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POLICY STATEMENT
We aim to provide safe supports when providing transport to participants in the community. This policy provides guidance on the use of privately owned and company owned or leased vehicles.
SCOPE
This policy applies to all key personnel, employees, contractors, volunteers, and students and across all our services.
PROCEDURES
All staff providing transport for participants are required to have a current drivers’ licence in the state or territory where they are working. As part of onboarding processes staff will be required to provide a copy of their drivers’ licence before commencing services with us.
Privately-owned vehicles
All staff using their private vehicles when transporting NDIS participants are also required to demonstrate proof of:
Current vehicle registration and proof of road worthiness
A current comprehensive motor vehicle insurance policy
Company-owned vehicles
Consideration will be given to ensure that:
Staff are appropriately licenced for the size of vehicle to be driven - vehicles which carry more than 12 passengers are regarding as light rigid and require a specific licence to drive. A current driver's licence is a basic for all other vehicles.
The driver is competent to drive the vehicle safely. Basic training and competency assessment on the vehicle (especially if modified by a service user) will be undertaken prior to driving the vehicle in public.
Use of privately or company owned/leased vehicles
All staff must:
Conduct a safety check before using including lights, oil, radiator fluid, tyres etc.
Not drive unlicensed and advise their manager immediately if they lose their licence.
Not drive under the influence of drugs or alcohol.
Not use mobile phones or other hand-held devices while driving.
Ensure the participant is appropriately seated and wearing a seatbelt.   
Always follow the applicable road rules, including seatbelt requirements, speed limits, parking restrictions etc.
Take regular breaks from continuous driving at a minimum of every two (2) hours.
Not drive 2WD vehicles in off-road environments.
Keep a pen, paper, torch, mobile phone and street directory or GPS in the car.
Ensure the First Aid kit is fully stocked and advise the manager if it is not.
Report any vehicle accidents immediately.
Always inform your immediate manager when entering areas where there is an increasing potential for vehicle immobilisation e.g., flooding, bogging, and report any immobilisation events using the Incident Report template.
Considerations when using vehicles
Can the worker/volunteer safely handle any items/people to be transported?
Is there a completed assessment of the participant’s safe travel requirements e.g., mobility, behaviour? 
Are there participant-specific safe work procedures for standing transfers or for securing a wheelchair in a vehicle?
Has the worker been assessed as competent in such procedures?
Is there space etc to safely store and transport walkers, wheelchairs in boots and are they within the employee’s capacity to safely lift?
Is the worker aware of vehicle dimensions so that he/she knows if he/she will fit under a carpark roof etc.?
Responsibilities - Managers
Ensure staff have a valid drivers’ licence and verify annually.
Review employment applicants’ driving experience and consider conducting a competency assessment, where necessary.
Provide drivers with induction training around operation of company vehicles.
Provide refresher training on a regular basis.
Validate that pre-use vehicle checks are being undertaken.
Assess the nature of road risks in areas of seasonal or geographical extremes e.g., ice, snow, kangaroos etc.
Review and analyse all vehicle incidents.
Ensure all company vehicles are supplied with equipment such as first aid kits, fire extinguishers, reflective vests, reflective triangles, emergency contact numbers, torch, and other required emergency supplies.
Transporting participants
A risk assessment should be undertaken to determine if participants can be transported alone in vehicles - generally participants should not be seated behind the driver and must wear a seat belt. 
Safety
Parking
Park in well-lit areas as close as possible to your destination.
Lock your car when leaving it unattended.
Have your key ready when you return to your car to enable quick access. Before you enter check first (including the back seat) to ensure all is in order.
Driving
Keep doors locked and your valuables out of sight.
Plan your route. Where possible stay on main roads. If travelling in an isolated area tell someone where you are going and your estimated time of arrival.
Do not pick up hitchhikers.
If you are being followed, or encounter an aggressive motorist, drive to a populated area, such as a police station or service station and seek assistance. Do not return abuse or violent gestures.
If passing motorist indicates that you should stop, continue driving to a populated area before getting out and checking your vehicle. If you do stop to talk with a stranger, stay in the car with the doors locked and engine running and talk through a closed window. Drive away if you feel threatened.
If stopped by police who are not in uniform or have an unmarked car, ask to see their identification through your closed window.
If someone you don't know gets into your car, try to attract attention and help from others, e.g., drive with the horn on, activate the hazard lights and/or stop in the middle of a busy intersection and throw the keys out of the window.
Breakdowns
If your car breaks down, determine how you will seek help and where you feel the safe to wait for assistance to arrive.
Find a safe spot to pull over such as an emergency breakdown area.
Park your vehicle as far to the left as possible.
Always activate your hazard lights.
Activate your parking lights in poor light.
Call roadside assistance on your mobile phone or use a roadside emergency phone.
When leaving your vehicle always check for traffic.
Leave your vehicle from the passenger side if possible.
Avoid crossing the road and stand clear of the road - move behind a safety barrier if safe to do so.
Stay in your vehicle with your seatbelt on if it's not safe to leave.
Accidents
Call emergency services – phone 000.
Provide details to the other driver.
Ensure the safety of the participant and any other occupants of the vehicle.
Contact the participant’s primary contact immediately (when it is safe to do so).
Advise your manager immediately (within 2 hours).
Advise your insurer - this will be completed by your manager if a company owned/leased vehicle is involved in the accident.
Complete an Incident Report.
RELATED DOCUMENTS
OP12 Venue Risk Assessment Template
OP13 Working Remotely Checklist
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