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[bookmark: _Toc119404549]Purpose and Scope 
Amwrelle Cleaning & Home Care Services utilises the Vehicle Safety and Policy and Procedure, which ensures all persons included in transportation are kept safe. It is vigilant that all recruits apply relevant laws, regulations, and standards to be compliant with the relevant information provided.
It is important to ensure all workers are meeting relevant legislation and regulations. It must be in conjunction with Amwrelle Cleaning & Home Care Services’ Work Health and Safety Policy and Procedure.  All the relevance of the current Policy and Procedure entails adequate information to help engage in step-by-step requirements towards the health and safety risks applicable with the use of vehicles. The information provided will include relevant material to continuously enable safety measures for both workers and participants during services being provided to participants of Amwrelle Cleaning & Home Care Services. This Policy and Procedure is in unity with the current legislative needs, the Work Health as well as Safety Policy and Procedures.
[bookmark: _Toc119404550]Definitions
	Safety Measures
	Activities and precautions taken to improve safety, i.e. reduce risk related to human health.

	Participants
	A person who is involved in an activity or an event.

	Legislation
	Is a law which has been promulgated (or ‘enacted’) by a legislature or other governing body or the process of making it.

	Insurance
	An arrangement by which a company or state undertakes to provide a guarantee of compensation for specified loss, damage, illness, or death in return for payment of a specific premium.

	License
	A permit from an authority to own or use something, do a particular thing, or carry on a trade.

	Valid
	Legally binding due to having been executed in compliance with the law.

	Staff
	All the people employed by a particular organization.

	Visitors
	A person with the right or duty of occasionally inspecting and reporting on a college or other academic institution.
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Policy
All relevant information mentioned below must be met with relevant laws, legislation, and standards. All staff and volunteers must have a valid Australian drivers’ license if required to use a motor vehicle to complete assigned work at Amwrelle Cleaning & Home Care Services. Management, workers, participants, and visitors who are required to use a motor vehicle must comply with health and safety at Amwrelle Cleaning & Home Care Services. 
When an employee is providing service that requires the use of a motor vehicle, it is important to ensure that the Risk Management procedure values are in process.
Management is required to ensure that first aid, as well as location-appropriate communication is present while traveling to both remote and long distant locations. It is compulsory to ensure trips made in any circumstance provide:
· Driver fatigue management strategies.
· Communication plan in place.
[bookmark: _Toc119404552]Procedures
Owner/Directors must provide comprehensive insurance policy and roadside assistance to all motor vehicles provided by Amwrelle Cleaning & Home Care Services. Staff who are assigned to roles which include operating motor vehicles must have a valid driver’s license with the accordance of being reviewed each year to comply with Amwrelle Cleaning & Home Care Services Human Resources Policy and Procedure.
The Owner/Directors must ensure all vehicles accommodate emergency supplies and amenities which will include, first aid kits, torches, emergency contact numbers and reflective jackets and cones.
Owner/Directors must ensure all motor vehicles prior to them being operated have suitability in accordance to what the role may entail. A vehicle history check must be kept on file to ensure Amwrelle Cleaning & Home Care Services is aware of any type of incidents that may have occurred involving a motor vehicle. Enable a maintenance service for the motor vehicle to acknowledge what type it may fall under (this would include if it's privately owned or leased). This will allow Amwrelle Cleaning & Home Care Services to evaluate vehicle protection and roadworthiness. Evaluate car and driving ability of staff (a driver’s history report can be asked for the accurate document to keep on file). Staff must acknowledge hazard and risk management strategies while operating motor vehicles owned by Amwrelle Cleaning & Home Care Services.
Suitability of vehicles and guidelines will be provided by the company. See Amwrelle Cleaning & Home Care Services’ Incident Management Policy and Procedure.
The Owner/Directors must ensure that all staff who are operating their own motor vehicle for business purposes have current registration, maintain service as required and have insurance. If an accident occurs, there is an incident with the motor vehicles provided or/and there is hesitation from the staff member who is operating the motor vehicle; the Owner/Director will raise the issues privately and conclude in termination or warning to the staff member.
If an accident occurs, the staff must notify management and emergency services. Staff must notify management if there is a high risk for vehicle stoppage. This will include breakdowns, accidents as well as bogging with compliance with the Incident Management Policy and Procedure of Amwrelle Cleaning & Home Care Services. 
According to what the circumstance is, termination will be made. Staff under no circumstance can be unlicensed, give untruthful information or be under the influence of illegal substance or alcohol. Staff must comply with road rules at all times. If the role entails consistent driving, it is crucial that staff must ensure they are taking regular breaks or at least two hours, as necessary. Owner/Directors must request a criminal history check prior to hiring staff and engaging in operating motor vehicles. Staff must ensure, all participants are dedicated to being secure and safe while in a motor vehicle at all times, this includes participants to be seated either side but behind the staff member whilst driving. Lastly, all safety inspections have been completed before operating a motor vehicle.
[bookmark: _Toc119404553]Speed
Staff are to comply with the following:
· Road rules: Speed limits in school zones, weather conditions, road works and driving experience. Under no circumstance should staff exceed the speed limit, especially if a participant is sharing the same motor vehicle.
· Fines: If an infringement has been issued whilst driving, the staff must appoint themself and make relevant payments, inclusive of any demerits point that may be lost due to their infringement.
[bookmark: _Toc119404554]Safety
Safety can save lives. Below are mandatory to be followed:
[bookmark: _Toc119404555]Seat Belts
Seat belts must be worn at all times from staff to participants. If participants have a medical condition that they cannot comply with the law to wear a seat belt for their safety, they must have a certificate from their doctor indicating the reasons why. Staff are required to have a copy of the documentation provided in case of any stopovers by police.
Seatbelts must be in immaculate condition for the safety of staff and participants. If there are any issues concerning safety due to wear and tear of seatbelts, Owner/Director must be informed and not allow motor vehicles to operate until fixed. The motor vehicle must be replaced with a temporary car until the issue is rectified.
[bookmark: _Toc119404556]Mobile Phones
Mobile phones will not be available while driving. This includes when the motor vehicle is stationary in park but running as well. Motor vehicle engines must be completely turned off 

and parked if needed. Under no circumstance is the mobile phone to be used whilst driving with or without a participant present.
[bookmark: _Toc119404557]Motor Vehicle Safety Check
The safety of the participants must always be a priority. To ensure the safety of participants, all motor vehicles must ensure that levels of fluid, brakes, transmission, power steering, windscreen washer fluid and radiator engine oil are checked. All windows and mirrors must be cleaned and adjustable for staff when necessary.
Services must be completed when due at all times. This will include tyres; wiper blades and external lights are being checked. Avoiding wear and tear at each service is required.
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All incidents in such forms must be reported with Amwrelle Cleaning & Home Care Services’ Incident Management Policy and Procedures.
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Participants' care assessment plan should be considered as well as all staff must complete a risk assessment to ensure their driving ability is not questionable. Some participants will need different measures taken to ensure that they are safe, and staff are avoiding any injuries that may affect them during their ride.
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Documents relevant to this policy and procedure include:
· Incident Management Policy and Procedure
· Work Health and Safety Policy and Procedure
· Risk Management - Risk Management Plan
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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, 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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