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________________ _______________________________________________________ 
 

POLICY CONTEXT 

Standards or other external requirements: NDIS Code of Conduct 

Legislation or other requirements: Road Transport Act 2013 (NSW) 
- Road Rules 2014 (NSW) 
- Road Transport (Driver Licensing 

Regulation 2017 (NSW) 
- Road Transport (General) Regulation 2013 

(NSW) 
- Road Transport (Vehicle Registration) 

Regulation 2017 (NSW) 
Passenger Transport Act 1990 (NSW) 

- Passenger Transport (Drug and Alcohol 
Testing) Regulation 2010 (NSW) 

- Passenger Transport (General) Regulation 
2017 (NSW) 
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1. POLICY STATEMENT  

This policy outlines the procedures and responsibilities related to the use of company motor vehicles and 

the transportation of clients, ensuring safe, compliant, and professional transport practices aligned with 

the NDIS Code of Conduct and relevant Australian laws. 

This policy applies to all employees of Disability Consulting Support (DCS) involved in transporting clients 

using company fleet vehicles or personal vehicles for work purposes. 

It is a requirement that DCS fleet vehicles be used for client transport whenever possible. If an alternate 

vehicle is requested, DCS Management must give approval in writing. 
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When transporting clients either in DCS or other vehicles, the vehicle is not to be used for transporting 

friends, family members or pets of staff.  

2.  USE OF COMPANY FLEET VEHICLES 

Eligibility 

• Only authorised staff with valid Australian driver’s licences may operate fleet vehicles. 

• Staff must have completed the required induction. 

Mobility Parking 

• Certain fleet vehicles are equipped with valid NSW Mobility Parking Scheme permits. 

• These permits must only be used when transporting clients with mobility issues eligible for 

accessible parking. 

• Staff must ensure the permit is displayed while the vehicle is parked and remove it when unused. 

• If the permit is used client notes must be taken that include details of the trip and when, where and 

what times the permit was used. 

Vehicle Request 

• Staff must book vehicles in advance by contacting the DCS office at 5778 0487. 

• Bookings should include the client name, staff member name and pick-up/drop-off times. 

Logbook Requirements 

• Staff must complete the vehicle logbook at the beginning and end of each trip. 

• The logbook must include date of trip, purpose of trip, odometer reading, kilometres travelled, date 

of entry and signature of the person making the entry. 

• The log book is stored in the vehicle’s glove box. 

 

3.  PETROL CARD AND REFUELLING 

Petrol Cards 

• Petrol cards are provided for refuelling fleet vehicles only and must not be used for personal 

expenses.  

• Petrol cards are held in the car, glove box or centre console.  

• Petrol cards can only be used at Transwest Fuel Petrol Stations.  

Refuelling Protocols 

• Vehicles should be refuelled when the tank is at or below 50% full. 

• Staff should ensure the correct fuel type is used for the vehicle. 
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4.  VEHICLE CLEANLINESS AND MAINTENANCE 

Cleanliness 

• Staff must remove all rubbish and personal items and ensure the vehicle is tidy after each use. 

• Any mess caused by clients (e.g. spills) should be cleaned up promptly using available cleaning 

supplies. 

First Aid Kit 

• Each fleet vehicle contains a stocked first aid kit. 

• Staff should report low supplies or expired items to the Quality Assurance Supervisor. 

• First Aid Kits will be audited on a bi-monthly basis by the Quality Assurance Supervisor, or a 

delegated staff member, to ensure there are sufficient contents that are not expired. 

 

5.  WHS VEHICLE CHECKS 

• Bi-monthly Work Health and Safety (WHS) checks are conducted on all fleet vehicles by the Quality 

Assurance Supervisor, or a delegated staff member. 

• Staff should report any mechanical issues, damage, or safety concerns to the Quality Assurance 

Supervisor. 

 

6.  USE OF PERSONAL VEHICLES 

When Permitted 

• Staff may only use their personal vehicle for transporting clients if: 

o A fleet vehicle is unavailable or impractical; and 

o Prior written approval has been obtained from DCS management. 

• If DCS Management has given written approval for using a staff member’s vehicle, the staff 

member can claim a car allowance of 99c per kilometre. This is claimed by writing “Approved 

mileage xx km”. This will be confirmed with management prior to payment. 

• If a staff member chooses to use their vehicle for client transport without management approval, 

then they will have to claim the kilometres travelled on their tax return.  

Insurance & Registration 

• Staff must have comprehensive car insurance, registration, and a valid driver’s licence. 

• A copy of insurance and registration must be on the staff member’s file and in the DCS database. 

• When a staff member chooses to use their vehicle, they accept full responsibility for any associated 

risks, including any insurance excess costs that may arise 

Client Transport in Private Vehicles 

• Transporting clients in personal vehicles must be documented and comply with the duty of care 

obligations. 

• Staff must ensure their vehicle is safe, clean, and roadworthy. 
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7.  SAFETY AND COMPLIANCE 

• All driving must comply with Australian road laws and [Organisation Name] policies. 

• All occupants must wear seatbelts. 

• Smoking and vaping are strictly prohibited in all vehicles during work use. 

• Incidents, accidents, or near-misses must be reported immediately to a supervisor and recorded 

in the incident management system. 

 

8.  BREACHES OF POLICY 

Failure to adhere to this policy may result in disciplinary action, including suspension of vehicle 

privileges or further employment review. 

 

DOCUMENTATION 

DOCUMENTS RELATED TO THIS POLICY 

Related policies Staff Recruitment & Management 
Human Resources 
Duty of Care 
Risk Management 
Mandatory Reporting 
Smoking and Vaping  

Forms, record keeping or other 
organisational documents 

Incident Report 
Child Safety Assessment 
Child Safety Statement 
Interview Template 
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