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[bookmark: _Toc119404537]Purpose and Scope 
The Transporting Participant’s Policy and Procedure is maintained and implemented throughout Amwrelle Cleaning & Home Care Services, to ensure the safety of all participants when being transferred. Amwrelle Cleaning & Home Care Services will provide adequate forms of transportation for all participants that require transportation needs. All individuals’ requirements will be managed efficiently and effectively to ensure the safety and comfortability of all participants.
This extends to all employees and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404538]Definitions
	Transporting
	Take or carry (people or goods) from one place to another by means of a vehicle, aircraft, or ship,

	Road Worthy
	(Of a motor vehicle or bicycle) fit to be used on the road.


[bookmark: _Toc119404539]Policy
Amwrelle Cleaning & Home Care Services recognises the importance of all participants' needs and requirements. It is the responsibility of Amwrelle Cleaning & Home Care Services to organize all methods of transportation for participants, that is in accordance with one’s comfort, safety and any risks that may arise to Amwrelle Cleaning & Home Care Services’ volunteers, personnel and subcontractors.
[bookmark: _Toc119404540]Worker Responsibilities –
· Advising Amwrelle Cleaning & Home Care Services of any transportation needs an individual may require.
· Safely transport participants if required.
[bookmark: _Toc119404541]Procedure
The Transportation and Discharge Policy and Procedure outlines the organization that Amwrelle Cleaning & Home Care Services is required to create in order to transfer and discharge all participants safely.
[bookmark: _Toc119404542]Transportation or Discharge of a Participant
All vehicles utilised for transportation of participants must be appropriate and safe. A participant may use their own vehicle, or one provided by Amwrelle Cleaning & Home Care Services. All vehicles that are utilised must possess the following qualities:
· Registered and roadworthy vehicle.
· Must have legitimate insurance.
· Must remain clean and safe, free from any obstructions.

All personnel who are carrying out the responsibility of transferring participants must obtain a valid and legitimate driver’s license, in accordance with the vehicle type.
It is essential that Amwrelle Cleaning & Home Care Services maintain all required information in relation to all the vehicles that are being utilised to transfer and commute participants to different locations. The designated driver’s license must contain a renewal date to create awareness to Amwrelle Cleaning & Home Care Services of the duration period a driver can drive. It must also contain the vehicle's registration expiry date, along with an expiry date of their insurance. All vehicles that are being utilised to transport participants must always contain a first aid kit.
The Operations Manager will be responsible for:
· Maintaining all documents relating to referral forms required for and by alternative service providers. They are responsible for submitting all emails, scans and faxes and storing them in the Participant File. The Participant Files shall be placed in the archive.
· Discussing and communicating participants potential referral and obtaining written and verbal consent.
· Notifying and communicating to all participants health specialists of their progress notes.
[bookmark: _Toc119404543]Transportation via Motor Vehicles
All vehicles that are utilised to transfer participants from one location or another need to be frequently monitored, checked, and cleaned. There are many different requirements that enable a motor vehicle to be adequate and appropriate. Below outlines the factors that are considered appropriate utilisation of motor vehicles:
· Ensure all seat belts are in working order and maintain the restraint of participants.
· Ensure all doors are operating correctly, and ensure they remain closed throughout the duration of the travel.
· Guarantee that no individual is smoking in the vehicle.
· All vehicles must contain and be equipped with first aid kits.
If there is a trip plan that is out of the ordinary travel care plan, consent must be made by the Operations Manager, prior to leaving Amwrelle Cleaning & Home Care Services.
It is important that if an emergency, incident, or accident of any kind occurs, that emergency services can be contacted.
[bookmark: _Toc119404544]Transportation via Bus
It is the duty of the Operations Manager and volunteers/key personnel to maintain awareness of all participants traveling.
All key personnel/volunteers must remain interactive and participate in all activities. It is also important that the Operations Manager thoroughly plan all trips accordingly. All necessary 

items must be taken on the bus; this includes all required medication, mobile phones, first aid kits and a reliable map directory.
The Operations Manager is expected to ensure that seating of participants on the bus is in accordance with their requirements. This should ensure that the safety and comfort of the individual are considered and actioned. They are also responsible for ensuring all participants' emergency contacts and information are taken on the bus, in the event an emergency is to occur. They will also maintain a list of all participants names and ensure all are accounted for once entering and exiting the bus.
[bookmark: _Toc119404545]Supporting Documents
Relevant documents relating to this Policy and Procedure:
· Participant - Referral Form
· Participant File
· Privacy and Confidentiality Policy and Procedure
[bookmark: _Toc119404546]Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families and carers and workers every year.
All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders, and their feedback.
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