Driver’s Instructions 

The standards of behavior and service delivery outlined below are expected by your employer and the community while you drive a school bus.  

There are also a number of service standard issues discussed below that will assist you in understanding the provision of services consistent with the Public Transport Authority’s (PTA) expectations.  

IMPORTANT:  These standards and expectations are provided as a minimum requirement by the PTA.  Your employer may have additional instructions as a result of their individual circumstances, which may already have been provided through previous discussions or may be provided in the near future.

The Driver’s Instructions are to be kept on the bus at all times and used as a reference.  

Licenses & Certificates
You are required to hold, keep current, and present upon request, by the PTA or Department of Transport, the following licenses, permits and certifications:

· an appropriate class of driver’s license, with an F or T Extension (Hire or Reward),

· a National Police Clearance or other documentary evidence upon employment, that indicates you have not been convicted of a criminal or other relevant offence,

· a Working with Children clearance card, and

· a current basic first aid certificate from St John Ambulance Australia or an equivalent approved course.


Note:  These legislative requirements are subject to change and if this occurs you will be advised by your employer.  
You must report the following information to your employer:

· where you cease to hold any of the above licenses, permits or certifications, or

· if you are charged with or are convicted of committing any traffic offence (other than an offence for which a traffic infringement notice is issued under the Road Traffic Act 1974) or any offence involving sexual abuse of, or indecent dealing with, a child, or any offence involving violence of any nature.

Drivers’ Dos & Don’ts

As a Driver you must:

· comply with the requirements of the Code of Practice on Fatigue Management for Commercial Vehicle Drivers approved by the Minister as a Code of Practice under section 57 of the Occupational and Safety and Health Act 1984 (WA) and with other requirements advised by the Authority from time to time,

· maintain a neat, clean personal appearance and wear clothing with shoes or boots,  to maintain a reasonable standard of appearance,

· regulate the speed of the school bus to ensure the maximum safety and comfort of passengers and abide by all road traffic laws in force from time to time,

· ensure that any escape doors on the school bus remain unlocked whilst there are passengers on board,

· ensure that whenever practicable, passengers are seated whilst the school bus is in motion,

· from time to time warn disembarking passengers of road and traffic dangers,

· before crossing, stop the school bus at railway crossings that do not have flashing lights and at intersections of main roads,

· at the conclusion of every morning run and afternoon run, inspect the school bus to ensure that all passengers have disembarked,

· comply with the provisions of the Safety Management Plan, including the Emergency Plan and procedures, which are applicable to drivers, and

· drive the approved route as described in the route narrative and comply with the timetable for the service.
You must not:

· use any profane or obscene language in the presence or hearing of any student,

· smoke while providing the service,

· be under the influence of or have any concentration of alcohol in your blood and must not consume alcoholic beverages during working hours, i.e. you must have a Blood Alcohol Concentration (BAC) of Zero,

· be under the influence of any other drugs, including prescribed medications other than those stipulated through medical certification. (Medications can be taken where there is a need and your Employer has been provided with a medical certificate that demonstrates the medication will not in any way impair your ability to perform your duties),

· have in your possession on the school bus any weapons (as defined under the Weapons Act 1999), hazardous substances or dangerous goods,

· allow any doors to remain open whilst the school bus is in motion,

· leave the school bus with students on board whilst its engine is running, other than to remove passenger bags/equipment from bus storage bins,

· permit the school bus to proceed with the gears disengaged for a greater distance than is reasonable, having regard to all of the circumstances, i.e. coast downhill,

· open the doors of the school bus to allow passengers to disembark if there is possible danger to those passengers from approaching vehicles,

· permit luggage or other objects to be placed in the aisle of the school bus or in front of any doors or emergency exits,

· permit passengers to:
(i)
ride in a position so as to obstruct the driver’s view, or

(ii)
ride on the steps or entry area of the school bus, and

· drive the school bus over a portion of the approved route to pick up or drop off a student when you are aware the student will not be travelling on the school bus for that day or period and you would not otherwise need to drive over that portion of the approved route, e.g. student absences. If you do not travel over any portion of the route, and this has an effect on the timetable, you must communicate all changes to the parents/carers so as to make alternative arrangements.  Otherwise, the regular schedule must be maintained.

Route Deviation & Driving on Private Property 

Driving on Private Property

Drivers are permitted to drive on private property.  This should only be done when the driver believes it is necessary and the safest option.  Remembering; it would be the exception not the rule.

Deviating from the Approved Route

This is permitted but only when circumstances require drivers to take an alternate route or drop a student off at a different location as a result of an emergency.  This may occur when a student’s parent is not present at the bus stop.

Driving the Approved Route – Dropping Off & Picking Up Students
At the commencement of each school day, you must:

· drive the bus over the approved route (in accordance with the route narrative) and pick up all students waiting at their respective, approved pick up locations, (Kindergarten children are to be delivered first on applicable mornings.  This routine is to be maintained if there are no kindergarten students on a given day - refer to the PTA’s drop off and pick up procedure for Kindergarten and Young Passengers),

· stop at each school on the morning route to drop off the approved students not less than 10 minutes before the time that classes at each school are scheduled to begin, 

· drop off all other students (if any) at their approved drop-off locations, and

· at the last school, check the school bus to ensure that all students have disembarked.  This requires you to physically walk to the back of the bus checking each seat, including looking under the seats.
At the end of each school day you must:

· drive the bus over the afternoon route (in accordance with the route narrative),

· report to the first school on the afternoon route at the time school is scheduled to finish, pick up the approved students and depart from the school within 10 minutes, (Kindergarten children are to be picked up first on applicable afternoons. This routine to be maintained if there are no kindergarten students on a given day – refer to the PTA’s drop off and pick up procedure for Kindergarten and Young Passengers),

· drop off all approved students at their approved drop-off locations; and

· at the Terminus location, check the school bus to ensure that all students have disembarked. This requires you to physically walk to the back of the bus checking each seat, including looking under the seats.
You must report situations where:

· parents/carers fail to communicate changes / absences to drivers, and

· parents/carers fail to accompany young children to the bus in the morning or fail to be present in the afternoon.  
Parents Not in Attendance at the Bus Stop

Actions to take if a parent is not at the bus stop in the morning

· Attempt to contact the parent and make alternate pick up arrangements.

· Wait for a short period of time but reasonably only up to 2 minutes to ensure you remain on time.

Actions to take if a parent is not at the bus stop in the afternoon

· Attempt to contact the parent and arrange to meet at another bus stop, wait for a short period to ensure they are not just running late, but reasonably only up to 2 minutes to ensure you remain on time, or

· If you are unable to contact the parent, you may drop the student at a pre-arranged alternative drop off location, or keep the child on the bus and return to their stop after you complete the run.  If necessary, and if appropriate, you may consider delivering the child to their house.

· Then let the bus contractor know what you have had to do.

Note:
It is important that you report the additional kilometres to the bus contractor as they are able to claim for them at the end of the school term.
Actions to take if a parent is continually late and expects you to wait

Explain to the parent that they have an obligation to be at the bus stop on time (5 minutes early) and that continually being late is unfair to other parents and students who use the service.

Actions to take if this continues to occur

Report the parent’s behaviour to the bus contractor, who should inform the PTA.  The PTA will contact the parents and remind them of the requirement to meet the bus on time and may ask the driver/bus contractor to report any further occurrences.

If there are further occurrences, the PTA may suspend travel for that family for a period to encourage appropriate behaviour.

Note:
For a student attending an Education Support Facility, you will have received specific instructions at the time the family applied for Transport Assistance, where the family chooses to alter this arrangement they will need to revise their intentions in writing.

Start of Year Arrangements with Families

The PTA recommends that alternate arrangements, for dropping off and picking up students, in the event of individual circumstances, be established at the start of each year.  This can be done by seeking a written agreement, establishing the following:

· if the child is permitted to travel to and from the bus stop on an ongoing basis without the parent being in attendance,

· a safe, alternate drop off location, in the event a parent is delayed as a result of personal circumstances beyond their control, 

· any changes to a child’s medical condition, and

· Changes to contact details, including emergency contact details (any changes need to be forwarded to the PTA).

Note:
If there are changes to a child’s medical condition, the family must be advised they need to notify the PTA via the School Bus Services website at www.schoolbuses.wa.gov.au   

Families Applying for Transport Assistance

All students are required to apply for Transport Assistance prior to gaining access to the school bus.  This is regardless of their eligibility, i.e. attending their closest school, or not, or fare paying passengers.  This process is managed on line through the School Bus Services website.  Bus contractors have access to the ‘Log On Before you Hop On’ brochure, which may assist you in advising families of the need to apply. 

The PTA will evaluate each family’s application and provide the Bus Contractor with the approval to carry individual students.  In some instances students turn up at the bus stop without submitting an application.  When this happens, you are obliged to transport them to school, and return them in the afternoon. However, they must be advised they are not approved to travel and need to lodge an application for Transport Assistance.  If your bus is at capacity you will likely need to make alternative arrangements and make contact with your employer.
Students Waiting on the Side of the Road

There are situations where students, who are not approved for transport assistance, present themselves at bus stops with the expectation they will be able to simply hop on the bus.  In these circumstances it never acceptable to refuse transport.  In this situation, students will be given access to the bus and you will report the situation to the, bus contractor, school and the PTA.  If you have copies of the PTA’s ‘Log on Before You Hop On‘ brochure, a copy should be given to the student.  

Similarly, it is never acceptable to drop a student at any other stop other than the one they are approved to use, unless otherwise agreed.

Carrying Adult Passengers

This is not ordinarily allowed as all passengers must be approved for travel, however, there are some circumstances where it is permissible to carry adults on a school bus.  Situations where this may occur are:

· The bus contractor is obviously able to travel whenever they choose,

· A Teacher’s Aide or Teacher may seek permission to travel for either work related reasons or for personal reasons.  In either of these situations the request should be directed to your employer so that the necessary approvals can be sought through the PTA,  

· Individuals who are learning to drive a school bus are permitted to access the school bus with the permission of the bus contractor, or

· Staff from School Bus Services are permitted to gain immediate access to the school bus, however, it is unlikely they will seek permission to travel without prior arrangements being made.

In all other situations where adults seek access to the school bus they should be directed to the Public Transport Authority.  This includes parents seeking temporary or ongoing access to the school bus.

Note:  In emergency situations where you render assistance, you should check with your employer and seek direction on how these situations should be managed.  It is often preferable to arrange for alternative transport for an adult rather than giving them access to the school bus during the provision of the service.  

In these situations it is essential drivers ensure any students on board are not witness to disturbing sights, i.e. accidents, it is always desirable to stop the bus out of their line of vision.

Integrated Care Plans & Medical Action Plans

The needs of students travelling on school buses is important, however, the individual needs of a student requiring special attention due to an existing medical condition or disability needs to be managed more closely.  To assist driver and other bus staff with the management of these students the PTA has developed the Integrated Care Plan.
The Integrated Care Plan has three distinct sections covering; education support students, students with medical conditions and students with physical disabilities.  Parents/carers will normally complete an Integrated Care Plan prior to the student gaining access to the school bus.  Obviously, a student may contract a medical condition or become disabled after they have gained access to a school bus, in this case, the parent/carer or contractor would be required to inform the PTA of the situation and forward a completed copy of the Integrated Care Plan. 
It should be noted; where a student’s travel is managed through an Integrated Care Plan there is a requirement to analyse the risks associated with the various types of transportation.  Whilst the primary aim is to transport students in a safe and comfortable manner on a bus service sometimes the level of risk may dictate the type and frequency of transport assistance offered.
Contractors obviously have a very important role in the transportation of students with special and/or specific needs.  In these cases Contractors will need to build a closer relationship with parents/carers to gain an understanding of the management strategies required to ensure the safe and comfortable travel of students being transported with the aid of an Integrated Care Plan. 

Passenger Loadings

It is important that passenger loadings are managed closely to ensure overloading doesn’t occur.

Under no circumstances is it permissible for students to sit on the floor of the bus or to travel standing in the aisle of the school bus.  

Booster Seats

Requirements for Student using booster seats

School buses are exempt from the current laws relating to children using booster seats.  However, the PTA requires all students that cannot be safely restrained by a lap/sash seat belt, due to their physical height, to be seated on a booster seat.  This is likely to affect most students enrolled in kindergarten through to year 1.
Seat Belts

Student requirements for the usage of seat belts
If a seat belt is available, then that seat must be occupied before a non-seat belted seat, with the exception of the seat next to the driver in a ‘D’ Class (Commuter) vehicle.

Under current legislation, drivers are exempt from infringement if a student isn’t wearing a seat belt.  However, as a condition of travel, all students must use a seat belt, where fitted.  Non-compliance with this is a Category 1 Breach to the Code of Conduct and should be managed in accordance with the Behaviour Management Guidelines.

Students are also only to sit in accordance with their age, height and weight restrictions as outlined below.
Seat belted Buses
One student per seat belt is to be maintained at all times.  It is never acceptable to restrain two passengers by one seat belt.

Where a 2/3 Educator seat is in use, students weighing more than 38kgs are classified as adult passengers.  Students requiring booster seats are also considered adult passengers.  However, where there are three students, who do not require booster seats and each have an individual weight of less than 38kgs, they are permitted to sit 3 across the seat.  The third passenger will be placed in an ‘H’ Harness. This is the only condition where 3 passengers can sit across a seat belted school bus seat.

Un-Seat belted Buses
Where bench seats are not seat belted it is permissible to have three passengers who are each under 13 years of age.  Consideration should be given to the comfort of these students as overcrowding of students is not reasonable.

Passenger Lists

The PTA must have an up to date understanding of who is being carried on each school bus.  It is also essential the PTA is advised when a student no longer requires transport.  This is important for a number of reasons but most particularly where there are students who have been placed on a waiting list.  Drivers are the primary communicators of this information to their employers, the bus contractor. 

In understanding who travels on your bus and with what regularity, you will be in a good position to judge whether there has been a change to a student’s circumstances.  It has been a long held belief that schools provide information direct to the PTA, which is unfortunately not correct.  Schools do not, in the vast majority of instances, communicate information to the PTA.  This is also true of situations where spurs are no longer required.  It is essential this information is passed along to your employer to ensure the bus route map, narrative and timetable is modified.

Timetables 

Bus Contractors are responsible for creating school bus service timetables.  This task is often passed along to drivers to complete.  It is an obvious issue that needs to be communicated to families and possibly schools but it also needs to be communicated to the PTA. 

Bus timetables are an essential tool in assisting the PTA in managing emergency situations and are used as a planning tool, particularly where larger networks exist.  Where there are permanent changes, it is essential these changes are communicated to your employer as soon as they are known and they will forward them to the PTA.

Refusing to Carry Passengers

There are some extenuating circumstances where you may be permitted to refuse to carry a passenger.  This is likely to occur where you have a reasonable belief that a Student on the School Bus constitutes, or is likely to constitute, a danger to the health, safety or well-being of another student, themself, you or any other person on the School Bus, you may (in consultation with your employer):

(i)
stop the school bus and arrange for the student to be removed from the bus and placed in the care of a responsible adult; or
(ii)
convey that student to either the school attended by that student or the student’s home.
You must advise your employer of the circumstances and follow up by completing and submitting an incident report, which may also be completed on line through the School Bus Services website.  

Incident / Accident Reporting

Hazard and Near Miss Reporting

Hazards are a part of everyday life such as, driving a car and crossing the street, however, prompt and effective reporting and management of hazards will minimise the potential for them to lead to an incident, accident or injury. 

It is important we report hazards to assist in preventing and escalating to an incident.

Sometimes a hazard in your area may also be duplicated in another area, so reporting a hazard is a good way to share the information and knowledge.  

All employees have an obligation under the Occupational Safety and Health Act to report any workplace hazards that they cannot themselves correct.

Hazards must be investigated by the manager/contractor to ensure corrective action is taken and the hazard no longer presents a risk of injury or harm to the health of employees or harm to the environment.  A written hazard report can be completed and submitted to your employer.  
Reference:  Hazard Identification & Reporting Process – Refer to Flowchart
Incident / Accident Reporting & Management

The PTA has a clearly set out a procedure for the reporting and management of incidents and accidents that bus contractors and their staff must comply with.  Along with hazards and near misses, all incidents and accidents must be reported in a similar manner.  However, there is likely to be some form of injury, harm or damage sustained as a result of an incident or an accident and therefore the information that needs to be collected differs slightly.  
You will be provided with an Incident/Accident reporting form that must be completed in accordance with the PTA’s procedure.  You will also need to refer to the Emergency Plan on the school bus for further actions to be taken in the event of an incident / accident occurring.  Specific Emergency Procedure Guides (EPGs) have been developed to assist drivers and others in the event of an emergency.
Reference:  PTA’s Incident Reporting Procedure & Flowchart 

Defect Reporting & Unserviceable Vehicles

Vehicles that are unserviceable must not be driven.  
Your employer will likely have a lock out or tagging out procedure for unserviceable vehicles, plant and equipment.
Where defects are detected they must be reported and using an appropriate form.

