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                                                                            Bus and Light Vehicles Policy 
Section 1 – Policy 
 
Booking a Bus 
 

a) All enquiries regarding bus bookings, whether for curriculum, sporting or recreational 
purposes (including Boarding), must be directed to the Business Office. 

b) Prospective users need to provide the following information: 
i) Proposed date and time of travel to and return  
ii) Destination/student activity  
iii) Number of students and year level 
iv) Name of supervisor/s 

c) The following options for travel will be considered: 
i) College bus  
ii) Commercial bus/coach operators   
iii) Commercial vehicle hire (mini-bus or Coaster type) 
iv) Maxi taxi 

d) The criteria for usage must fall within the ‘Purpose of Use” for which the vehicle is 
registered. 

 
COLLEGE BUSES 

 
Bus Passengers Transmission Drivers Licence 

Volvo 57 Automatic Medium Rigid 
Rosa 24 Automatic Light Rigid 

Coaster 20 Manual Light Rigid 
Commuter 11 Manual Car 

   
• The driver is in addition to the number of passengers listed above. 

 
Wherever possible, it is College preference for transport to be provided by our College buses, 
however, the Business Office will determine the availability and the most appropriate and cost 
effective option from those listed above (see Booking a Bus (c)). 
 
Authorised Drivers 
 

a) The use, and operation, of our College buses and light vehicles is subject to the 
provisions of the Transport Operations (Passenger Transport) Act 1994.  Concordia 
Lutheran College has approval to operate our College buses and the College is 
governed by the Operator Accreditation Certificate (No. 900246923) as issued to the 
operator: Lutheran Church of Australia, Qld District. 
 

b) College buses are registered with Queensland Government Department of Transport 
and Main Roads as vehicles to carry students and, as such, the College requires the 
driver to have a current Driver Authorisation from Queensland Government Department 
of Transport and Main Roads – Authority Type Gen/Sch 
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Driver Training 
Section 20 of the Transport Operations (Passenger Transport) Standard 2010 requires 
operators of public passenger services to ensure each driver is given training in the driver’s 
legislative obligations under the Transport Operations (Passenger Transport) Act 1994. 

Drivers of College buses with 13 seats or more will be required to have a practical driving 
assessment to establish their competency – which is an expense to the College. This practical 
driving assessment is in addition to the requirement to hold a current driver’s licence and driver 
authority (both of which are at the driver’s expense). 

a) Once these original documents have been sighted, a photocopy must be provided to 
the Head of College. 

b) Before a suitably qualified member of staff may drive the bus with passengers 
(students), driver training must be undertaken.  Such driver training will include the 
following topics: 
i) Workplace Health and Safety responsibilities (including duty of care) 
ii) Customer service skills 
iii) Vehicle safety inspections 
iv) Safe operation of the vehicle 

The list of authorised and practical driving assessment drivers will be maintained and published 
through the Office of the Head of College. 

 
Section 2 – Implementation of Policy  
 

Use of a College Bus  
 

a) Once a booking has been confirmed, the authorised driver may collect the key and log 
book from the Maintenance Supervisor. 

b) The authorised driver must complete all necessary entries of the Log Book for each 
trip.  The daily vehicle inspection, prior to departure, will have been completed through 
the Office of the Maintenance Supervisor.  (see below) 

c) The following “Bus Rules” are to be enforced at all times with passengers (students): 
i) The carrying capacity must not exceed the registered limits as outlined earlier. 
ii) As all buses are fitted with seatbelts, no passenger is permitted to stand or travel 

standing whilst the bus is in motion. 
iii) Seatbelts must be worn by the driver and all passengers at all times. 
iv) No food (including chewing gum) or drink is to be consumed on the bus. 

d) Reporting Vehicle Defects – all known or suspected defects are to be entered into the 
“Faults Report Book” held in the Maintenance Supervisor’s Office. 

e) The driver of a College Bus is to inspect the bus internally at the conclusion of each 
period of use to ensure there has been no interference with safety items such as 
seatbelts, fire extinguisher and emergency window hammers AND to remove any lost 
property, rubbish etc. 

 
Use of Light Vehicles 
The Queensland Government Operator Accreditation does not cover Light Vehicles (utilities, 
sedans, station wagons etc.) therefore, the usage of Light Vehicles registered by the College 
for the transportation of students will be considered with the approval of the Head of College 
 
The College does not support the usage of Private Vehicles to transport students under any 
circumstances.  
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Bus Costing 
The total cost for the use of a College bus is calculated on an hourly rate plus a kilometric 
charge and will vary dependent on which bus is used. The Business Office will provide an 
estimate for completing a Student Activity Approval form. There may be an expense for the 
driver’s time. 
 
Records to be kept by Operators 
Accredited operators are required to provide evidence to the Queensland Government 
Department of Transport and Main Roads that the legislative requirements are being met. 
Under the Transport Operations (Passenger Transport) Act 1994 and subordinate legislation, 
operators are required to keep the following records for a period of five years. 

• Driver Details 
• Trips undertaken – including vehicle and driver 
• Vehicle Maintenance 

 
a) Daily vehicle inspections  

An operator must keep either a copy of the completed pre-trip checklist or a record 
that shows the daily check was undertaken. The records should be such that an 
operator can prove to the Queensland Government Department of Transport and 
Main Roads a daily vehicle inspection was conducted. 

b) The reporting and clearing of defects 
An operator must have a documented system that shows all defects. The records 
must state the type of defect, when it was identified and who identified it. The 
system must also show the action taken to clear the defect, when the defect was 
cleared, and who cleared the defect. 

c) Servicing and maintenance schedules for each vehicle used to provide the 
service 
Records must be kept that show the servicing and other maintenance of the vehicle 
is to a standard that complies with, or exceeds, the vehicle manufacturer’s 
recommended servicing and maintenance program. 
 

Commercial Bus Operators 
As a point of best practice, the College will engage commercial bus operators that have full 
Queensland Government Department of Transport and Main Roads recognition and 
endeavour to provide vehicles that have passenger seat belts fitted. 

 
Code of Conduct for School Students Travelling on Buses 
A significant number of school students in Queensland travel on buses to attend school each 
day. All students have the right to a safe and enjoyable journey between home and school. 
The Queensland Government Department of Transport and Main Roads Code of Conduct for 
School Students Travelling on Buses website has a leaflet Code of Conduct for school bus 
travel that parents, students and staff members should familiarise themselves with. This leaflet 
discusses; 

• The Code of Conduct  
• The rights and responsibilities of students and parent/carers 
• Expected behaviour of students  
• Consequences of not following the Code 

 
 
 
 
 
 
 
 
 

http://www.tmr.qld.gov.au/Travel-and-transport/School-transport/Code-of-conduct.aspx
http://www.tmr.qld.gov.au/Travel-and-transport/School-transport/Code-of-conduct.aspx
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Complaints 
An operator must keep a complaint register to be able to record a complaint when received. 
During a passenger transport audit, the Queensland Government Department of Transport and 
Main Roads staff member will require evidence that the operator has entered complaints 
received or has the ability to record a complaint should one be received. 
 
Incident Management Plan 
An operator is required to keep a copy of their incident management plan as well as a copy of 
any incident reports about an incident for audit purposes. 
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