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Form 1.4 
Register Of Vehicles (Taxi And Luxury Hire Car) 
This form sets out the minimum information that you are required to keep for each vehicle for accreditation. 
You may wish to create a more detailed form that includes additional information about the vehicles, such as 
the date and place of purchase and seating capacity. 
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Vehicle 
number/ 
identifier 
 

Registration 
number 
 

Registration 
expiry 
 

Vehicle make/ 
model 
 

Seating 
capacity 
 

Manufacture 
date (mm/yy) 
 

Date from 
which vehicle 
can no longer 
be used as a 
taxi/luxury hire 
car 

First 
inspection due 
(see Standard 
2.1) 
 

Second 
inspection due 
(if relevant: see 
Standard 2.1) 
 

         

         

         

         

         

         

         

         

 



The items below need to be checked by only the first driver of the vehicle at the start of the day. 

�2�'�8���3re-Departure Checklist (Bus���D�Q�G��
�0�H�G�L�X�P���W�R���+�H�D�Y�\���7�U�X�F�N�V) 

Pre-departure inspection checklist for vehicles operated regularly 

Note: If defect found, complete fault report form (Form 2.3) and submit to Responsible Person. 
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Item 



The items below need to be checked by only the first driver of the vehicle at the start of the day. 

Form 2.2 
Pre-Departure Checklist (Bus) 

Pre-departure inspection checklist for vehicles operated occasionally 

Note: If defect found, complete fault report form (Form 2.3) and submit to Responsible Person. 
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Item 
 

O.K �9 Defective �2��

Date 

       

Name of person conducting the check 
 

       

Interior check 
�x Check vehicle was secured overnight and no unexpected or 

suspicious items located 
�x Check seatbelts (if fitted) 

       

Lights and reflectors 
�x Check all lights including clearance lights for working order 
�x 

  j
/TT6 /LBody 6 





The items below need to be checked by only the first driver of the vehicle at the start of the day. 



The items below need to be checked by only the first driver of the vehicle at the 





Form 2.2 A 
Record Of Daily Inspections 



Form 2.3 
Fault and Clearance Report 

This form may be used to track vehicle faults, repairs and fault clearance. 
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Form 2.5 
Emergency Management Procedures 

• Arrangements for passengers (whether 
they should remain in the vehicle, or 
where they should wait if the vehicle is 
unsafe) – and what to do if passengers 
refuse to comply 

Do not make admissions with respect to 
liability in a collision 

Whether the driver should assist in 
clearing the road of debris (if safe) 

Obtain details from the other party/ 
parties involved in a collision 

If the vehicle cannot be driven, 
make alternative arrangements and 
advise passengers 

If the vehicle can be driven, check all 
systems before continuing on the journey 

Complete incident report at the time of 
the incident 

Collect as much information from the 
scene as possible at the time, including 
witnesses, details of Police Officers 
attending the scene and any charges 
made or pending, details of injured 
persons (passengers or otherwise), a 
brief sketch of the scene (or photographs) 

What the driver should do on return to the 
depot/base 

Introduction 
This sample policy relates to the management of 
emergency situations for vehicles involved in an 
accident, breakdown or other situations where the 
safety of the passengers or driver is compromised. 
The procedures should include actions that drivers 
must undertake if such a situation occurs to 
ensure the safety of the passengers. These may 
be different according to the type of incident that 
occurs. 

A summary of the procedures must be clearly 
visible in each operating vehicle, along with any 
incident report forms and information collection 
forms you develop as part of the procedures. 

• 

• 

• 

• 

Basic Procedures 

1. Have a list of emergency phone numbers 
for drivers 

These might include: 

• 

• 

• 
• 

• 

• 

• 

• 

• 

• 

Depot or base 

Responsible operator 

Radio room 

Police 

Ambulance 

Fire 

Other as required (e.g. school, for school 
bus services) 

• 

3. Keep records 

As part of your emergency procedures you should 
have relevant forms to ensure that the driver 
collects all the information that is required after a 
collision or other incident.  These should be kept 





Form 3.2 
Register Of Drivers 
This is an example Driver Register that may be used by operators of passenger transport services other 
than taxi and luxury hire car services. 

All drivers are to sign this register to indicate that they have read and understood the procedures and 
policies that describe their duties, and agree that they will carry out their duties in the manner as described 
in the manual. 

DRIVERS: if you do not understand any policies or procedures please discuss them with your 
employer before you sign this form. 

*By signing this form you confrm that you are aware of/have read and 
obligations, and the procedures to be followed. 

understood your duties and 
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Full name of driver 
 

 

Address of driver 
 

 

Driver’s contact phone 
number(s) 

 

Date of commencement of 
employment 

 

Driver’s licence 
number and class 

 Expiry date 
(day/month/year) 

 

Driver holds Ancillary 
Certificate (Y/N) 

 Expiry date 
(day/month/year) 

 

Checked by 
 

 
 
 
 

(name and signature) 

Date 
 

 

 

Awareness of policies Driver’s signature* Date 

Pre-departure inspections 
 

  



Form 3.3 
Driver Monitoring 
You must check the details held in your Driver Register for each driver at a minimum of every 12 months to 
ensure that each driver still holds a current driver licence and Ancillary Certificate. 

You can verify that a driver has a current Ancillary Certificate on the Department’s website at 
www.transport.tas.gov.au/passenger/operators 



Form 3.4 
Passenger Behaviour Management Policy Procedures 

Whatever method you choose, your passenger Introduction 
This sample policy relates to the management of 
passenger f17 (ng)-12.2.7 (eh0(t)-58me)11.1 (o)-1-8 (our)-611 ( )]TJ
-0.01



Group 2 – Dangerous Behaviour (some risk of 
physical danger to an individual or 
damage to the vehicle) 

Passenger Transport Services  

Example Policy – Behaviour Groups 
This example policy groups the types of behaviours 
that might be encountered on a passenger transport 
service into four groups, ranging 



Group 3 – Very Destructive or Dangerous 
Behaviour (high risk of physical 
danger to an individual or damage to 
the vehicle) 

Passenger Transport Services  

Group 4 – Highly Dangerous or Potentially 
Life-Threatening Behaviour 
(extreme risk of serious physical 
danger to an individual) 

• Doing something to endanger the safety 
of passengers, the driver or the vehicle 
(regulation 16(1)(a)) 

• Doing something to endanger the safety 
of passengers, the driver or the vehicle 
(regulation 16(1)(a)) 

o you would need to determine the types 
of behaviour that would fit into this 
category (e.g. fighting etc) 

Wilfully obstructing or hindering another 
person (regulation 16(1)(c)) – e.g. 
preventing someone from getting off the 
bus 

Soiling damaging or defacing the vehicle 
(regulation 16(1)(e)) 

o you would need to determine the 
types of behaviour that would fit into 
this category (e.g. breaking windows, 
slashing seats etc) 

you would need to determine the types 
of behaviour that would fit into this 
category (e.g. physically attacking the 
driver or another passenger, spitting 
at a person, lighting a fire, threatening 
harm with a dangerous weapon etc) 

Soiling damaging or defacing the vehicle 
(regulation 16(1)(e)) 

o 

• 

• 

you would need to determine the types of 
behaviour that would fit into this category 
(e.g. lighting a fire, interfering with the 
mechanical operation of the vehicle etc) 

o • 

Regular Passenger Services  

• 

• 

Smoking (regulation 16(2)(a)) 

Drinking alcohol (regulation 



Group 2 – Dangerous Behaviour (some risk of 
physical danger to an individual or 
damage to the vehicle) 

Example Behaviour Management 
Procedures 
The examples set out below are examples of how your 
drivers might be instructed to deal with behaviours that 
fall into each of the four behaviour groups suggested 
above. Again, these are examples only and you may 
choose different approaches for your policy, provided 
that these are consistent with the regulations. 

Group 1 – Nuisance and Offensive Behaviour 
(little or no risk of physical danger to an 
individual or damage to the vehicle) 

First incident => Driver issues caution & 
and advises passenger of 
consequences of 
repeated offences. Driver 
notes passenger’s name 
(as 
permitted by Regulation 15), 
records incident and action 

 
No further 

 
=> No further action. Driver 

provides operator with a 
copy of incident report. 

=> Driver issues further 
caution. 

First incident => Driver advises passenger that 
behaviour is inappropriate 
& reminds passenger of 
consequences of repeated 
offences. 
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Group 3 – Very Destructive or Dangerous 
Behaviour (high risk of physical danger 
to an individual or damage to the 
vehicle) 

Group 4 – Highly Dangerous or Potentially 
Life-Threatening Behaviour (extreme 



Form 3.5 
Reportable Incident Management 
Introduction 
Standard 3.5 is about managing incidents that may 
be either crimes or serious offences, or breaches  



Form 3.5 
Reportable incident management procedures for 
Passenger Transport Services 
The following flow chart and table outline some of the offences that could be referred to you as responsible 
operator of a passenger transport service, and explain the appropriate body to whom allegations for such 



Form 3.5 
Reportable Incident Management Procedures For 
Passenger Transport Services 
Examples of Complaint Types 



Form 3.5 
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