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TRANSPORTING OF PARTICIPANTS POLICY AND PROCEDURE

[bookmark: _Toc128645898]PURPOSE
This policy sets out the minimum standards required of AmeCare and drivers when transporting participants as part of providing disability support services. 
The policy has been developed to ensure drivers are of good repute; fit and proper people to be responsible for transporting participants; and, that vehicles transporting participants are safe and clean. 
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This policy applies to:
· All motor vehicles (owned, leased, or privately owned) used for transporting participants as part of AmeCare’s disability support services
· All AmeCare workers, contractors, and support staff who drive or assist in transporting participants
· All participants being transported by AmeCare staff or contractors, regardless of property location
· All journeys conducted for the purpose of service delivery, including scheduled and ad-hoc transport
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	Term
	Definition

	Participant
	An individual receiving disability support services from AmeCare who is being transported by staff or contractors.

	Support Worker
	Any AmeCare employee or contractor responsible for driving or assisting in the transport of participants

	AmeCare Vehicle
	A motor vehicle owned or leased by AmeCare and used for transporting participants

	Privately-Owned Vehicle
	A motor vehicle owned by a support worker or contractor, used for transporting participants as part of their shift

	Journey
	Any trip conducted for the purpose of service delivery, including scheduled and ad-hoc transport of participants

	Driver’s License
	A current, unrestricted license at the appropriate class for the vehicle being driven, required for all drivers transporting participants.

	Compulsory Third Party Insurance (CTP):
	Insurance included with motor vehicle registration that provides compensation to crash victims where the owner or driver of a registered Victorian vehicle is at fault.

	Full Comprehensive Insurance (FC):
	Insurance cover that provides broader protection for vehicles, recommended for all vehicles used to transport participants.

	Personal Protective Equipment (PPE) Kit
	A kit containing items such as face masks, gloves, waste bags, wipes, sanitizer, and aprons, required to be carried in vehicles used for transporting participants.

	Behaviour Support Plan (BSP)
	A documented plan developed by qualified professionals that outlines strategies, interventions, and supports to address behaviors of concern for a participant. The BSP includes guidance on safe transport, seating arrangements, and supervision, and must be consulted by staff prior to transporting participants with identified behavioral needs.

	Manual Handling
	Any activity involving the lifting, moving, carrying, or supporting of participants or their equipment during transport. Manual handling procedures are designed to minimize the risk of injury to staff and participants and must be performed in accordance with AmeCare’s training and safety guidelines.

	Risk Assessment
	A systematic process conducted by staff to identify potential hazards and evaluate risks before loading, unloading, or transporting participants. The assessment ensures that appropriate safety measures are in place to protect both staff and participants during transport activities.

	Incident
	Any event or occurrence during transport that results in, or has the potential to result in, harm, injury, property damage, or disruption to service delivery. All incidents must be reported promptly in accordance with AmeCare’s procedures for review and follow-up.

	Line Manager
	The designated supervisor or manager responsible for overseeing support staff and drivers. The line manager provides guidance, support, and assistance in emergency situations or when challenging behaviors arise during participant transport.
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POLICY

AmeCare is committed to ensuring the safe, respectful, and reliable transportation of all participants as part of its disability support services. 

All vehicles used for participant transport—whether owned, leased, or privately owned—must meet legal and organizational safety standards. 

Drivers and support staff are required to act with professionalism, maintain appropriate documentation, and uphold the dignity and wellbeing of participants at all times. 

AmeCare will regularly review and update procedures to ensure compliance with relevant legislation, best practices, and the evolving needs of participants.
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1. Maintenance of AmeCare Vehicles 
· AmeCare has a documented maintenance program for each of its owned vehicles. 

2. Maintenance of Privately-Owned Vehicles 
· From time-to-time AmeCare will request its Support Workers to use their own vehicles to transport participants as part of their shift.
· If used for the purpose of transporting participants, Support Workers must ensure their vehicle is maintained to a legally roadworthy standard.   

3. Registration and Compulsory Third-Party Insurance 
· AmeCare has a system in place to ensure that all motor vehicles used to transport participants hold current and valid motor vehicle registration.  This information is requested when staff members are first inducted into the organization and is recorded on their staff compliance profile in Brevity.   
· Compulsory third party insurance (CTP) included with the motor vehicle registration provides compensation to crash victims where the owner or driver of a registered Victorian vehicle is at fault. It may also cover crash victims where a passenger is at fault. 
· It is the responsibility of AmeCare or the owner of the private vehicle to ensure that motor vehicles used to transport participants are insured for CTP at the appropriate premium class that is determined by, amongst other things, the type of vehicle and the use of the vehicle. 
· Any changes to vehicle details or insurance status must be reported immediately and updated in the register.
4. Insurance 
· In addition to CTP insurance, AmeCare suggests for support workers that all vehicles that transport participants have appropriate Full Comprehensive (FC) insurance cover. However, the minimum requirement is CTP.
·  All motor vehicles owned or leased by AmeCare will have FC insurance cover.
· Vehicle owners must ensure the insurance policy allows for the vehicle to be used in the course of employment.  
· AmeCare staff must ensure they provide up to date copies of necessary insurance documents to be held in their staff files.  This includes instances when vehicle details change.
· Insurance Excess - If an employee is involved in an accident which subsequently requires an insurance excess payment, the AmeCare staff member will be required to pay the excess amount in question. 
· If a participant causes damage to a vehicle during transport, AmeCare will review the circumstances to determine responsibility for the insurance excess payment. Where it is established that the damage was a direct result of a participant’s actions, AmeCare will assess whether the cost of the insurance excess should be covered by the organization, the participant (where appropriate and in line with NDIS guidelines), or another responsible party. This assessment will consider the participant’s support needs, behavior management plans, and any relevant agreements in place. All incidents must be reported promptly, and decisions regarding excess payments will be communicated to all relevant parties.


5. Driver’s License 
· AmeCare will ensure all drivers have a current unrestricted driver’s license at the appropriate license class for the vehicle that is to be driven, before transporting participants. 
· AmeCare will record that a driver’s license has been sighted. A copy may also be kept of the staff file. 

6. Obligations of Drivers - Drivers must: 
· Maintain a reasonable standard of personal cleanliness and appearance. 
· Agree, in writing, to immediately notify the service provider of any medical condition, license cancellation or other restrictions that may affect their ability to transport participants. 
· Strive to keep the vehicle as clean as possible when used for carrying participants.
· Observe the laws that relate to safe driving. 
· Drive defensively in the interests of public safety. 
· Treat participants with politeness, courtesy, helpfulness and honesty. 
· Be particularly sensitive to the needs of people with disability. 
· In situations where a client becomes violent or is displaying other serious challenging behaviours, to the extent that personal safety is at risk, the driver must pull over and park at the nearest safe place.  A call must then be placed to the line manager or AmeCare manager for assistance and guidance.
· Be responsible and accountable for traffic offences which occur while transporting participants due to negligence. This includes speeding tickets and other infringements such as parking fines.
· Take the most direct route to reach the destination. There should be no detours or deviations except in cases where prior approval is sought from the AmeCare Management Team.
· Not make any detours that would allow them to run personal errands or tasks outside of the scope of normal service delivery. 
· Always carry a PPE kit in their vehicle in case of waste, hazards or personal care requirements. AmeCare will be able to provide this upon request. 
· All AmeCare vehicles contain PPE kits in the boot of the car. The PPE kits should include face mask, gloves, waste bags, wipes, sanitizer and aprons. AmeCare has PPE kits and waste kits at their head office location for staff to pick up or re-fill as required. 
· Have and maintain a BAC of 0.00 during work hours

7. Drivers must not: 
· Drive the motor vehicle, or attempt to put the vehicle in motion, while there is alcohol or illicit substances present.
· Consume alcohol or an illicit substance that carries a warning about operating a vehicle. AmeCare workers should also not consume substances which are prohibited by law either during work, or a minimum of 8 hours prior to the commencement of duties. 
· Smoke or vape in the motor vehicle. 

8. Traffic Infringements 
· Employees are personally responsible for all speeding tickets and other traffic infringements they incur when driving AmeCare vehicles during service delivery.  This also extends to infringements incurred when using their private vehicles for work purposes. 

9. Logbook (AmeCare Vehicles)
AmeCare will ensure that each vehicle (owned by AmeCare) has a logbook that, as a minimum, records: 
· The name and signature of the driver. 
· Date and time of journey. 
· Record of the odometer reading. 

The logbook must be filled out by the driver for every journey. 
 
10. Passenger Safety 
· Passenger seating limits are not to be exceeded. 
· By law, it is the responsibility of the driver to ensure that all passengers wear a seat belt. 
· All staff must make themselves aware of behavior management information and plans for the participants for whom they are providing transport. This information would be found in the participant profile on Brevity and in any hardcopy files on site.
· For participants with behaviors of concern, it is recommended that they be seated as far away from the driver as possible to avoid interference with safe driving. However, where a Behavior Support Plan (BSP) is in place, seating arrangements and supervision must follow the strategies and recommendations outlined in the participant’s BSP. Staff should consult the BSP and participant profile prior to transport to ensure all support needs and risk management strategies are implemented appropriately.
· Where possible, additional staff members should travel in cars to assist with supervision (where appropriate or required)
· Drivers must ensure that participants are not left unsupervised in vehicles at any time. 
· Drivers must ensure that recommended safety procedures are followed (e.g. locked doors whilst travelling, appropriate use of parking brakes of headlights in poor weather conditions etc.).

11. Loading and Unloading Participants
· The loading and unloading process can be dangerous and cause injuries to staff and clients, especially in the dark. 
· AmeCare staff are required to always conduct a risk assessment before loading or unloading participants and ensure the vehicle is parked in a safe and appropriate position before commencing.
· Any manual handling of participants and their equipment should be performed with care to ensure the safety of staff and clients. 
· All AmeCare employees undergo manual handling training on an annual basis.

12 Loading and Unloading Wheelchairs
A risk assessment must be conducted before any manual handling of participants or their equipment, especially during loading and unloading for transport. All AmeCare staff involved in participant transport are required to complete annual manual handling training. 

To reduce the risk of injury to staff, these simple steps should be followed for smooth manual handling:
· using a wagon or hatch vehicle where the folded wheelchair can be slid straight into the boot 
· removing other items in the boot to provide maximum space for a wheelchair
· using suitable equipment such as a wheelchair boot slider or slide sheet to lift foldable wheelchairs in and out of a sedan boot holding wheelchairs as close to the body as possible when moving wheelchairs to minimise load when lifting
· seeking assistance of another person introducing aids and/or attachments to prevent the wheelchair moving further into the boot during transport. 
· Where a participant’s mobility, health status, or support needs indicate that standard manual handling procedures may not be sufficient or safe, an allied health professional (such as an occupational therapist or physiotherapist) must be consulted to develop a tailored safe transfer plan. This plan should be documented in the participant’s profile and communicated to all relevant staff prior to transport.

PARTICIPANT INVOLVEMENT
· AmeCare will consult with participants regarding any transport arrangements that may impact their comfort, safety, or preferences.
· Reasonable adjustments will be made to accommodate participants’ individual needs and preferences, including preferred timing, seating arrangements, and support requirements.
· Where possible, participants’ preferences regarding pick-up and drop-off times, routes, and support staff will be respected.
· Participants will be informed of their rights and responsibilities during transport and encouraged to provide feedback on their transport experience.
· AmeCare will ensure that participants have access to information about how to raise concerns or complaints related to transport services.
· Feedback from participants will be regularly reviewed and used to improve transport procedures and service quality.

ROLES RESPONSIBILITIES

· Director
· Provide oversight of compliance and resourcing for participant transport services.
· Ensure the policy aligns with organizational values and legal requirements.

· Executive Management
· Ensure systems, contracts, and reporting are in place for safe and effective transport.
· Oversee regular policy reviews and updates.

· Maintenance Officer/Team Leader
· Schedule and oversee maintenance tasks for vehicles.
· Log requests, liaise with contractors, and maintain vehicle registers.
· Ensure vehicles meet safety and cleanliness standards.

· Support Staff (Drivers and Assistants)
· Report maintenance issues promptly and minimize hazards until repairs are completed.
· Ensure vehicles are clean, safe, and equipped with PPE kits.
· Uphold participant dignity, safety, and comfort during transport.
· Follow all procedures for loading/unloading, behavior management, and emergency response.

· Contractors
· Provide evidence of qualifications, insurance, and compliance with Work Health and Safety (WHS) requirements.
· Adhere to AmeCare’s standards and procedures when transporting participants.

· Participants
· Communicate preferences and feedback regarding transport arrangements.
· Follow safety instructions and report any concerns or incidents.


TRAINING

· All AmeCare support staff, drivers, and contractors involved in transporting participants must complete induction training covering safe transport procedures, participant rights, and emergency response protocols.
· Staff must undergo annual refresher training in manual handling, behavior management, and the use of Personal Protective Equipment (PPE).
· Training will include updates on relevant legislation, organizational policies, and best practices for the safe and respectful transport of participants.
· Records of completed training will be maintained in each staff member’s personnel file.
· Additional or remedial training will be provided as required, based on incident reviews, participant feedback, or changes in policy.

RELATED DOCUMENTS

· AmeCare Risk Management Policy
· AmeCare Emergency Management Policy and Procedure
· Infection Control Policy
· Complaints & Feedback Policy
· Support Plan on Brevity
· Staff Handbook
· Staff Training Plan
· OH&S and Safe Environment Policy
· Violence and Aggression Policy
· Manual Handling Policy
· Human Resources Policy and Procedure
· Incident Management Policy and Procedure
· Vehicle maintenance log (Brevity and Xero)

REFERENCES

· National Disability Insurance Scheme Act 2013 (Cth)
· NDIS Practice Standards and Quality Indicators – November 2021
· Occupational Health and Safety Act 2004 (Vic)
· Disability Act 2006 (Vic)
· Passenger Transport Act 1994
· Passenger Transport Regulations 2009
· Road Traffic Act 1961
· Road Traffic (Vehicle Standards) Rules 1999
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