better than, the manufacturer’s recommendations.  (Pro-forma 7)
· This includes a Maintenance Plan explaining how maintenance scheduling works and a list of the maintenance required (this could be the manufacturer’s recommended services or, WHERE MANUFACTURER’S RECORDS ARE UNAVAILABLE, A,B,C and D maintenance schedules - Pro-forma 8).  Operators also require evidence that services have been completed for each vehicle (Pro-forma 9).
· Where an operator is unable to obtain the vehicle Manufacturer’s Specifications), they are required to seek approval in writing from Transport for NSW (TfNSW) to use an alternate maintenance schedule.
· A Mechanic’s Record outlining MVRIA licence details (Pro-forma 10).  
· While operators may undertake routine maintenance themselves (e.g. changing light bulbs or sparkplugs, grease and oil changes, etc.), “safety critical work”, namely work on brakes, steering or suspension, must be carried out by a MVRIA licensed mechanic.
· Records of Pre-Departure Vehicle Checks for each vehicle. (Pro-forma 11)
Note that to ensure compliance with manufacturer’s maintenance recommendations and HVIS requirements, auditors will sample consecutive records for at least two vehicles.

Pro-forma 5

Bus Defect Report
Company: ____________________________________________________

Day: __________________ Date: ___________________ Time: __________________

Fleet No: ______________ Registered No: ____________________________________

	DEFECT REPORT



	

	

	

	

	

	

	

	

	

	


Driver’s Signature: ________________________________________________________

Work Completed: Mechanic’s Signature: ______________________________________

Approved for filing: Manager’s Signature: _____________________________________

Note that a Bus Defect Report Book may be purchased from the BusNSW, with Defect Reports in triplicate (for driver, mechanic and office).
Pro-forma 6

HVIS Register
Note that RTA HVIS forms should also be kept for each vehicle

	Fleet No.
	Registration No.
	Vehicle Identification Number (VIN)
	HVIS Inspection Date
	HVIS Inspection Date
	HVIS Inspection Date
	HVIS Inspection Date
	HVIS
 Inspection 
Date
	HVIS Inspection Date
	HVIS
 Inspection 
Date

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Pro-forma 7
 Vehicle Maintenance Plan
To ensure the safety of employees and the travelling public, this organisation will ensure that vehicles are regularly serviced and that any defects are promptly rectified. This procedure outlines how each of these activities will take place.
Vehicle Servicing
1. All vehicles will be serviced at intervals that are consistent with or exceed the manufacturer’s recommendations.  Managers will ensure that relevant vehicle maintenance specs are obtained from the manufacturer.
2. Where manufacturer’s specifications are not available, TfNSW will be notified and vehicles will be maintained in accordance with the following A, B, C and D cycles:

Generally the more modern vehicles with automatic brake adjusters or disc brakes are serviced in Cycle B + C and the older vehicles are serviced in Cycle A.
Cycle A – 5,000 km
The service interval is at or around 5,000 km frequency.   Those vehicles that do not travel 5,000 km within a three month period will be serviced on a time frequency basis i.e. at or around every three months.
Cycle B – 10,000 km
The service interval is at or around 10,000 km frequency.   Those vehicles that do not travel 10,000 km within a four month period will be serviced on a time frequency basis i.e. at or around every four months.
Cycle C – 15,000 km
The service interval is at or around 15,000 km frequency.   Those vehicles that do not travel 15,000 km within a four month period will be serviced on a time frequency basis i.e. at or around every four months.

Cycle D – 20,000 km

The service interval is at or around 20,000 km frequency.   Those vehicles that do not travel 20,000 km within a four month period will be serviced on a time frequency basis i.e. at or around every four months.

3.
Management is responsible for monitoring when services are due and for providing maintenance staff with a Service Due Listing on a regular basis.  

4.
All mechanical work will be undertaken by appropriately qualified personnel.  In particular, all work on brakes, steering, suspension or other safety critical work must be undertaken by a MVRIA licensed mechanic.

5. 
When services are completed, the work will be recorded on the relevant A, B, C or D Sheets, and a summary of the work will be recorded on the individual vehicle’s Maintenance Record.

Defect Repairs
1. Drivers and other staff will ensure that any defects are notified to mechanical staff using the Vehicle Defect Report Book.

2. Mechanical staff either certifies the vehicle is safe to use, rectify the defect or prevent the vehicle from being used prior to the defect being rectified.  
3. All defects will be repaired by appropriately qualified personnel.  In particular, all work on brakes, steering, suspension or other safety critical work will be undertaken by a MVRIA licensed mechanic.

4. When defects are remedied, the mechanic will record the remedial action in the Bus Defect Book, with a summary of the work recorded on the individual vehicle’s Maintenance Record.
HVIS Inspections 
In addition, management will ensure that all vehicles undertake Heavy Vehicle Inspections by the RMS Heavy Vehicle Inspection Centre.  Inspections shall take place half-yearly or as otherwise required by the RMS. 

Signature: _______________

Date: ________________

Proprietor/Managing Director
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Pro-forma 9
Individual Vehicle Maintenance Record
	Company/Owner:
	
	Registration Number:

	Address: 


	


All maintenance and repair including serviced schedules and defect repairs must be recorded.

	Date
	Defect No. 

(if applic)
	Details of Maintenance/Repair
	Odometer
	Mechanic’s Name 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Pro-forma 10
Mechanics/Contractor Record

MVRIA – Motor Vehicle Repair Authority (NSW).

	Name
	Details of Certificate(s)
	Details of Qualification(s)
	MVRIA licence type
	MVRIA Licence No.
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note any safety critical work (brakes, steering or suspension) must be undertaken by a MVRIA licensed mechanic (whether internal staff or external contractor)












Pro-forma 11

PRE-DEPARTURE/END OF SHIFT SIGN OFF DOCUMENTATION.
Transport for NSW requires a visual pre-departure check to be conducted on each vehicle prior to being used.  

Drivers need to be in a fit state when presenting for work, and must be aware of the impact of activities such as secondary employment, the consumption of alcohol and drugs and other medications have on their ability to perform the duties in a safety and effective manner. It is the driver’s responsibility to inform the company when they are unfit for duty which would include being at risk of breaking driving hours regulations. By signing this pre-departure Vehicle check you are agreeing to abide by the Fatigue Management Laws, the (insert Company name) Drug and Alcohol Policy, are the holder of a current heavy vehicle licence and the appropriate Drivers Authority.   

This Pre-departure checklist is a documented instruction for simple roadworthiness.  The individual completing the daily check is to acknowledge the vehicle to be roadworthy within the limits of the visual inspection.

DRIVER PRE-DEPARTURE CHECKLIST:
	· Check wheel nuts are secure (visual)                    
	· Check for body damage

	· Check for flat tyres
	· Check mirrors

	· Check for body damage
	· Check gauges                                       

	· Start bus (oil/water/ battery lights go off
	· Check lights & school flashing lights (where appropriate)

	· Check indicators
	· Ticket machine operational                              

	· Check that two-way radio is working 
(if appropriate)
	· Ensure that air bags are up before moving the bus


Pre departure check completed (Please tick)   (
Write defects and/or body damage in defect book and report to yard person.
DRIVER END OF SHIFT CHECKLIST:
Drivers are also responsible for checking the vehicle at the end of the day or if they leave the bus for an extended period. To do this the driver is to walk through and around the bus and ensure:

· No passengers (particularly pre-school or other children) are still on the bus

· There is no lost property left on the vehicle

· Check that vehicle has not been damaged or tampered with. 

End of shift check completed (Please tick)   (
Write defects and/or body damage in defect book and report to yard person.

DRIVER (print) ………………………  
DRIVER (signature) ……………………..

VEHICLE (Fleet No) ……………………..  DATE………………

Note: These procedures are guidelines and other systems may be in place whereby staff other than a driver performs some or all of these duties.

Section 9 - Bus Operator Management & Records.

The operator must retain:

· A Record of Drivers used for the past five years that includes the driver’s name and address, licence and Driver Authority numbers and their expiry dates (Pro-forma 12).
· A system for checking drivers’ licence and Authorities are current (Pro-forma 13). BusNSW recommends that this be done at least every three (3) months. Note that both RTA and police licence data is now provided to TfNSW. This means that by checking Driver Authorities are current on the TNSW’s Driver Authority Information System (DAIS), operators will be fulfilling their obligation to check both Driver Authorities AND Licences. The “Driver Health Monitoring Procedure” (Pro-forma 28) provides more information on this process. 
· A record of the dates and times each driver drove a vehicle (Pro-forma 14).  Note that the “Fatigue Management Plan” (Pro-forma 29) outlines RMS driver hour requirements.
· Long Distance and Tourist services only – maintain copies of any Passenger Manifest records which include passenger names, date and time of boarding, seat number (if allocated), passenger contact details (such as telephone number and address). (Pro-forma 15).
NOTE: If a Long Distance, Tourist and Charter operator is using a bus within 40km of its usual depot, the operator is exempt from the requirements in Clause 84 of the Passenger Transport Regulation 2007.

· Charter services only – has records of each time the bus is hired, the name and address of the hirer, contact details and phone number of the person responsible for the charter; (Pro-forma 16).
NOTE: If a charter bus operator maintains the above records for each charter journey then the Charter Operator is exempt from the requirements in Clause 84 of the Passenger Transport Regulation 2007.

· Maintain a documented procedure for managing school student behaviour (Pro-forma 17).
· Retains evidence that drivers have been informed (e.g. training, written instruction)  not to exceed 80 kilometres per hour whenever a student passenger is required to stand in a vehicle that is used solely or principally to carry students to and from school  (Pro-forma 18).
Pro-forma 12
Driver Register

	Driver Name

Surname
	Driver Name (First and Initial)
	Residential Address
	Contact No.
	Perm or  Casual
	Drivers Licence No.
	Drivers Licence Type.
	Expiry
Date.
	TfNSW Driver 
Authority No.
	Expiry
Date
	Commenced employment
	Employment Ceased

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Pro-forma 13
Driver Licence and Authority Check Register
	Driver Name

SURNAME.
	Driver Name (First and Initial)
	Address
	Licence Check Date.
	Authority Check Date
	Licence Check Date.
	Authority Check Date
	Licence Check Date.
	Authority Check Date
	Licence Check Date.
	Authority Check Date

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


*** Please note: Accredited bus operators must be able to provide evidence of how and when they check the currency of a person’s driver licence and driver authority and must ensure that public passenger services are safe, reliable and efficient. Roads and Maritime Services (RMS) do not stipulate the frequency or regularity with which an operator ensures its compliance with its legal obligations by ensuring that its drivers hold a current driver licence and driver authority. The manner with which a bus operator determines its compliance with the Passenger Transport Act, and the frequency of an operator’s check, is an operational requirement to be established by the operator.

Pro-forma 14
Driver Roster
	Driver’s Name
	Contract No.
	Date
	Time out
	Time of Return
	Bus Registration

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Pro-forma 15
Passenger Manifest: 

Long Distance and/or Tourist Services

Vehicle Registration:
__________________ 

Driver:


__________________ 

Driver’s Phone:

__________________ 

Journey Date:

___________________ 

Trip Details:

_________________________________________ 

Depart: 


_____________ 

Returns:


_____________ 

	Passenger Name:
	Seat No.

(if approp)
	Pick Up Time
	Address
	Contact Number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	 
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Driver Instructions: 

· Please give passengers your mobile number.  

· Ensure vehicle is tidy at all stops.  

Pro-forma 16
Charter Service Journey Record

Vehicle Registration:


_____________

Driver:




_____________ 

Driver’s Phone:



_____________

Journey Date:



_____________ 

Client:




______________________ 

Client Contact:



______________________

Tel:




_____________           
Pick up time:




_____________ 

Pick up address:



________________________ 

Destination:




________________________ 

	On board Contact Person:
	

	No. of Passengers on Board:
	

	Speedo In:
	

	Speedo Out:
	

	Total Kms:
	

	Finish Time:
	


Pro-forma 17
Procedure for Managing School Student Misbehaviour
This procedure outlines the responsibilities of bus drivers and operators when dealing with school students who behave in an unacceptable manner when travelling on buses.  The aim of the procedure is to ensure the safety and well-being of school children, other passengers, bus drivers and other road users.  The procedure is based on the TfNSW’s Code of Conduct for Managing School Student Misbehaviour.
Responsibilities of Bus Driver 

Where a school student misbehaves on a bus the driver shall:

· Advice the student that their behaviour was inappropriate and of the consequences of the offence, e.g. pass may be withdrawn.

· Obtain the student’s name and school (directly from the student or from the travel pass).

· Either issue an interim pass in place of the school bus travel pass (if the bus operator has a system of interim passes in place) OR advise the student that their behaviour will be investigated by their bus operator (in a situation where travel passes are not in use).

· Where a formal warning is to be issued, the driver shall record the incident on returning to the depot.  (A formal warning is considered issued when the driver obtains the student’s name and school).

· Report the incident to the bus operator.

· When an incident of misbehaviour is considered life threatening, the bus driver will stop the bus and contact the police on 000 and/or the bus operator and await instructions. Students should be advised to stay in the bus until assistance has arrived.

Responsibilities of Bus Operator 

Where a school student misbehaves on a bus the operator shall:

· Advice the parent of the incident and its consequences where a verbal warning is issued, and provides the school principal with a written copy for information. 

· Advice the school principal immediately where the student is exhibiting dangerous or highly dangerous behaviour and where the police have been contacted.

· Determine whether a student’s misbehaviour is serious enough to refuse the student travel on the bus.

· Determine the appropriate penalty in accordance with the Code of Practice.
· Ensure that reasonable effort is made to communicate with parents and the school principal within the period specified in the Code (where the operator is considering refusing a student travel on a bus due to a breach of the Code of Conduct).

· Advise parents/guardians/carers, the school principal and TfNSW in writing before suspending a student from travel, so that alternative travel arrangements can be made (including advice on how to appeal against the decision). 

· Decide on the appropriate arrangement for returning the travel pass to the student and advise parents in writing of the arrangement on expiry of the interim pass or at the end of the period of suspension. (The arrangement may include returning the pass by post or reclaiming it from the bus operator or the school, where there has been agreement with the school).
· Retain records of action taken to deal with reported incidents.

· Ensure that any refusal of travel on a bus is appropriately enforced.
· Consider requests by parents for a review of any decision to refuse travel to their child.

· Assist TfNSW to review appeals of any decision made in relation to a breach of the Code of Conduct by providing relevant information.
· Record all information pertaining to the incident and investigation in the Student Misbehaviour Database. (www.appln.transport.nsw.gov.au/misbehiour)
Signature: _______________

Date: ________________

Proprietor/Managing Director

Pro-forma 18
School Bus Standee Procedure

This procedure outlines the responsibilities of bus drivers in relation to speed limits when children are travelling whilst standing on a school bus.  

Responsibilities of Driver 

This organisation views school children as our most precious cargo and recognises the increased dangers posed when children are travelling whilst standing on a bus.

As a result, whenever a bus is being used principally for the conveyance of students to and/or from school, DRIVERS ARE INSTRUCTED TO LIMIT THEIR SPEED TO 80KPH OR UNDER WHENEVER A STUDENT PASSENGER IS REQUIRED TO STAND.

Responsibilities of Operator 

The operator will reinforce this rule as part of the employee’s induction/training process and shall include a copy of this procedure in the driver’s manual along with other information sheets such as route and timetables, emergency procedures etc.

Signature: _______________

Date: ________________

Proprietor/Managing Director.

Section 10 - Safety Management Systems (SMS)
The operator must maintain:

· An SMS Policy signed off by senior management and displayed in a prominent position in the business (Pro-forma 19). 
·  Note that where the operator conducts their business from home, displaying the SMS in the Driver’s Manual is sufficient. 

· An organisational chart showing positions and reporting relationships. (larger operators only) (Pro-forma 20).
· Position Descriptions for all Transport Safety Employees (Pro-formas 21 and 22).  
· Note that at least one PD should indicate overall responsibility for implementing the SMS 
· A Risk Register identifying hazards, risk, controls and responsible person (Pro-forma 23)
· Procedure for Security Management (only where operator services a major transport interchange (Pro-forma 24) 
· A “major transport interchange” is a juncture of two or more transport modes (e.g. bus and rail) or a major event venue serviced by public transport, in the Sydney metropolitan or outer metropolitan areas.  
· A system for ensuring staff are aware of changes to the SMS 
(Pro-forma 25)

· Runaway Bus Procedure (Pro-forma 26)
· Procedure for Driver Health Monitoring (Pro-forma 27)
· Fatigue Management Plan (Pro-forma 28) which includes reporting/monitoring any instances of secondary employment by drivers.

· Vehicle Monitoring Device Records kept in continuous date order for the past three years (Long Distance Tourist and Charter Services only).  Pro-forma 29 
· VMD Management Log (Pro-forma 30)
· Infringement Report (Pro-forma 31).
Pro-forma 19
SMS Policy

Commitment

This organisation views safety as a top priority.  The health and well-being of staff and members of the public are paramount.  
Safety Objectives

We aim to achieve this goal via:

· Active involvement and commitment by all staff and management.

· Consultation and communication on safety issues.

· Ongoing identification and control of hazards in our Risk Register. 

· Implementation of procedures for activities that pose a significant risk. 

· Provision of safety information, training and instruction. 

· Ongoing assessment of transport safety employees’ fitness for duty.

· Provision of critical incident procedures.

· Investigation and reporting of all accidents and dangerous incidents.

The organisation’s Safety Management System (SMS) is the primary mechanism for implementing and monitoring these activities.  

Summary of Responsibilities

Owner/Manager:

· Ensure overall coordination of safety on site, including implementation of the SMS, and ensure staff meets their safety responsibilities.

Drivers

· Ensure safety procedures are followed and operate bus in a safe and reliable manner. 

Review
Our SMS will be evaluated regularly via audits and other mechanisms to ensure it remains relevant and effective.  As part of this process, this SMS Policy will be reviewed when required by changes in legislation (or operations) and at least annually.
Signed: 


Position: (Owner or Designated Manager)
Date:













Pro-forma 21
Position Description: Owner/Manager
Job Purpose:  
The Owner/Manager has overall responsibility for ensuring the service runs smoothly, safely and to budget.  The Owner/Manager’s role is to ensure safety requirements are met, including overall responsibility for monitoring and implementing the SMS. 

Responsibilities: 

· Provide leadership on safety and service issues.

· Manage operations and staff to ensure that services are provided in an efficient, safe and cost-effective manner. 

· Ensure budget requirements are achieved. 

· Integrate safety and other requirements into position descriptions, driver manuals and other procedures.

· Ensure effective communication and consultation (e.g. regular meetings) on safety issues. 

· Encourage staff to be aware of unsafe activities and to participate in identifying unsafe areas including ideas on improvements and training. 

· Ensure risk management systems (including the Risk Register) are in place and regularly reviewed and updated.

· Ensure staff receives the training and resources needed to carry out their responsibilities safely. 

· Not perform or attempt to perform work under the influence of Drugs and Alcohol. Note: A maximum Blood Alcohol Limit of 0.02 applies.  

· Monitor the performance of drivers and other staff to ensure duties are performed in a safe and professional manner and to minimize breaches of the performance based contract.

· Investigate and ensure corrective actions when an incident occurs.

· Evaluate and audit the SMS on a regular basis.

I…………………….. have read and received instruction on the above Job Description and agree to abide by the responsibilities outlined.

Signature………………………………..



Date……………….
Pro-forma 22
Position Description: Driver
Reporting Lines:  

Reports to the Owner/Manager 

Job Purpose:  
Drivers are responsible for operating the bus in a way that ensures the safety of themselves, their passengers and the public.  Drivers are required to do this in a manner that abides with Transport for NSW, RMS and the organisation’s operational and safety requirements. 

Responsibilities: 

· Drive allocated buses along specified routes as directed.

· Ensure the care, safety and comfort of passengers. 

· Drive any vehicle economically and carefully in accordance with relevant road laws and policies.

· Keep the office informed, by two way radio (or any other medium), of any issues such as late running or overloading, which may affect the timetabled service.

· Report all incidents and injuries.  This includes completing school student misbehaviour reports and accident report forms as required.

· Accurately complete all necessary recording procedures i.e. daily journals, time records, customer loading data, fuel and charter records.

· Complete vehicle pre-departure checks.

· Report any damage, defect or repairs needed to the bus in the defect book.

· Maintain the vehicle in a clean condition.

· Be responsible for any or all of the following: cash and tickets, fares, checking passes, operating ticket machines, and giving correct change.

· Not perform or attempt to perform work under the influence of Drugs and Alcohol. Note: A maximum Blood Alcohol Limit of 0.02 applies to drivers.  

· Report any matters relevant to the currency of the driver’s licence or Driver Authority if charged with a criminal or civil offence.

· Report all health issues or other issues that may affect fitness to drive.

· Report instances of secondary employment to management.

· Follow policies, procedures and safety instructions.

· Wear all safety gear issued.

· Participate in training and staff meetings as required. 
I…………………….. have read and received instruction on the above Job Description and agree to abide by the responsibilities outlined.

Signature………………………………..



Date…………

Pro-forma 23
Sample Risk Register
	Hazard
	Likelihood
	Severity
	Risk Rating
	          Recommended Controls 
	Responsible Officer

	Flooding at Crockers Creek
	Likely (in heavy rain)
	Serious Injury
	2
	Drivers instructed to monitor creek level when rain

Drivers instructed not to drive through flooded causeways

Procedure included in Driver Manual 

Owner to write to Council alerting them to issue
	Owner/operator

“

Admin

Owner/operator

	Drug and Alcohol Consumption
	Very Unlikely (5 staff, after hour habits known well) 
	Death or permanent disability
	3
	Staff briefed on:

· Obligations re drugs and alcohol

· Need to report any prescription drugs

· Need to report if drinking evening before shift.

D&A Policy included in Driver Manual

Police requested to test drivers when random testing
	Owner/operator

Admin

Owner/operator

	Gravel roads
	Very likely 
	Serious Injury
	2
	Imposed 40km speed limit for all gravel roads

Speed limit instructions added to Driver Manual
	Owner/operator

Admin

	Kangaroo strikes
	Very likely (in some areas)
	Death or permanent disability
	1
	Drivers instructed  to reduce speed when driving early morning, late afternoon and at night 
Included in Driver Manual
Buses to be fitted with driving lights
	Owner/operator 
Admin

Workshop

	Fog
	Unlikely
	Death or permanent disability
	2
	Drivers instructed to reduce speed when foggy 

Included in Driver Manual

Buses to be fitted with fog lights
	 Owner/operator 
Admin

Workshop

	School children from Murabel High misbehaving 
	Likely (to continue)
	First aid
	3
	Drivers instructed to document/report all incidents

School/Parents advised of issue and of possible withdrawal of pass if continued 
	Owner/operator 

“



Pro-forma 24
 Security Management Procedure

Purpose

The organisation recognises that terrorism is a real threat.  The organisation’s security procedure aims to mitigate this threat by reporting suspicious behaviour, undertaking regular bus inspections and emergency planning and practice.  

Reporting 

The first line of defence in combating terrorism is vigilance.  Bus drivers therefore need to report any suspicious behaviour that they may observe.  Drivers should be particularly vigilant around transport interchanges such as rail stations and during major sporting and entertainment events.  Suspicious behaviour could include persons:

· loitering at interchanges with no apparent intention of using transport services;

· taking photographs or making sketches of transport facilities;

· Attempting to evade notice when detected. 

Drivers will report any suspicious behaviour to the depot via two way radio (or any other medium).  The depot will notify the Police.  

Inspections

Drivers will undertake a thorough internal and external inspection of their vehicle:

· Prior to the commencement of each shift as part of the sign-on procedure;

· At the end of each shift as part of the sign-off procedure.

If any unattended items are discovered during this process drivers are not to touch or handle these packages.  Rather they should adhere to the procedure outlined below.

Suspicious Packages

Drivers and other staff who discover unattended items should undertake a visual assessment utilizing the HOT principle:

H
Is the item Hidden?

O
Is the item Obviously suspicious?

T
Is the item Typical of items usually found in that area?

If the HOT principle leads you to believe that the item is suspicious do not touch or move the item.  Rather:
1.
Evacuate the bus and the immediate area to a minimum of 150 metres;

2.
Do not use a 2 way radio or a mobile phone within 150 metres of the bus.

3.
Contact the depot.  Provide your bus location and a description of the item including the type of package, location in bus, etc.  

4.
The depot will contact the Police on the Emergency Line (000).

5.
Where a driver is unable to contact the depot they should contact the Police direct (000) and contact the depot at the first available opportunity.

6.
Follow the instructions given by the Police or other authorities.

7.
Let passengers know what is happening and ask them to remain clear of the bus as there is a possible threat.  Until the police arrive the public will look to the driver as a potential authority figure so remain calm and do not panic the crowd.

Bomb Threat

Where a driver or other staff member receives a bomb threat they should:

1.
Stay calm.

2.
Not interrupt the caller and attempt to obtain as much information from the caller as possible.  Remember: Who, What, When, Where, Why and How.  Make notes if possible.

3.
After the call do not replace the phone handset.  This may assist the authorities in tracing the call.  

4.
Contact the Police (000). Use another phone to alert authorities and other staff members.  (Mobile phones or two-way radios are not to be used within 150 metres of the alleged bomb site). 

5.
Contact the depot and advise them of the threat.  The depot will contact all buses in service by two-way (mobile phones not to be used to inform drivers).

6.
Inform drivers and passengers not to use mobile phones or two way radios to transmit messages within 150 metres of the alleged bomb site.

7.
Driver to carry out a preliminary search of bus for any suspicious/unidentified objects.

8. 
Where any unidentified objects are found the driver is to follow the Suspicious Package Procedure (above). 

9.
Upon arrival of Police, advice of the areas searched and follow their instructions.

Signature: _______________

Date: ________________

Proprietor/Managing Director

Pro-forma 25
Staff Meeting/Communication Record

Meeting Date: ______________
         

Attendees: ______________________________________________________
	Item
	
	Issues Identified 
	Action Required
	Person Responsible 
	Date for Completion

	1. Matters Arising

	
	
	
	
	

	2. Critical Incidents


	No of incidents for period:
	
	
	
	

	3. Risk Register
	
	
	
	
	

	4. Injury register
	No of injuries for period:
	
	
	
	

	5. Vehicles/ routes/roster issues
	
	
	
	
	

	6. Workplace inspection reports 
	
	
	
	
	

	7. Training issues
	
	
	
	
	

	8. Security issues
	
	
	
	
	

	9. Audit issues
	
	
	
	
	

	10. Other issues
	
	
	
	
	


Signature of Manager: ____________________ Date: _________________
Pro-forma 26
Runaway Bus Procedure

A runaway bus, whether in the bus depot or on a public road, has the potential to cause serious or fatal injury and significant damage to property and assets.

To prevent these serious incidents from occurring, it is essential that bus drivers correctly secure their bus by applying the Park Brake before leaving the driver’s seat.

It is NOT acceptable to rely upon an open front, centre and or rear door (therefore utilizing a door brake interlock system) or the “bus stop brake” to secure the bus.

There are engineering systems in place, which are designed to prevent incidents of runaway buses.  These are, however, not substitutes for drivers’ vigilance in ensuring that the Park Brake is always applied before leaving the driver’s seat.

Bus Drivers, as professional drivers, are responsible for their own and others’ safety arising.  Correctly securing your bus before exiting is part of this responsibility.
All runaway bus incidents must be reported immediately to management who must notify the appropriate authorities.

DRIVER INSTRUCTION:

· Before leaving the driver’s seat you must apply the park brake and check that it is correctly engaged.

· Where a bus is fitted with an external door close control, you must use this to close the bus.

· You must not close the bus doors by reaching switches from outside the bus through the driver’s side window. 

· Under no circumstances, should you access the bus controls via the driver’s window.

Signature: _______________

Date: ________________

Proprietor/Managing Director
Pro-forma 27
Driver Health Monitoring Procedure
This organisation recognises driver health as a critical safety issue.  To ensure our drivers are fit for duty we shall:

· Periodically check to ensure that Driver Authorities (and therefore medical assessments) remain current. (If nominating the frequency of checks please note: The manner with which a bus operator determines its compliance with the Passenger Transport Act, and the frequency of an operator’s check, is an operational requirement to be established by the operator).
· Require an additional medical assessment when an event suggests that a driver may not be fit for duty.  

This procedure outlines how this will take place. 

Driver Authority and Licence Check

The company will periodically (at least every 3 months) check that the driver’s licence and Driver Authority remain current.  This will be achieved by checking the driver’s status on-line via www.transport.nsw.gov.au and following the links to the Driver Authority Information System.   Data sharing between the RTA and Transport NSW mean that checking that the Driver Authority is current will be sufficient evidence that the driver holds both a current Authority AND licence.
When satisfied that the licence/authority is current and to provide evidence of this fact the operator will include a print-out of the driver’s DAIS record on the driver’s personnel file. 
Triggered Assessments 
Where an event indicates a possible problem with a driver’s fitness to drive, the organisation will request the employee to undertake a medical assessment to determine their continued fitness to drive. Triggers for an assessment may include:

· significant illness or injury

· recurrent sickness absence;

· prolonged sickness absence;

· repeated incidents e.g. driving accidents etc.
· reports from peers/supervisors/passengers with regard to driver performance;

· repeated injuries at work; or

· Employee’s own request.

The health assessment will be undertaken by ………………… and will be conducted in accordance with the current national driver medical standards. 

This process will be undertaken in full cooperation with the driver.   Where the driver refuses to cooperate with the assessment, the issue will be referred to Transport NSW for further advice.  

Negative Medical Assessments 

Where the employee is assessed as being unfit for duty, the matter will be referred to Transport NSW for further action.  The employee will not be permitted to undertake transport safety work until assessed as fit for duty.  However, the employee will be permitted to undertake other non-critical work (e.g. bus cleaning) until the matter is resolved.  

To assist this process the employee may be referred to:

· An Employee Assistance Scheme or fitness program that addresses particular health issues;

· A Rehabilitation/Return to Work Scheme. 

Operator Reporting

Transport NSW will be advised of any case where a driver is medically retired, or has retired of their own volition due to ill health.   

Signature: _______________

Date: ________________

Proprietor/Managing Director

Pro-forma 28 

Driver Fatigue Management Plan

Purpose

Driver fatigue is a significant risk for bus and coach drivers.  This Fatigue Management Plan is designed to manage fatigue as far as practicable within this organisation.

Rosters

This organisation will roster drivers to ensure compliance with the following bus/coach driving hours which are mandated by RTA legislation:

	Time period
	 Standard Hours (Solo Heavy Vehicle Driver)
	 Standard Hour (Solo Bus Driver)

	8 hours
	15 mins in 5.5 hrs. 30 mins in 8hrs 
	15 mins in 5.5 hrs. 30 mins in 8hrs

	24 hours
	12 hours off (including continuous period of 7 hours) in one day

Max 12 hrs. Work
	12 hours off (including continuous period of 7 hours) in one day

Max 12 hrs. Work

	7 days

(168 hours)
	96 hours off (including one 24 hour period) in one week

Max 72 hrs. work
	6 night rests** in 7 days



	14 days

(336 hours)
	2 night rests** + 2 consecutive night rests** in 14 
	

	28 days

(672 hours)
	
	4 x 24 hours off in 28. 


**Night rest is 7 hours continual rest between 10pm and 8am.

To meet these conditions the organisation will ensure that drivers have rest periods of at least:

· one day off in seven;

· two days off in fourteen;

· three days off in twenty-one; or

· four days off in twenty-eight.

The organisation will ensure that these rest periods are taken away from any bus or coach (unless taken in a sleeper cab during two-up driving arrangements). 
Secondary Employment

The undertaking of secondary employment by drivers has the potential to contribute to fatigue and impact on the provision of safe and reliable bus services.  As a result, drivers are required to advice management whenever they engage in secondary employment.  When so advised, management will assess the nature of the secondary employment and take any measures necessary to ensure that safety is not compromised.   
Other Factors

Drivers should be aware that rostering and monitoring of driver hours will not automatically guarantee fatigue-free drivers. Accordingly drivers need to take steps to get adequate sleep, manage any medications they may take and to curb recreational activities prior to duty that may lead to fatigue.

Should drivers need assistance with any of these issues they should seek the assistance of management via a confidential meeting.

Driver Reporting

Drivers should advise the operator of any issue (including work outside the organisation and the use of medications) that may impact on fatigue levels.  Failure to report such issues may result in disciplinary action.  The driver should also report if they feel particularly fatigued prior to a shift.

Employee Assistance
This organisation will endeavour to provide assistance to employees to help manage their fatigue levels.  Such assistance includes varying rosters where possible, Employee Assistance Programs and similar measures.

Signature: _______________

Date: ________________

Proprietor/Managing Director

Pro-forma 29
Vehicle Monitoring Device/Work Diary Procedure
Operators of long distance, tourist and charter services are required to use a Vehicle Monitoring Device (VMD) such as a tachograph to maintain records for all journeys undertaken regardless of the distance.  This procedure governs the way VMD records are to be maintained and used.  

Driver Procedures 
Commencement of Shift

Each time a Long Distance, Tourist or Charter vehicle is driven, the driver must install a tachograph card.  The tachograph card is exclusive to that driver and no-one else is permitted to drive the coach whilst the card is installed.  When the driver starts a shift, he/she completes the centre field on the tachograph card:

· driver’s name

· coach number

· date

· start kilometres

· journey details

· ensure the tachograph face displays correct time

The tachograph card should be installed into the tachograph machine.  Align the correct time as printed on the perimeter of the card with the red mark of the tachograph case.

The driver will also complete a Tachograph Management Log (Vehicle Log Book) which stays in the vehicle.  The driver will complete the following details:

· date and time commenced

· driver’s name

· Kilometre start (the driver should check to ensure the starting kilometres are the same as the previous entry’s finishing kilometres.  If not, a note should be highlighted in the VMD Management Log – see attached)

· driver’s log book page number

Completion of Shift

On completion of a driver’s shift, the driver shall remove the card and if no further driving is to be done that day, the finished kilometres shall be completed.

The driver will also finish the completion of the trip details in the VMD Management Log:

· kilometres finish

· date time off

· signed

The driver at the end of the day shall supply the office with their completed tachograph card.   

In addition to these requirements, for journeys over 100km radius from depot, drivers are required to keep and carry a Heavy Vehicle Work Diary which records the hours they work.

Management Procedures

The Designated Manager should ensure that each week (7 days), the office obtains:-

· a copy of tachograph management log for the previous 7 days for each vehicle

· the tachograph card and corresponding work diary page for each vehicle movement.

On obtaining this information the Designated Manager shall:

· check that driver’s card and log book page correspond with the Tachograph Management Log

· check tachograph cards to ensure:

· no over speed limits

· no exceeding 5.15 hours maximum driving time
· minimum rest breaks were taken as required

· no exceeding 12 hour maximum driving in any 24 hours

· records completed correctly by the driver

· highlight any breaches on the card

· sign and date each tachograph card and log book page

If any breaches are found, the Designated Manager must take action.  The offending driver should be issued with a Tachograph/Work Diary Infringement Report (attached), allowing the driver to comment on the breach before further action is taken.  

Tachograph records should be filed on driver files in date order, and must be retained for a period of 3 years.

The Tachograph Management log should be filed on a vehicle specific file and must also be retained for 3 years.

Signature: _______________

Date: ________________

Proprietor/Managing Director

…/3











Pro-forma 30
VMD Management Log

BUS REGISTRATION NO: ……………………….
	DATE TIME

ON
	DRIVER’S

NAME
	Work Diary

PAGE NO.

(If applicable)
	KILOMETRE

START
	KILOMETRE

FINISH
	DATE TIME

OFF
	SIGNED

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Pro-forma 31
VMD/WORK DIARY INFRINGEMENT REPORT

DATE: ……………………………   DRIVER’SNAME: …………………………………………

VEHICLE REGISTRATION: ………………………….WORK DIARY NO:…………………

DATE OF INFRINGEMENT: …………………………………………………………………….

REPORT: …………………………………………………………………………………………..

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………


DRIVER’S COMMENTS: …………………………………………………………………….

……………………………………………………………………………………………………

……………………………………………………………………………………………………

……………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………


ACTION TAKEN: ………………………………………………………………………………..

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………


DRIVER’S SIGNATURE: ………………………………………………………………………

MANAGER(S) SIGNATURE:………………………………………………………………….

Drug and Alcohol Program 
The operator must maintain:

· A Drug and Alcohol Policy (Pro-forma 32) signed by senior management and displayed in a prominent position within the operator’s business. 
 Note: Where the operator conducts their business from home, displaying the Policy in the Driver’s Manual is sufficient. 

· A Drug and Alcohol Risk Assessment. Pro-forma 33
· A Drug and Alcohol Consultation Record. Pro-forma 34
· Remedial Action procedure (where testing identified as a control in the operator’s risk assessment) Pro-forma 35
· Drug and Alcohol Education and Information (where identified as a control in the operator’s risk assessment) Pro-forma 36.
· Drug and Alcohol Testing Procedures (only where testing identified as a control in the operator’s risk assessment) Pro-forma 37.  
· Drug and Alcohol Testing Record (only where testing identified as a control in the operator’s risk assessment). Pro-forma 38. 
 Note: Any positive confirmatory tests must be notified to TfNSW using the TfNSW’s  Drug and Alcohol Test Notification Form available from TfNSW.
· Authorised Officers Certificate of Appointment (only where testing identified as a control in the operator’s risk assessment) Pro-forma 39 Certificates of Appointment: operators are be able to issue their own Certificates of Appointment to staff nominated as Authorised Officers.

Note: All operators are required to have a Drug and Alcohol Policy (Pro-forma 32), evidence of Consultation (Pro-forma 34), and an Assessment of drug and alcohol risks (Pro-forma 33).  Testing Records (from the police, etc.) are also required in the event of a serious incident (serious injury, accident or other incident likely to arouse public concern). The development and maintenance of other drug and alcohol records is dependent upon each operator’s risk assessment. 

Pro-forma 32
Drug and Alcohol Policy

Purpose

This Drug and Alcohol Policy is the basis of our drug and alcohol program, which we use to manage drug and alcohol problems and misuse.  This Policy applies to all staff.

Our Commitment

We view the health, safety and well-being of our staff, passengers and the public as paramount, and are committed to addressing our drug and alcohol risks. 

Safety Objectives

The objectives of our drug and alcohol program are to ensure:

· the safe operation of our bus services,

· a safe and healthy workplace for employees and other members of the public,

· employees are not under the influence of drugs or alcohol when carrying out bus safety work,

· employees are fully aware of and understand their safety responsibilities in relation to drugs and alcohol, and

· Drug and alcohol problems and misuse are identified early and managed appropriately.

Risk Control Measures

The measures that we have adopted to achieve these objectives are that we will:

· consult with and involve managers and staff in preparing and implementing our drug and alcohol program,

· educate and inform our employees about the effects of drug and alcohol misuse and their responsibilities for the safe operation of our bus services,

· carry out on-going assessment of bus safety employees’ fitness for duty,

· Encourage employees to self-report and provide self-appropriate support for those who self-identify drug and alcohol problems, and

· Take strong but fair action when employees misuse drugs or and alcohol or if they do not abide by our drug and alcohol program.

Drugs and Alcohol

This organisation strictly prohibits the following during bus safety work:

Alcohol

PCA.  Having the prescribed concentration of alcohol in the blood (i.e. being on or over the legal BAC limit of 0.02.

Prohibited Drugs

Illegal drugs.  Having any concentration of illegal drugs in blood or urine.  It is illegal to drive ANY motor vehicle or undertake transport safety work with ANY presence of:

· marijuana, speed, or ecstasy in blood, urine or oral fluid (saliva), or

· Cocaine, or morphine, (including heroin) in blood or urine.

Medications

Any drug taken for medicinal purposes, which poses a risk to safety (for example, by making an employee drowsy).

Management Responsibilities 

Managers are responsible in their areas of control for:

· ensuring that safety policies and procedures are developed and implemented effectively, and

· Supporting staff, and holding them accountable for their specific responsibilities.

Employee Responsibilities

Our bus safety employees must:

· Refrain from drug and alcohol misuse,
· Self-report drug and alcohol problems, and

· Abide by their responsibilities under the law and our drug and alcohol program.

Review

We will review and evaluate this Policy regularly and update it as necessary to ensure that we can continue to achieve our objectives for the safe operation of our bus services.

Signed

Operator/Designated Manager

Date 

Pro-forma 33
Drug and Alcohol Risk Assessment

	Hazard
	Severity
	Likelihood
	Risk Rating
	Controls

	Drug and Alcohol Consumption 
	Death or permanent disability 
	
	
	Drug and Alcohol Policy developed with staff and posted in depot

Employees instructed/trained on D&A responsibilities

Employees encouraged to self-report 

Employees sent home on sick leave if drug or alcohol reported/suspected

Authorised Officers trained and appointed

Counsellor identified in the event of drug or alcohol problems

Disciplinary procedures developed in the event of drug and alcohol problem




Pro-forma 34
Drug and Alcohol Consultation Record
Date of Meeting: 
_______________

Staff Present: 
_______________________________________________
	Topics Discussed 
	Issues/ Comments Raised by Staff

	· Drug and Alcohol Policy

· Drug and Alcohol information: what drugs are prohibited and the effects of those drugs.

· Requirement for self-reporting of:

(a) Drug and alcohol use pre-shift 

(b) Prescription and “over the counter” medications 

· How and when Testing will occur

· Employees’ rights and responsibilities regarding testing

· Availability of counselling, rehabilitation and other assistance for employees with drug and/or alcohol problems

· Sanctions/penalties for positive drug and alcohol tests/use.  


	


Manager’s Name:

_________________________
Manager’s Signature:
_________________________
Date: 



_________________________
Pro-forma 35
Drug and Alcohol Remedial Action Procedure

Purpose

The Passenger Transport Act 1990 requires this organisation to:

· prepare and implement a Drug and Alcohol Program for our bus safety employees, and

· ensure that our bus safety employees are not under the influence of drugs or alcohol when about to carry out, or while on duty for bus safety work.

This procedure outlines how this organisation deals with drug and alcohol use affecting the workplace.

Privacy

We are required by law to notify Transport for NSW, within 48 hours, of:

· breath analyses confirming PCA,

· confirmatory analyses showing the presence of drugs,

· refusals to be tested, and

· actions taken or proposed to be taken in response.

In all other circumstances the confidentiality of any records and discussions with staff relating to drug or alcohol misuse or drug and alcohol problems will be protected.  This organisation will ensure that:

· all formal discussions we have with an employee in relation to drug and alcohol use are kept private,

· case notes about an employee are kept in his/her personnel file, and are not shown to any other Manager or employee without the employee’s consent,

· only persons with a legitimate right to know are advised of the circumstances of each case,

· no-one (including an employee representative) is given access to information on the case without the express consent of the employee involved.

Scope

The procedure distinguishes between:

(a)
Drug and alcohol use Identified through the employee self-reporting;

(b)
Drug and alcohol use identified through testing;

(c)
Employees refusing to test; 

(d)
Serious drug and alcohol misconduct. 
A.
Identification through Self-Reporting

1.
As a condition of employment, this organisation requires employees to self-report if they believe they may be unfit for duty because of the use of drugs or alcohol.  This includes reporting the use of any prescription or “over the counter” medications which may affect their fitness for duty.  

2.
Where an employee reports they are unfit for duty because of drug or alcohol use prior to commencing a shift, the Supervisor will explain the organisation’s policy on drug and alcohol use and send the employee home on sick leave for the day.

3.
Where there is any doubt about the impact of a prescription or non-prescription medication the Supervisor will request the employee to obtain a medical report from the prescribing doctor or pharmacist outlining the drug’s impact on the employee, prior to allowing the employee to engage in bus safety work. 

4.
Where an employee self-reports on a second occasion they will be:

(a)
Interviewed and given an opportunity to explain the circumstances surrounding the drug/alcohol use; and,

(b)
Scheduled for re-training in drug and alcohol awareness; and,

(c)
Encouraged to seek counselling or other assistance;
(d)
Sent home on unpaid leave; and,

(e)
Informed that a case note to that effect has been included in their personnel file. 

5.
An employee who self-reports on a third occasion shall be suspended from duty, pending the outcomes of rehabilitation treatment.  A note to that effect shall be placed on the employee’s file.

6.
An employee who self-reports on a fourth occasion will be dismissed.

B.
Identification through Testing 

1.
Where a breath test indicates the employee may have a blood alcohol reading on or over 0.02, the driver will not be permitted to undertake bus safety work and will be: 

(a)
Formally interviewed and given an opportunity to respond; and

(b)
Reminded of the employee’s drug and alcohol responsibilities under the conditions of employment including the requirement to self-report; and

(c)
Issued with a formal letter advising that any repeated instance of drug or alcohol use could lead to suspension; and

(d)
Encouraged to seek counselling or other assistance, and 

(e)
Informed that a note on the circumstances of the case has been placed in the employee’s personnel file.

2.
Where an initial urine sample indicates the presence of any drug other than 
codeine, the employee will not be permitted to undertake bus safety work.  The 
sample will be sent for confirmatory testing.

3.
Where an initial urine sample indicates the presence of codeine and the 
employee indicates that this was due to the consumption of a legal painkiller or 
cold medicine, the operator will conduct an assessment and make a 
determination whether the employee is fit for bus safety work.  Where the 
presence of codeine is due to an illegal drug the employee will not be 
permitted to undertake bus safety work.  In both cases the sample will be sent for 
confirmatory testing. 

4.
Where confirmatory urine testing reveals that an employee has consumed drugs TfNSW will be notified within 48 hours of the results of the test and of the action taken, and the employee will be:

(a)
Formally interviewed and given an opportunity to respond; and

(b)
Reminded of the employee’s drug and alcohol responsibilities under the conditions of employment including the requirement to self-report; and

(c)
Issued with a formal letter advising that any repeated instance of drug or alcohol use could lead to suspension; and

(d)
Encouraged to seek the assistance of one of the support groups or organizations listed in TfNSW Handbook on Drug and Alcohol Programs (Pro-forma 4.1); and 

(e)
Informed that a note on the circumstances of the case has been placed in the employee’s personnel file.

5.
The employee will then be:

(a)
Sent home for the day on sick leave; and,

(b)
Scheduled for internal re-training in drug and alcohol awareness;

6.
Where alcohol testing or confirmatory urine testing reveals that on a second occasion has consumed alcohol or other drugs (other than for medicinal purposes) TfNSW will be notified within 48 hours of the results of the test and of the action taken, and the employee will be:

(a)
Suspended from duty pending the outcomes of rehabilitation or treatment; and

(b)
Issued with a formal letter outlining the reasons for the suspension and that any repeated instance of drug or alcohol use could lead to dismissal; and

(c)
Formally interviewed and given an opportunity to respond; and

(d)
Referred for assistance/rehabilitation, and
(e)
Informed that a note on the circumstances of the case has been placed in the employee’s personnel file

7.
The employee will be medically assessed (including being required to undergo a breath test and/or to provide a sample of urine) to ensure that the employee is fit for all duties before returning to pre-suspension duties.

8.
An employee who has been suspended from duty (in accordance with clause 3) and tests positive on a third occasion will be dismissed.  

9.
A report into the circumstances of the termination will be included in the employee’s personnel file, and TfNSW will be notified within 48 hours.

C.
Refusal to Test

1.
Any refusal by the employee to submit to a breath test, breath analysis or to provide a urine or blood sample will be dealt with according to the procedures that apply to a positive drug/alcohol test (see above).  Transport for NSW will also be notified of this event.  The positive test result procedure will not apply where the employee can demonstrate medical grounds for refusing the test.  
D.
Serious misconduct

1.
Serious misconduct includes, but is not restricted to, an employee who:

(a)
Tests positive to alcohol or an illegal drug following a “serious safety incident” or

(b)
Consumes alcohol or illegal drugs while on duty (including during a meal break).

2.
An employee found to be engaged in serious misconduct will be immediately suspended from duty pending a formal investigation into the matter.  

3.
A report on the circumstances of the breach will be included on the employee’s personnel file, and TfNSW will be notified within 48 hours. 

4.
If, following a formal investigation by the organisation, the charge of serious misconduct is confirmed the employee will be dismissed.
Signature: _______________

Date: ________________

Proprietor/Managing Director 
Pro-forma 36 

Drug and Alcohol Staff Training Record
	Name of Person Assessed:
	Position:


	Topic
	Employee to sign off when understand

	STAFF MEMBER understands:

· Legal Obligations: drug and alcohol use on public passenger vehicles in NSW

· What drugs are prohibited and the effects of those drugs:

· Alcohol

· Illegal Drugs

· Prescription Drugs

· Requirement for self-reporting of:

· Drug and alcohol use pre-shift 

· Prescription and “over the counter” medications 

· Employees’ rights and responsibilities regarding testing

· Availability of counselling, rehabilitation and other assistance for employees with drug and/or alcohol problems

· Sanctions/penalties for positive drug and alcohol tests/use.  


	

	Date of Assessment:
	Assessor’s Name:
	Assessor’s Signature:




Pro-forma 37
Drug and Alcohol Testing Procedures

This organisation will require any bus safety employee involved in a notifiable incident while carrying out bus safety work to undergo a breath test or provide a urine sample.  Testing will take place within 4 hours of the incident.  A notifiable incident is an accident or incident involving a bus that resulted in:

· Death

· Any injury requiring the hospitalization of any party (except where the injury is due to a pre-existing medical condition such as a heart attack)

· A serious collision where the bus is unable to continue its journey (except where the incident cannot be attributed to the employee’s actions, such as where a bus collides with a kangaroo).

· Any other incident which, in the opinion of the operator, is likely to arouse public concern (e.g. where a bus accident leads to the collapse of building façade even if the bus is able to continue its journey and no one is injured). 

In addition, bus safety employees may be required to undergo a test:

· as part of our general program of random testing,

· after any other accident or irregular incident, or

· when management suspects that an employee might be affected by drugs or alcohol.

Tests will be undertaken using a breath testing device, or by taking a urine sample or, in special circumstances, by having a blood sample taken at a hospital.

Self-reporting

1. This organisation requires bus safety employees to self-report if they believe they may be unfit for duty because of the use of alcohol or drugs, including over- the-counter medications.

2. If an employee self-reports drug or alcohol use prior to commencing a shift, the Manager will explain the organisation’s policy on drug and alcohol use and send the employee home on sick leave for the day.

Breath Testing

1. Initial breath tests will be conducted using a breath testing device, which complies with AS3547: - Breath alcohol testing devices for personal use.

2. Where a breath testing device is not readily available a Testing Supervisor may require the employee to undergo a sobriety assessment. A sobriety assessment could involve an examination of the employee for drug symptoms (e.g. dilated pupils, jaw clenching) or requiring the employee to undergo a test such as walking in a straight line, touching their nose with their finger, etc.

3. If it appears from the initial breath test or sobriety assessment that the prescribed concentration of alcohol may be present in the employee’s blood the Authorised Officer may arrange for the employee to submit to a breath analysis. This breath analysis will be conducted by a police officer at the police station in line with this organisation’s arrangements with the local police.

4. Where a breath analysis is carried out the Testing Supervisor will ensure that the employee is provided with a written statement indicating:

· the concentration of alcohol (if any) as determined by the breath analysis, and

· the time and date the breath analysis was completed.

5. An employee who is required to undergo a breath analysis may request the Testing Supervisor (or police officer) to arrange for a blood sample to be taken by a medical practitioner. This sample is to be taken in the presence of the Authorised Officer or police officer and is to be paid for by the employee.

Urine Samples

1. Where it is suspected that a bus safety employee may be under the influence of drugs the Testing Supervisor may require the employee to undergo a sobriety assessment (see 2 above).  A sobriety assessment may be required even where the employee has tested negative in a preceding breath test.

2. If, as a result of that sobriety assessment, the Testing Supervisor suspects that the employee has consumed drugs the Officer may require the employee to provide a sample of urine.

3. Urine samples will be collected and transported in accordance with AS/NZS 4308: Procedures for the collection, detection and quantitation of drugs of abuse in urine.

4. Initial testing of urine samples may be undertaken:

· at the workplace using an on-site drug screening device, or

· by an approved laboratory.

5. If the initial urine test indicates the presence of drugs, the urine sample MUST be sent to an approved laboratory.

Blood Samples

1. The collection of blood samples may be required in the following circumstances:

· where a bus safety employee is in hospital as a result of an accident while carrying out bus safety work,

· where a breath test indicates PCA but no breath analysing equipment is available to confirm the alcohol concentration,

· where a breath test does not indicate PCA, but a sobriety assessment has been undertaken and the test supervisor suspects drug use.

2. Any blood sample shall be taken in a hospital under the direction of a medical practitioner.  Where no medical practitioner is available, the sample may be taken by a registered nurse who is accredited as competent to perform the sampling procedures.

3. A Testing Supervisor (or police officer) shall ensure that the hospital or nurse:

· Places the sample in a security box,

· Locks the box, and

· Transports the sample for analysis to the approved laboratory.

Records and Remedial Action

1. This organisation will maintain confidential records of all drug and alcohol tests carried out.

2. Where an employee refuses or fails to undergo a test, or where a breath analysis, confirmatory analysis of a urine sample or a blood sample (as the case may be) confirms the presence of drugs or alcohol, we will:

· notify Transport NSW (as required by law), and

· activate our Drug and Alcohol Remedial Action Procedure in relation to the employee.

Privacy

Transport NSW must be notified within 48 hours of breath analyses confirming PCA, confirmatory urine or blood analyses showing the presence of drugs, and/or refusals to be tested.  TNSW must also be advised of actions taken or proposed to be taken in response.  However, in all other circumstances the confidentiality of any records and discussions with staff relating to drug or alcohol misuse or drug or alcohol problems will be protected.  We will ensure that:

· all formal discussions we have with an employee in relation to drug and alcohol use will be kept private,

· case notes concerning an employee will be kept on his/her personnel file and will not be shown to any other Manager or employee without the employee’s consent,

· only persons with a legitimate right to know will be advised of the circumstances of each case, and

· no one (including an employee representative) will be given access to information on the case without the express consent of the person involved.

Signature:

Owner/Designated Manage:

Date:

Pro-forma 38
Drug and Alcohol Testing Record (internal use)
	Name and address of Accredited Operator:
	Testing Year:


	Date of Test
	Test Basis- Incident, Suspicion-based or Random
	Number of Employees Tested
	Type of Test Breath Urine or Blood
	Number

Testing Negative 
	Number Testing Positive
	Drug/s detected
	Number Refusing Test
	Date Ministry Notified
	Remedial Action/ Comment

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Signature of Proprietor/Managing Director:
	Date:


Pro-forma 39
	Bloggs’ Buses Test Supervisor Assessment

	Name of Test Supervisor:
	

	Position:
	

	Workplace:
	

	Date of Assessment:
	
	Signature:
	

	

	Topic
	Tick if test supervisor understands

	1. Test supervisor understands legal requirements for drug and alcohol testing:
	

	who is a bus safety employee?
	

	when testing is permitted (on duty/before commencing duty)
	

	when testing is mandatory (i.e. after a notifiable incident)
	

	when testing is risk-based (e.g. random, suspicion-based, or after a less serious incident)
	

	breath testing device must comply with AS 3547
	

	breath analysis is undertaken by police 
	

	breath test indicates BAC
	

	breath analysis confirms BAC
	

	confirmatory urine sample analysis needed if initial screening indicates drugs
	

	approved laboratories for urine analyses
	

	notifying the Ministry of positive tests and test refusals
	

	notifying the Ministry of actions taken or proposed to be taken in response to positive tests and refusals
	

	
	

	2. Test supervisor understands Bloggs’ Buses drug and alcohol policy and testing arrangements.
	

	drug and alcohol limits
	

	procedure for testing
	

	requirements for sobriety assessment
	

	assistance available for employees with drug/alcohol problems
	

	remedial action for positive tests or refusal to undergo a test (including sanctions and counselling)
	

	privacy requirements for employee/testing information
	

	3. Test supervisor understands how to collect and transport urine samples in accordance with AS/NZS4308:2008
	

	location of collection site
	

	privacy of collection site
	

	security of collection site
	

	access by other officers
	

	
	

	4. Integrity of Specimens
	

	chain of custody arrangements for urine: time place and each person handling specimen must be documented (using form in AS4308)
	

	use of colouring agents
	

	identification of donor
	

	integrity of sample: volume and temperature
	

	inspection of sample
	

	secondary sample
	

	sealing of samples
	

	
	

	5. Preparation and Transportation to an approved laboratory
	

	labelling of specimen
	

	record keeping
	

	signature of officer
	

	chain of custody form
	

	security of containers
	

	Comments:

	Name of Assessor:
	

	Position:
	

	Signature:
	
	Date
	


	Bloggs’ Buses Test Supervisor Instrument of Appointment

	PASSENGER TRANSPORT (DRUG AND ALCOHOL TESTING) REGULATION 2004, Clause 4

	INSTRUMENT OF AUTHORISATION OF TEST SUPERVISOR

	John Smith OR The holder, from time to time of the position of: operations manager

	(EITHER the name of the person being authorised OR the title of the office/position being authorised)

	is, by this instrument, authorised to exercise the functions of a Test Supervisor under the Passenger Transport (Drug and Alcohol Testing) Regulation 2004 in respect of public passenger services operated by:

	Bloggs’ Buses Pty Ltd

	(Name in which accreditation is held)

	BILL BLOGGS
	I am (tick one only)

· the proprietor (for individuals or partnerships)

or

· a designated director/manager (for corporations)

	* Name of person signing off on authorisation
	· 

	

	
	
	28 August 2012

	(signed)
	
	(date)


  



Pro-forma 40
Staff Induction Training Program
	Name of Inductee:
	Commencement Date:

	Workplace:

	Position:                                                                            Signature:


	Topic
	Signature of 

Trainer
	Signature of Inductee(

	1. Safety Policy and SMS overview
	
	

	2. Job Description, Responsibilities and Reporting Arrangements 
	
	

	3. Communication/Consultation – Meetings, Noticeboard, Employee Handbook. 
	
	

	4. Safe Work Procedures 
	
	

	5. Pre-departure/End of Shift checks and Sign on
	
	

	6. Pedestrian, Traffic Management Plan, Entry/Exit, Parking
	
	

	7. Driver health requirements  

Driver understands the need to: 

· Report any loss/change to their licence/ Driver Authority 

· Report any injury or illness (including mental illness) that may affect their fitness to drive.
· Renew their licence/Authority periodically to ensure currency.
	
	

	8. Fatigue Management

Driver understands the need to: 

· Abide by driver hour limits. 
· Manage their own lifestyle activities including sleep patterns, medication and recreational activities to minimize fatigue.
· Advise the operator of any issue including secondary employment that may impact on fatigue levels. 
	
	


	Topic
	Signature of Trainer
	Signature of Inductee(

	9. Drug and Alcohol 

Employee understands: 

· Limits for drug/alcohol consumption (including .02% PCA). 
· Self-Reporting requirement 

· Roles and responsibilities of management/staff including disciplinary action for alcohol/drug consumption.
	
	

	10. How to Report Hazard and Injuries.
	
	

	11. Critical Incident Reporting and procedure.
	
	

	12. Workers Compensation and Return to Work policy.
	
	

	13. Location of Emergency exits, firefighting equipment and first aid kit.
	
	

	14. Emergency & Security Procedures.
	
	

	Comments:



	Person Conducting Induction:
	Date:

	Position:
	Signature:


( Employee should ask the trainer to repeat instruction if anything is unclear about an issue.

Pro-forma 41
Staff Training Register
	
	
	
	
	
	
	
	
	Drug and Alcohol Training
	Critical Incident Training
	Induction

Training


	Date

Employed


	Driver

Authority

Training
	Position
	Employee

Name

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Pro-forma 42
Incident Management Procedure

Purpose

Bus operators are under a legal obligation and a community expectation to professionally manage the immediate impact and aftermath of any accident.   This organisation is therefore committed to maintaining effective emergency procedures to protect the safety of employees and members of the public.  
Critical Incidents
Critical incidents are abnormal or dangerous situations that require immediate attention.  They may include:

· Serious injury to staff or public

· Serious vehicle accident

· Rock Throwing incident 

· Armed hold-up or other violent or life threatening incident. 

Responsibilities 

In the event of a critical incident it is vital that the driver/manager’s response is prompt and well organised.  The following table outlines the responsibilities of staff in the event of an emergency:

	Driver:

Immediate Response
	Proprietor/Managing Director:

Overall management and Follow-up 

	Responsible for:

Alerting depot and emergency services.

Evacuating passengers and rendering area safe.

Responding to requests for assistance from Emergency Service personnel as required.

Completing Accident Register and briefing management on return to base 
	Responsible for:

Coordination of the organisation’s emergency response i.e. provision of replacement services etc.

Reporting to government agencies (e.g. TfNSW &  OTSI) and formally investigating incident
Coordinating psychological counselling for affected staff as required.
All media enquiries, interviews and press releases. 



Emergency Procedure

1.
The driver will contact the depot and emergency services (phone 000) and provide details of the.
· Nature of the emergency (e.g. vehicle accident, violent incident, etc)

· Location of  vehicle;

· Nature of the injuries (if any);

· Whether emergency services have been contacted; and

· Any other relevant information.

2.
The driver will evacuate the bus where appropriate and direct the passengers to a safe area.  Where persons are injured the driver will provide all possible assistance until help arrives.

3.  
The Proprietor /Designated Manager (or delegated staff) will visit the scene of the emergency to lend any necessary assistance to the driver and other parties until emergency services arrive.

4.
All media enquiries will be directed to the Proprietor /Designated Manager or nominated media spokesperson.  

5.
The driver (or Manager where the driver is incapacitated) will complete the Accident Register on their return to the office.

6. 
The operator must ensure that Transport NSW using the Bus Incident Database and OTSI are notified.   OTSI may be contacted by phone on 1800 677 766.  OTSI may request that a 72 hour report is completed. 

7.
The operator will ensure a full written investigation of the incident is undertaken.  For further details see Incident Investigation Procedure.  Where appropriate the issue will also be raised at staff meetings and listed on the Risk Register to develop options to prevent re-occurrence.

8.  
The operator will ensure that the driver and affected employees are provided with trauma counseling where appropriate.  
Signature: _______________

Date: ________________

Proprietor/Managing Director
Pro-forma 43
Incident Investigation Procedure

Purpose

As part of the organisation’s SMS, drivers will report all incidents involving drivers, passengers and pedestrians. In addition, all critical incidents will be investigated.  Critical incidents include (but are not limited to):

· any injury to passengers, pedestrians or members of the public;

· any injury to an employee requiring time off work;

· any accident where the vehicle is unable to continue journey; and/or

· any violence, aggression or other life threatening incident (including by schoolchildren).

This procedure outlines how drivers and operators will meet this requirement.  

Procedure

1.  All incidents will be reported to the operator including:  

· injuries to staff;

· injuries to passengers or pedestrians;

· accidents involving vehicles; and/or 

· incidents of violence, aggression or school children misbehaviour.

2.
Where an incident occurs the driver will advise their operator ASAP.  Notification will take place via two way radio and verbally in person when the driver returns to base.  

3.
On receipt of the notification the manager will ensure all formal notifications take place.  This includes contacting OTSI on 1800 677 766 and Transport NSW.

4.
Where the incident involves a vehicle accident the driver will complete the organisation’s Accident Register on return to the depot.

5.
In the case of a critical incident (see above), the driver or other staff will provide a written report of the incident by completing the attached Critical Incident Report Form.  :

6.
The driver will provide the Critical Incident Report Form to the operator as soon as possible after the incident.

7.
On receipt of this report the operator/manager or their delegate will investigate the incident.  This will involve completing Page 2 of the Critical Incident Report Form.

8.

In investigating the incident the owner/manager may:

· consult with relevant staff including the employee representative or safety manager as appropriate;

· consult with relevant authorities including Police, Emergency Services and OTSI as appropriate;

· examine the work area where the incident took place;

· examine the bus and other relevant items; 

· examine the operational activities or steps leading up the incident; and

· report the incident to OTSI and Transport for NSW. 

9.
The investigation should focus on both the immediate reason for the incident (e.g. vehicle accident) and any underlying causes of the incident (e.g. driver fatigued).

10.
The investigation will not be a blaming exercise but rather a collaborative approach to devise strategies to prevent a similar incident from occurring again.  

11. 
The results of the investigation (including remedial action) will be recorded on Page 2 of the Critical Incident Report Form.  Where appropriate the owner/manager will also:

· discuss the incident at staff meetings (including WHS Committee as appropriate); and

· include the issue on the organisation’s Risk Register.


The Office of Transport Safety Investigation (OTSI) may also request a 72 Hour Report be completed. 

12.
The Critical Incident Report Form will be reviewed within 2 months to ensure all remedial action has been completed.  The form will then be filed in a designated folder.

Signature: _______________

Date: ________________

Proprietor/Managing Director







Pro-forma 44
Bus Driver Incident Report

As a condition of accreditation bus operators are required to notify a range of incidents to TNSW and other agencies (e.g. the Police).  To assist operators to meet this requirement, drivers are required to complete this Incident Report Form as soon as safely possible after the incident and return the form to your Supervisor or Manager.

INCIDENT DEFINITIONS

· Bomb Threat:  A threat to detonate an explosive device that results in the discovery of a device or in an explosion 
· Bus Doors: Where a person is injured from being trapped and/or dragged while entering or exiting from the bus.  
· Collision:  Incidents where the bus comes into contact with another vehicle, structure or person which results in injury to any person or the bus being unable to continue its journey or which may result in serious public concern.

Incidents where a bus slides off the road into a table drain but does not sustain damage should be included as a collision.

· Driver Behaviour:  Driver behaviour which leads to a reportable accident or incident, e.g. sudden acceleration or heavy braking which leads to an injury. 
· Driver Health:  A medical condition which impacts on the driver’s fitness to drive a public passenger vehicle e.g. driver suffering a heart attack or epileptic fit while driving the bus. 

A non reportable incident may include a bus service being late or cancelled due to the driver suffering from a common, low level, transitory illness, e.g. headache, cold or flu.
· Fire on Bus:  A fire on a bus caused by an electrical or mechanical malfunction, or passenger behaviour.   
Note:  All fires on bus incidents must be reported whether or not the incident resulted in any person or persons being injured or the journey being cancelled, not able to be completed, being diverted, running late or being replaced.

· Hoax:   A threat to threat to detonate an explosive device that proves to be false.

· Indecent Exposure:  An individual exposing sexual body parts to another person.
· Medical Incident: An incident (that does not involve a collision) that results from the driver or passenger’s medical condition e.g. driver suffers a heart attack behind the wheel or passenger requires medical attention but no collision results 
(Where a collision results, the incident would be classified as a “Collision” with “Driver health” being the cause of the incident.  See definition of Collision above.
Note:  A non reportable “medical incident” may include a bus service being late or cancelled due to the driver suffering from a common, low level, transitory illness, e.g. headache, cold or flu.

· Offensive Behaviour:  Includes matters of sexual or physical assault, matters of indecent exposure and robbery.  

· Passenger Health:  May include a passenger requiring medical attention.

· Physical Assault:  An act of violent contact between two individuals, usually against the victim’s will.  This can involve hitting, pushing, kicking, biting, or spitting. 

· Physical Threat:  A threat of violence towards another person.

· Projectiles:  Object/s thrown or attempted to be thrown at a bus.

Note:  All incidents where a projectile is thrown at a bus, irrespective of whether or not they strike the bus or whether they caused injury to a person or damage to the bus, must be reported. 

· Runaway Bus: Any movement of a bus which occurs when the driver is not in control. 

Note: All Runaway Bus incidents must be reported.

· Security Threat:  A direct or indirect threat to the safety or the security of a bus by a passenger or any person, either directly or indirectly (telephone threat). 
Example: a suspicious package on the bus, hijacking of the bus, a bomb hoax (refer to definition) or where a person on the bus threatens to blow up a bomb.
· Sexual Assault: Any assault of a sexual nature on another person.

· Slips, Trips and Falls:   An incident where a person slips, trips or falls while on the bus, alighting or boarding the bus. 

· Threatening/Intimidating Behaviour: Threatening, abusive or insulting words or behaviour against another person. 

· Vandalism:  Incidents of intentional defacement or damage to a bus e.g. spray painting and/or graffiti to the interior or exterior of the bus, slashing of seats etc.
· Vehicle Fault:  Includes a failure of any brake, steering or suspension system, or wheels or tyres which results in the bus not being able to commence or complete its journey.  This includes a tyre blow-out or a wheel falling off a bus, but does not include a puncture, flat tyre or broken fan belt, etc.  

· Verbal Assault:  Where physical violence is threatened against a person or the person feels threatened or intimidated by the language.

Bus Driver Incident Report


Name of Driver


Driver Authority Number


Vehicle Registration Number


Incident Date and Time

 (eg: 31/01/2009 - 23:50)






Incident Location   

 (Please enter a detailed address/location)

Nearest Intersection or Other Identifier

Incident Type 
(Refer to Incident Definitions)



Please tick( ONLY ONE Incident and ONE Corresponding Incident Description and/or Incident Cause.  
	Incident
	Incident Description
	Incident Cause

	Assault and Offensive Behaviour                 
	( Sexual Assault on the Driver 

( Sexual Assault by the Driver

( Sexual Assault between 

    Passengers

( Physical Assault on the Driver

( Physical Assault by the Driver

( Physical Assault between 

    Passengers

( Indecent Exposure by the Driver

( Indecent Exposure by a 

    Passenger

( Robbery




	N/A

	Bus Doors (incident that does not result in a collision)                     
	( Passenger or luggage trapped    

    or caught in doors

( Passenger caught in doors and  

    dragged


	( Driver Error

( Pedestrian Behaviour

( Mechanism malfunction


	Collision        
          
	( Another vehicle

( Building / structure

( Cyclist

( Pedestrian - Adult

( Pedestrian - Child

( Other 



	( Driver Behaviour

( Driver Drug or Alcohol Related

( Driver Health

( Other Driver at Fault

( Pedestrian Behaviour

( Road Condition

( Vehicle Brake Failure

( Vehicle Steering Failure

( Vehicle Suspension/Tyre or

     Wheel Failure

( Weather Condition

( Other



	Fire on Bus                (incident that does not result in a collision)    
	N/A
	( Electrical



( Mechanical 




( Passenger Behaviour

	Medical Incident (incident that does not result in a collision)                          


	( Driver Health

( Passenger Health
	N/A

	Projectiles                      
	( Rocks / Bricks / Bottles etc.

( Unknown


	N/A

	Runaway Bus                
	N/A
	( Brake failure

( Driver Action

( Steering failure

( Other Mechanical failure



	Security Threat              
	( Bomb threat

( Hijacked

( Hoax

( Suspicious package / object

( Other


	N/A

	Slips, Trips and Falls    
	( Slip/Trip/Fall on bus

( Slip/Trip/Fall while alighting

( Slip/Trip/Fall while boarding
	( Bus braked suddenly

( Driver Behaviour

( Passenger Behaviour

( Other



	Threatening / Intimidating Behaviour

                                         
	( Physical Threat or Intimidation

    against the Driver

( Physical Threat or Intimidation

    by the Driver

( Physical Threat or Intimidation

    between Passengers

( Fare Evasion

( Verbal Assault against the Driver

( Verbal Assault by the Driver

( Verbal Assault between

    passengers


	N/A

	Vandalism                  
	( Damage to fixtures or fittings

( Graffiti

( Other


	N/A


Brief Description 
of Incident:

Impact on Service:

Cancelled







 Please tick one(


Diverted








Incomplete








Late









Service Replaced







Nil



Were Passengers on Board?

Yes No 
 Please tick( 





Estimated Number of Passengers



Were School Children on Board?

Yes No 

 Please tick(





 Estimated Number of School Children



Were there any Injuries or Fatalities?
Yes No 
 Please tick( 






 Injury Count by Passenger Type and Injury Level               

Please enter numbers from 0 to maximum persons affected in the table below. Only complete if the answer to previous question was ‘Yes’.

	Persons Affected
	Treated at the Scene
	Transported by Ambulance
	Transported by Other Means
	Fatality

	Passenger(s)
	
	
	
	

	School children
	
	
	
	

	Driver/Employee
	
	
	
	

	Pedestrian
	
	
	
	

	Public
	
	
	
	


Reviewed Date: 
Please return completed Incident Form to your Supervisor or Manager immediately

Pro-forma 45
Accident Register 

This form needs to be completed whenever there is a vehicle involved in an accident.  More serious accidents will also need to be formally investigated (refer to Incident Investigation Procedure in SMS)
	Date of Accident:
	
	Time of Accident
	
	

	Exact location:
	

	Driver name:

Bus Fleet No:
	Bus Registration No:

	Description of accident: (include sketch if required)



	Other parties involved:

Name:

Address:

Contact Details

Drivers Licence Details (If applicable)

	Did incident involve:

· Injury?

· Serious accident where vehicle prevented from continuing journey?

· Other incident likely to arouse public concern?

If yes to any of above, was incident /accident reported to OTSI?

Date and time incident or accident reported to OTSI

Was a 72 Hour report required by OTSI?

If yes when was it submitted?
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No













Pro-forma 46
Emergency Response Procedure:

At times, bus drivers may be involved in emergencies/incidents. These may include but not limited to: - Accidents, Assaults, Threats, Difficult, Intoxicated or Sick passengers, Projectiles thrown or thefts.

When one of these situations occurs, the driver must call either the depot (by 2 way if available) or the relevant emergency service (police, fire brigade or ambulance) by phone.

In either situation it is vital that actuate information is given for assistance to be quickly dispatched or action to assist can be taken.

Contact List:

Emergency Services:



000

Depot Phone No:




000

Managers No




000

Pro-forma 47
Annual SMS Audit Plan
Audit Team: ________________________________________________________________

Audit Date/s: ________________________________________________________________

Audit Scope (System Elements to be audited): ___________________________________________________________ 

	SMS ELEMENT
	COMPLIANCE

Y/N
	EVIDENCE/ COMMENTS
	CORRECTIVE ACTION 

	1. SMS Policy

Has An SMS policy been developed?
Does it include safety objectives?
Is it signed by top management?
Is the policy displayed in a prominent location in the workplace?

Are employees familiar with the content of the policy?
	
	
	

	2.  Management, Accountabilities, Responsibilities &Communication

A Senior management position is nominated for overall responsibility for SMS?

Have position descriptions been developed and maintained for all Transport Safety Employees?

Is there a system to ensure safety information (including changes to safety related issues) is communicated to appropriate staff? 

Is there a system for development, review, approval and distribution of SMS documentation within the organisation?


	
	
	

	3.  Risk Management 

Has a Risk Register been prepared?
Has a position been nominated for the maintenance of the Risk Register?

Has the Risk Register been reviewed recently?

	
	
	

	4:  Procedures & Documentation 

Has the organisation identified high risk activities and developed documented procedures? 

Are there procedures for elements of the SMS including:

· bus maintenance? 

· driver health monitoring? 

· pre-departure & sign on?

· Incident management?

Have the procedures been approved by proprietor and/or senior management?

Are procedures/documents accessible by all staff?

Have staff and contractors been trained in these procedures?  Are these training records available?

Is there a document control system?

Operators servicing major transport interchanges: 

Is there a security procedure in place?  
	
	
	

	5. Employee Monitoring 

Does the organisation have policies and procedures relating to fitness for duty?

Has the organisation established a personnel records system to facilitate monitoring of Licence/Driver Authority status?

Has the organisation established procedures for managing health/issues that arise for drivers and other transport safety workers?

Has the organisation established a fatigue management program, including monitoring of driver hours?  

Has the organisation established a Drug and Alcohol Program?

Have staff been trained in their obligations re fitness for duty, drugs and alcohol and fatigue (including induction training)?
	
	
	

	6. Training and Education 
Has the organisation determined the skills staff require?

Does the organisation undertake staff appraisals or other assessments to establish the current skills and qualifications of staff?

Has the operator established a personnel records system?

Has the organisation updated the personnel records system to reflect updated staff skills and qualifications? 

Has the organisation ensured that staff are aware of all responsibilities (including specific safety responsibilities) contained within position descriptions, procedures, the employee handbook and other safety documentation?
	
	
	

	7. Incident Management and Monitoring

Does the organisation have procedures in place to:

Notify incidents to the Office of Transport Safety Investigation (OTSI) and other relevant authorities e.g. Police, Transport for NSW (TfNSW)?

Manage incidents both in and out of normal business hours e.g. contact lists, emergency numbers etc?

Notify necessary staff in the event of an incident and / or emergency situation?

Conduct safety investigations as required by TfNSW or OTSI?

Capture, record and report on incident data, to enable management to review suitability of existing risk controls?

Perform regular reviews of safety performance using incident and other data?


	
	
	

	8. Audit and Evaluation

Has management reviewed the effectiveness of the SMS at least annually?

Has the organisation developed an annual audit plan?

Does the report highlight any items raised as a result of auditing as formal Corrective Actions?

Can the organisation demonstrate how it will close out and verify any identified Corrective Actions as a result of the auditing process?

Does the organisation prepare formal internal audit reports for review by management?


	
	
	


Signature/s of Audit Team: 
________________________________________________________________

Reviewed by Management 

Name of Manager: ___________________________
Position: ___________________________________
Date: ______________________________________
Pro-forma 48
Audit Improvement Report
Period_______________

	Element
	Corrective Actions 

(as identified in Audit Plan)
	Responsible Officer
	Date Completed

	1.  Policy, Commitment and Objectives


	
	
	

	2. Management Accountabilities and Communication


	
	
	

	3. Risk Management


	
	
	

	4. Procedures and Documentation


	
	
	

	5. Employee Monitoring


	
	
	

	6. Training and Education


	
	
	

	7. Incident Management and monitoring


	
	
	

	8. Audit and Evaluation


	
	
	


Signature: _______________

Date: ________________

Proprietor/Managing Director
Section 11 - Bus Signage 

Each bus must have: 

· Details of Accreditation including accreditation name, number and depot where bus is stationed (to be displayed on front nearside/offside panel of bus) (Appendix 1)
· Maximum Passenger Seating/Standing Numbers Sign (Appendix 1)
· Runaway Bus Signage (Appendix 1)
· A Summary of Passenger Rights and Obligations including how complaints may be made. (Appendix 1)
· Driver Authority displayed in Card Holder (Appendix 1)
· Seat Belt Advice – (where seatbelts are fitted Appendix1 )
· Destination Sign, capable of being illuminated, which includes the route number and destination (for regular passenger services only, unless bus principally used to transport school children)
· A security camera system (Metro and outer metro operators only) (Appendix 1)
· No Smoking Sign ( Appendix 1)
· Emergency Exit Sticker (Appendix 1) 

· Vacate Seat for Elderly/Disabled Sticker (Appendix 1  Not required for rural/regional school bus).
· Wheelchair Sticker – (where bus is wheelchair accessible Appendix 1)
· Video/microphone sticker – (where bus is fitted with surveillance equipment refer Appendix 1)
· School Bus Sign  (Appendix 1)

· 40 km when lights flash sign – school bus (Appendix 1)
Appendix 1
	Accreditation Details must be a minimum 50mm in height.
(not available from BusNSW)
	JIM BLOGGS BUS SERVICE
ILIKAU

Acc No 00000

	Seating and Standing Signage:

Indicates the maximum number of passengers seated and standing on the vehicle.

(not available from BusNSW)
	Seated:          57

Standing:      23 

	Parking Brake and Do Not Access Bus from Window (reverse side) sticker. This forms part of your Runaway Bus Procedure.


	[image: image3.jpg]Parking Brake

STOP Applied Belore

Leaving Seat.






	Information in Buses including:
Summary of rights and obligations of passengers.
Brief details including phone number as to how complaints and enquiries can be made  the operator

	Refer to appendix 2.

	Driver Authority to be displayed in a plastic card holder. Two types of Holder available.


	


	Seat Belts in Buses:
	[image: image4.emf]


	No Smoking sticker - Various styles and sizes available.


	[image: image5.jpg]




	Emergency Exit Signage – Various styles and sizes. To be displayed on the inside and outside of the bus.


	[image: image6.jpg]




	Please vacate seat for disabled person sticker.
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	Seat Belt sticker– To be displayed in buses fitted with seat belts. Two styles available.
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	Wheelchair Sticker (where bus is wheelchair accessible). Two styles available.
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	Video / microphone sticker. (where bus is fitted with monitoring devices). Two styles available.
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	School Bus – To be displayed on the front of school buses. Refer to RTA specification for location.
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	40 km sign to be displayed on rear of bus with wording “when lights flash.” Sold as a set. Two sizes available.
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	All of the above signage is available from the Bus & Coach Co-op. This is just a small selection of the signs/stickers available. Other items for sale include Safety Vests, Tachograph Cards, Safety Triangle Kits and First Aid Kits.

A full colour catalogue is available for download from the BusNSW web site www.busnsw.com.au.




















Appendix 2

(Insert Bus Company Name)

SUMMARY OF RIGHTS AND OBLIGATIONS OF PASSENGERS
When traveling on company vehicles:

Passengers must not:

· Place feet on seats

· Smoke, and or spit

· Use offensive language or behave offensively

· Interfere with equipment or damage the bus 

· Throw anything in or from the bus 

· Drop / leave rubbish in the bus
 Passengers can:

· Expect the bus to be clean and tidy

· Expect to see the driver’s authority card displayed

· Expect not to be inconvenienced by any luggage or goods within the bus

· Expect the driver to behave in an orderly manner, act with civility and propriety, and comply with reasonable requests 

· Drink water in the bus

Enquiries and / or complaints relating to bus services operated by (Insert Company name) can be made by contacting the Manager on telephone (02) ………… , fax (02) …………, OR e-mail………………….., or call at the depot at: (insert address)

Section 12 – Record Management:

It is essential that records are held for a minimum 5 years. It is also important that these records are maintained in English. If for any reason the answer is no to either of the 2 questions it could be a critical deficiency in the audit.
Appendix 3

	Bus Operator Accreditation Checklist
	(

	Insurance/Vehicle Records

An Insurance Register outlining insurance details for all buses in your fleet 
A 3rd party Insurance Policy of $5 million for each bus in your fleet 
A Certificate of Currency confirming your insurance dated 7 days prior to the audit
A Fleet Register including each vehicle ID number, fleet number and registration details 
Maintenance Records

Maintenance Records which are consistent with the manufacturer’s recommendations  
A Mechanic’s Record outlining MVRIA licence details  
A system for Defect Reporting 
RTA Heavy Vehicle Inspection Records for each vehicle  
Records of Pre-departure Vehicle Checks  
A system for ensuring buses are clean and tidy
A Register of all vehicle accidents 
Driver Records

A Register of Drivers that includes name and address, licence and Driver Authority 

A Record of the dates and times that drivers drove buses 

A system for checking Drivers’ Licences and Authorities are current 

Vehicle Monitoring Device Records kept in continuous date order for the past three years (for long distance, tourist and charter)

Driver Log Book/Work Diaries (for journeys in excess of 100 km radius of the depot) 
A Runaway Bus Procedure 

An End of Shift Procedure 

Passenger Records

A Complaints Register

Passenger Manifest with passengers’ names, contact details,  date and time of boarding (for Long Service and Tourist Services)  

A Record of Journeys that includes names and address of hirer, date and time of charter and telephone number of responsible passenger (for Charter Services) 
A Procedure for Managing School Children Behavior (Contracted operators only)

A Procedure/Instruction for 80km limit for student standees (Contracted operators only) 

SMS

An SMS Policy signed by management and displayed  

An Organisational Chart showing positions/reporting relationships (Large Operators only) 

Position Descriptions for all Transport Safety Employees  

A system for ensuring staff are aware of SMS Changes (e.g. Consultation Record)
A Risk Register identifying hazards, risk, controls and responsible person 

A Procedure for Driver Health Monitoring  

A Fatigue Management Plan for Drivers 

A Security Management  Procedure (where operator services major transport interchange) 

A Staff Induction Training Program  

Staff Training Records including training in safety procedures 

An Incident Management Procedure 

An Incident Investigation Procedure  

An Annual SMS Audit Plan 

An Annual Audit Report  

Drug and Alcohol Program 

A Drug and Alcohol Risk Assessment 

A Drug and Alcohol Consultation Record  

A Drug and Alcohol Policy  

Drug and Alcohol Education and Information  (where identified in risk assessment)  

Remedial Action procedure (where testing identified in risk assessment)  

Authorised Officer Certificates (where testing identified in risk assessment) 

Drug and Alcohol Testing Procedures (where testing identified in risk assessment) 

Drug and Alcohol Testing Record (where testing identified in risk assessment) 

Bus Signage 

A Summary of Passenger Rights 
Details of Accreditation  
Maximum Passenger Seating/Standing Sign
Destination Sign (Regular Passenger Services unless bus principally used as school bus) 

Security Camera System

Driver Authority displayed in Card Holder

Parking Brake (no access through driver’s window) Sticker  
No Smoking Sign 

Emergency Exit Sticker (inside bus and out)

Elderly/Disabled Vacate Seat Sticker 

Seat Belt Passenger Advice (where seatbelts are fitted) 
Wheelchair Sticker (where bus is wheelchair accessible)

Video/microphone sticker (where bus is fitted with surveillance equipment)

School Bus Sign (Front of bus) 

40 km when lights flash (schoolbus)
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Appendix 4
Further Assistance
Operators should refer to the following documents for further information on their accreditation/audit requirements:
· Bus Operator Accreditation Package, Transport NSW

Outlines accreditation requirements for bus operators in NSW

· Bus Operator Accreditation Audit Tool, Transport NSW

The document used by TNSW accredited auditors to audit bus operators  

· Safety Management System Handbook, Transport NSW

Provides guidance on Safety Management System requirements 

· Guidelines for Managing School Student Behaviour, Transport NSW
All of the above documents are available from the BCA website.  For further queries or assistance contact the BCA direct: 

Bus & Coach Association (NSW)

27 Villiers St North Parramatta

Locked Bag 13 North Parramatta 1750

Phone: (02) 8839 9500
Fax:  (02) 9683 1465

Email: info@busnsw.com.au


Website: www.busnsw.com.au
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ALIB Businsure


ABN 57 100 714 136


Corporate Authorised Representative of 


Austbrokers Sydney Pty Ltd


ABN 14 061 968 090


AFS Licence No. 244244


34 Atchison Street St Leonards NSW 2065


PO Box 366 St Leonards NSW 1590


Tel (02) 9966 9603  Fax (02) 9966 9604
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Organisation Chart  				Pro-forma 20





Organisational Chart
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Bus & Coach Association (NSW)





27 Villiers St North Parramatta


Locked Bag 13 North Parramatta 1750





Phone: (02) 8839 9500	Fax:  (02) 9683 1465





Email: bcansw@bcansw.com.au	





Website: www.bcansw.com.au
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