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Matters and information to be contained
in the MIS of an accredited bus operator

The Williamstown High School Management Information System (MIS) covers all the elements
listed in the contents page. Where appropriate, signed copies exist of some documents as a stand-
alone document stored permanently on the school’s network drive.

Date of Issue: 10/11/2022

This document was last updated on 12/03/2024
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1. Bus Safety Policy

Williamstown High School has developed a safety policy which defines the safety aims and
objectives of the organisation. The policy articulates the organisation’s commitment to risk
management, the development of a positive safety culture and continuous safety improvement.
The safety policy has been approved by Williamstown High School Council.

The safety policy is reviewed every year by the School Council. The review involves consultation
with staff and any changes to the policy are submitted to leadership for approval.

The safety policy is a controlled document, requiring the signature of the principal on behalf of the
School Council to take effect.

The safety policy is available to all staff, our local school community and the wider public through
our website.
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Bus Safety Policy

Williamstown High School is committed to providing and maintaining a safe and healthy workplace
for all staff and students. Hazards and risks to health and safety will be eliminated or minimised, as
far as is reasonably practicable. Williamstown High School is also committed to a culture of
continuous improvement where systems and process reflect the appropriate level of risk at any
given time.

Management will:
e Ensure Williamstown High School complies with all legislation relating to health and safety
e Eliminate or minimise all workplace hazards and risks as far as is reasonably practicable
e Provide information, instruction, and training to enable all staff to work safely
e Supervise staff to ensure work activities are performed safely
e Consult with and involve staff on matters relating to health, safety, and wellbeing
e Provide appropriate safety equipment and personal protective equipment

e Provide a suitable injury management and return to work program
Staff will:

e Take reasonable care for their own health and safety

e Follow safe work procedures, instructions, and rules

e Participate in safety training

e Report health and safety hazards

e Report all injuries and incidents

e Use safety equipment and personal protective equipment as instructed
School bus drivers will adhere to the department’'s Work-Related Driving policy by:

e Driving within the legal speed limit at all times

e Not consuming alcohol and/or drugs while driving a school bus and complying with the drug
and alcohol laws at all times

e Not using mobile phones while driving

e Minimising distractions while driving

e Wearing a seatbelt

e Not exceeding the maximum seating capacity of the bus

e Reporting all incidents/accidents in eduSafe and to Bus Safety Victoria

This policy was first accepted by Williamstown High School Council on: 01/08/2023
This policy wag last reviewed on: 12/03/2024

Signed: .. [/ N

Name: Kane Harnden
Position: School Council President
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2. Governance and internal control arrangements

Governance
The Williamstown High School Council is made up of the following positions:
e Kane Harnden — School Council President
e Giorgio Catalano — School Principal (Executive Officer)
e Steph Viljoen — School Council Vice-President
e Jake Mansfield - Treasurer

The school council reviews its standards and procedures on a regular basis at its meetings in order
to monitor the effectiveness of document control processes as well as other issues.

Another standard agenda item at school council meeting is the review of the Williamstown High
School risk register. The Principal, Giorgio Catalano, provides an update on the risk register at
each meeting and aspects of the risk register are discussed by the leadership team.

The Principal, Giorgio Catalano, provides the school council with appropriate safety information to
assist them in their decision making.

The school council is provided with copies of internal audits to give them sufficient knowledge
about the level of compliance displayed by the school.

Inter nal co ntrol arrangeme nts

The responsibility for implementing and maintaining the accreditation documents for Williamstown
High School Council has been given to the Principal, Giorgio Catalano, as the authorised delegate
and responsible/relevant person.

The overall management of operational safety is the responsibility of the Principal, Giorgio
Catalano, who has responsibility for applying risk management processes to maintain a safe
operational work environment.

The Principal, Giorgio Catalano, may delegate bus safety tasks to appropriately qualified persons.

The major safety responsibilities and accountabilities within Williamstown High School Council are
set out in individual job descriptions.

These arrangements were first accepted by Williamstown High School Council on: 01/08/2023
These arrangem hts were last reviewed on: 12/03/2024

Date:.. Vi ’ ; / O“5// 20(, o

Name: Kane Harnden

Position: School Council President

Department
of Education

ORIA
6 State
Government




3. Documented safety accountabilities and authorities

School Principal, Giorgio Catalano

Job purpose: The Williamstown High School, School Principal has overall responsibility for
ensuring the bus service runs safely and for the implementation and monitoring of the
Williamstown High School safety management system. To fulfil their safety responsibilities, the
Williamstown High School, School Principal will:

e provide leadership on safety issues
e manage operations and staff to ensure that services are provided in a safe manner

¢ integrate safety requirements into the position descriptions, performance agreements and
work plans of staff

e ensure effective communication processes are implemented across all functional areas
¢ involve staff in the development of safe work practices

e encourage staff to be aware of unsafe activities and to participate in identifying unsafe
areas, including ideas about improvements and training

e ensure that information on safety issues is regularly communicated to staff
e ensure hazard management systems are in place and regularly reviewed and updated

e ensure staff are provided with the training and resources necessary to carry out their
responsibilities safely

¢ monitor the performance of drivers and other staff to ensure duties are performed in a safe
and professional manner

e report and, where appropriate, investigate incidents

e evaluate and audit operational and safety systems on a regular basis.
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Bus Driver (or any school staff required to drive the bus)

Job purpose: The Williamstown High School Bus Driver is responsible for operating buses in a
manner which ensures the safety of themselves, their passengers and the public and in
accordance with all safety relevant legislation and organisational requirements. To fulfil their safety
responsibilities, the Williamstown High School Bus Driver will:

e ensure the safety of passengers

e operate buses in accordance with relevant road laws, other applicable legislation, school
policies, procedures and safety instructions

e advise the accredited bus operator of any safety issues discovered during bus operations

e report all incidents and injuries, including completing accident report forms and incident
reports, as required

e complete vehicle pre-departure checks
e report any damage, defect or repairs needed to the bus

¢ not have any alcohol or drugs present in their blood or breath immediately before, or while,
driving a bus

e immediately report any matters relevant to the currency of their driver’s licence or driver
authority, including details of any criminal charges or offences

e immediately report all health issues or other issues that may affect their fithess to drive
e wear all personal protective equipment (PPE) as issued by the operator

e participate in training and staff meetings as required.
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Mechanic and workshop duties

Mechanic and workshop duties are outsourced to a local business Aus. Den Aust Pty Ltd
specialising in heavy vehicle maintenance and servicing.

To fulfil their responsibilities, Aus. Den will:

¢ undertake day to day bus repair and maintenance activities to ensure vehicle safety and
roadworthiness

o fulfil vehicle preventative maintenance schedules and requirements
e maintain vehicle monitoring and reporting systems as required by relevant authorities

¢ respond to, investigate and repair vehicle defects as notified by drivers in vehicle defect
books

e maintain a safe workshop area

e work in accordance with safe working procedures and instructions and comply with the
accredited bus operator’'s MIS

¢ not have any alcohol or drugs present in their blood or breath immediately before, or while,
performing bus safety work

e report all health issues or other issues that may affect their fitness to work
o follow policies, procedures and safety instructions
e wear all PPE as issued by the operator or pertinent to the job

e participate in training as required.

Williamstown High School has advised the mechanic/business in writing of their safety obligation to
maintain Williamstown High School buses in accordance with the requirements of the Williamstown
High School MIS and MMS.

Williamstown High School has also provided a copy of the Vehicle Safety Inspections Checklist to
be worked through for every yearly safety inspection.
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4. Information management process
Document identification

The identification and administration of safety records will be the responsibility of the Principal,
Giorgio Catalano. A ‘bus safety record’ is a document that outlines the day to day operations of the
accredited bus operator. This includes operational records, engineering records, and bus safety
worker records such as training records.

Document registration and storage

A document register is kept on the shared network drive and includes the following information as
a minimum:

¢ title of document, standard, procedure or form

e person responsible for maintaining document

e issue date

e document status, for example, draft, revision number, superseded or obsolete
e risk register cross reference, where appropriate

o retention period

e disposal protocol.

Williamstown High School makes safety records available for inspection by authorised parties as
required.

The safety records retention schedule lists the records to be retained, how long these are to be
retained and the name of the manager or supervisor who is responsible for monitoring storage and
retention.

Hard copy records are kept in the business managers office for the required period and then either
retained as archival documents or destroyed and the safety records retention schedule updated
accordingly. Documents are securely stored to guard against the risk of loss through deterioration
or damage.

Electronic records are backed up. Back-up records are kept secure at a location remote from the
main office, where the master records are kept.

Document and data approval and issue

The principal of Williamstown High School reviews and approves all new and amended bus safety
documents before they are issued.
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Document Distribution List
This table is used for recording the people to whom documents have been provided.

Position Organisation Copy issued Copy number
(Yes/No)

Master copy — Network Williamstown High Yes

Drive School

Mechanic Aus. Den Aust. Pty Ltd ' Yes
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Sample safety records retention schedule

This table is used to record for how long records must be kept, where they are kept, who is
responsible for the removal of the document and how it must be disposed of.

Title of safety record

Internal audit records
Third party audits

Accident/incident
notification of
occurrences

Accident/incident
investigation reports

Staff competency
records

Staff medical reports
Staff training records
Regulatory reports
Contract records

Calibration sheets and
certificates

Track certification
records

Risk assessment
records

12

Retention
period

3 years
3 years

3 years

3 years

3 years

3 years
3 years
3 years
3 years

3 years

3 years

3 years

Location Position

of
record

responsible
for removal

Principal
Principal

Principal

Principal

Principal

Principal
Principal
Principal
Principal

Principal

Principal

Principal

Disposal

method

Shred
Shred
Shred

Shred

Shred

Shred
Shred
Shred
Shred
Shred

Shred

Shred
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5. Safety Information Communication

Williamstown High School recognises the importance of providing personnel with the necessary
information to enable them to discharge their safety responsibilities effectively.

To ensure the timely and effective communication of safety related information Williamstown High
School:

o holds regular meetings and circulates the meeting minutes to all personnel

e ensures that controlled copies of the MIS and all procedures and standards are readily
accessible to personnel at relevant places throughout the business

e regularly disseminates safety related information through regular channels
e circulates safety bulletins to all operational staff when particular safety issues are identified,

e uses electronic media, such as emails and the organisation’s website, to disseminate
information.

Williamstown High School has a notice board in the staffroom where key safety notices are
displayed. All staff are required to check the noticeboard regularly.

Williamstown High School recognises the importance of giving service providers the necessary
information to enable them to discharge their safety responsibilities effectively.

To ensure the timely and effective communication of safety related information the accredited bus
operator:

¢ holds meetings as required with service providers to provide updated safety information

e ensures that controlled copies of the MIS are readily accessible to persons acting for or on
behalf of Williamstown High School.

6. Drug and alcohol management

Drugs and alcohol

The Williamstown High School Bus Safety Policy in conjunction with the Victorian Public Service
Code of Conduct and the Department of Education \Work-Related Driving Policy prohibits any
person who is affected by drugs or alcohol from taking any part in bus safety work.

Personnel are required to advise their supervisors if taking any medication which may affect
performance. The Williamstown High School principal will rely on visual and verbal assessments to
form a reasonable impression as to whether a person’s behaviour is affected by drugs or alcohol.

If there is any doubt that a member of staff is unfit to drive a bus they will be refused access to the
vehicle. This is on the sole discretion of the principal.

7. Hazard, risk and change management

The concepts of the Transport Safety Victoria guidance material on managing safety so far as is
reasonably practical, issued by the Safety Director, have been applied to the Williamstown High
School operating environment.

91

Refer to the “Registered Bus Operator Risk Register”’ for further details.

' Refer to Section 13 — Appendices > Appendix 1
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8. Emergency management
In the event of an emergency Williamstown High School will:
Forecast Emergencies
The school principal (or delegate) will:
e enact the school's Emergency Management Plan

¢ monitor the VicEmergency website, app or telephone service for emergency forecast
warnings

¢ notify parents/guardians of affected students of the bus cancellation(s)
¢ make alternative transport arrangements for students as required

e seek advice from the SEIL and/or DE regional emergency management staff or other
emergency services as required.

Rapid Onset Emergencies
The school principal (or delegate) will:
e enact the school's EMP
¢ call 000 to request emergency assistance if required

o use the VicEmergency website, app or telephone service and emergency broadcast
information on television or radio to get ongoing emergency information and warnings

¢ hold all students on affected services at the school until the-all clear is given by emergency
services

o notify parents/guardians of affected students of the situation and if possible advise when
and where it is safe for their child to be picked up

e seek advice from the SEIL and/or DE regional emergency management staff or other
emergency services as required keep an accurate log of all actions/decisions in relation to
the event.

After an Emergency

The school principal (or delegate) will:
e participate in post-event debriefs led by either DE or DTP as appropriate
e document learnings from the event
e receive and provide feedback from/to stakeholders as appropriate

e update the EMP (as required) with support and advice from DE regional emergency
management staff

The Williamstown High School principal will ensure that emergency information is available in each
bus. This form assigns responsibilities and authorities to all staff and must be consulted in the case
of an emergency or accident.

The contact list, codes and procedures for communication must be followed and anyone becoming
aware of any changes needed should immediately contact management.
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Emergency Management Plan - Instructions to drivers

In the case of any emergency, you should immediately contact the appropriate emergency
services Police — Ambulance — Fire Dial “000” .

The School Principal (or delegate) should also be contacted and advised as to the event.
Drivers must have the following information available when contacting emergency services:

e nature of the emergency

e number and nature of injuries (if applicable)

e your location (the more exact, the quicker the response)

e hazards which may exist for rescue personnel attending

e School Principal (or delegate) contact details

¢ the telephone number you are calling from

e your assessment of the situation.

Emergency contacts

Local CFA — 1300 367 617 or 000

Local SES - 132 500

Williamstown High School — 9399 9228
Aus. Den Mechanics — 9364 8777
Additional considerations:

e youir first priority is the safety of yourself and your passengers — all other actions take
second place to this priority

e assess the situation and should an evacuation of the bus be required use the most
appropriate method/exit, remain calm, speak slowly and clearly, direct passengers to safest
off-vehicle location

e Kkeep passengers informed of the progress of any action to be taken, for example, details
such as ETA of fire/ambulance, ETA of replacement bus

o where possible, remain with the passengers and only leave them to seek assistance as a
last resort provided your safety will not be placed at risk

o if appropriate, render first aid treatment and delegate tasks for example, head counts,
protection of the scene, to responsible passengers

o if there is danger — do not, or allow others to, re-board the bus to obtain property
Unforeseen events:

e For situations such as bushfire, flood, items across roadway you should always follow the
instructions of any authorised emergency services. If emergency services personnel
require you to travel off your normal route, this information should be relayed to the school
principal (or delegate) when appropriate.
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9. Bus safety worker competence

Williamstown High School develops and regularly reviews position descriptions for all bus safety
work. These reviews identify the competencies deemed necessary to ensure that persons
undertaking the bus safety work have the knowledge, skills and experience to carry out their duties
in a safe manner.

All Williamstown High School personnel hold safety qualifications and/or competencies appropriate
for their positions and are regularly assessed for necessary competencies related to their work
responsibilities. Competencies and training requirements for bus safety workers are detailed in the
training matrix.

Competency assessments are organised by the relevant managers and whenever possible,
assessments are carried out using a registered training organisation. In cases where there is no
appropriate course available, assessments are carried out by people within the organisation who
have qualifications and/or experience in the field of expertise being assessed.

Records of training and records of qualifications and competencies are held in personnel files in a
secure location.

ORIA Department
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10. Incident reporting and investigation

The principal is nominated as the person to advise Safe Transport Victoria of bus safety incidents
and has entered the Safe Transport Victoria duty officer contact number in his mobile telephone.

The principal has familiarised themselves with the reporting criteria, as described in the Bus Safety
Regulations 2010 (Vic) and are reproduced here.

Incident categories

Three categories of reporting and new types of reportable incidents were introduced in the Bus
Safety Regqulations 2020 (Vic)

e Category 1 incidents require oral notification as soon as possible and written notification
within 72 hours.

e Category 2 incidents require written notification within 72 hours
e Category 3 incidents relating to anti-social behaviour require notification on a monthly basis
Category definitions

category 1 incident, in relation to a bus operated by an accredited bus operator or a registered
bus operator, means any of the following—

(a) any circumstance, act or omission involving the bus that results in the death of, or
serious injury to, any person;

(b) a collision between the bus and any person;

(c) a collision between the bus and any vehicle, infrastructure or other property that results
in significant damage to property;

(d) an implosion, explosion or fire;
(e) the bus being in motion while not under the effective control of a driver;

(f) an alleged assault that directly involves the bus driver and has the potential to result in
the death of, or serious injury to, any person;

(g9) a circumstance where the driver of the bus is in contravention of the bus operator's
alcohol and drug management policy;

(h) a terrorist act on or near the bus;

(i) a circumstance where a child is left unattended on the bus at the conclusion of a bus
route or service;

(j) a mechanical failure of the bus that has the potential to result in the death of, or serious
injury to, any person;

category 2 incident, in relation to a bus operated by an accredited bus operator or a registered
bus operator, means any circumstance, act or omission involving the bus, other than an incident
that is a category 1 incident, that results in any of the following—

(a) a person requiring immediate treatment as an in-patient in a hospital;

(b) attendance by a police officer or health professional;

(c) a divergence of the bus from a highway;

ORIA
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https://www.legislation.vic.gov.au/in-force/statutory-rules/bus-safety-regulations-2020
https://www.legislation.vic.gov.au/in-force/statutory-rules/bus-safety-regulations-2020

category 3 incident, in relation to a bus operated by an accredited bus operator or a registered
bus operator, means any of the following incidents, other than an incident that is a category 1 or
category 2 incident—

(a) an alleged assault that occurs on the bus but does not directly involve the bus driver;

(b) an alleged assault witnessed by the bus driver that occurs in the immediate vicinity of
the bus, including at a bus stopping point;

(c) a circumstance involving suspected or attempted self-harm that has the potential to
result in the death of, or serious injury to, any person.

(d) Slip/Trip/Fall — Rear Door: a slip/trip/fall that has occurred specifically as a result of rear
door boarding or exiting.

(e) Slip/Trip/Fall: a slip/trip/fall that has occurred but not as a result of rear door boarding or
exiting and did not result in the injury to any person.

(f) Objects thrown at/on bus: an object thrown at or on the bus that did not result in any
damage to the bus or injury to any person.

Reporting a Bus Incident

The principal will use the following methods to report a bus incident:
Oral notification

e Call 1800 301 151 (24 hours/7 days)
Written notification

e Complete the online form for Category 1 and 2 incidents?

To support accurate completion of a Safe Transport Victoria Incident form, blank copies of Safe
Transport Victoria Incident Report forms should be downloaded from the Safe Transport Victoria
website and kept on the network drive under MIS filing system to access when needed.

Any completed and submitted Safe Transport Victoria Incident form (hard copy or online form)
should be kept on the network drive under the MIS filing system for retention of records.

2 Refer to Section 13 — Appendices > Appendix 2 & Appendix 3
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https://transportsafety.vic.gov.au/bus-safety/risks/how-to-report-a-bus-incident/notification-of-bus-incident

11. Internal audits
Bus Safety Audit Report

The Williamstown High School Council is responsible for establishing and managing the annual
audit program in relation to bus safety. Two levels of auditing may be undertaken:

1. Personnel with relevant experience and knowledge of position responsibilities, but independent
of the position being audited, carry out internal audits to ensure individuals who are assigned
safety responsibilities are effectively carrying out their responsibilities.

2. Where appropriate, external auditors with relevant experience may carry out audits of specific
accreditation policies and procedures.

The College Principal, Giorgio Catalano, of Williamstown High School Council is responsible for
internal audit arrangements and for reviewing the risk register to make sure high risks are given
priority.

Audit scheduling

The Williamstown High School Council prioritises the audit program, taking into account various
factors, including:

e scope of previous audit, previous audit findings and recommendations
¢ recent safety performance

¢ status and importance of activities to be audited

e industry trends.

The audit program is run on a calendar year basis according to a prepared audit item checklist.
This schedule may vary as a result of changes to audit priorities or if additional audit requirements
are identified. The audit schedule makes provision for all safety related activities to be audited at
least once during every 12-months.

The audit program is monitored at Williamstown High School Council meetings, which inspects the
audit report to ensure audits are proceeding according to schedule. Annual audits are conducted to
ensure the accreditation requirements are reviewed every year.

Audit reporting

Audit findings are documented on the audit report with the non-conformance/non-compliance table
completed, as necessary. The scope for annual independent audits includes the requirement to
provide a written audit report.

Audit reports are given to the Principal, Giorgio Catalano, and are reviewed at Williamstown High
School Council meetings until all corrective action items have been completed.

Where findings from audits require urgent attention the Principal, Giorgio Catalano, can assign
corrective action items to the relevant workers or arrange to convene a meeting to review the
findings and assign action.

Williamstown High School Council keeps a copy of the audit report and corrective actions on file
for no less than three years.
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Accredited Bus Operator:

Williamstown High School

Audit Report Date: 20/11/2023 Previous Audit Date
Audit Completed By: Responsible Person Authorised: | Giorgio Catalano
Audit item Audit date | Findings Outcome

1. Safety policy

2. Governance and
internal control
arrangements

3. Documented safety
accountabilities and
authorities

4. Information
management process

5. Safety information
communication

6. Drug and alcohol
management policy

7. Hazard, risk and
change management

8. Emergency
management

9. Bus safety worker
competence

10. Incident reporting and
investigation

NOTES / COMMENTS

20
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12. Regulatory compliance

An accredited bus operator must establish systems and processes for the identification of safety
requirements under the Bus Safety Act and Regulations.

An accredited bus operator must establish systems to ensure compliance with those safety
requirements.

Williamstown High School complies with all Acts and Regulations relevant to its operations and
ensures its bus safety workers are aware of their legal responsibilities. Refer to Section 5 for
further information about Williamstown High School internal communication.

The principal has responsibility for keeping current copies of relevant Acts and Regulations and
reviewing them to ensure these are up to date. This review is carried out annually or when it
becomes known that changes have occurred to the relevant documents.

Details of all relevant Acts and Regulations monitored and held by Williamstown High School are
provided in the document register.

When policies and procedures are developed, or existing policies and procedures are reviewed, a
check is made of relevant Acts and Regulations to ensure the policies and procedures are legally
compliant.
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Appendices

13.

Appendix 1 — Registered Bus Operator Risk Register
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1 tote o roining
DET Risk Process e

1. ESTABLISH THE CONTEXT

The strategic context

2. RISK IDENTIFICATION

What are the causes?
What are the consequences?

The organisational context
The risk management context
Identify internal and external

stakeholders

| Determine existing controls |
™
v v 3
Determine Determine | > g
consequence likelihood §
z
=

v v

[ Establish risk rating |

~
=
g
2
=
o
2
=
2
2

=
=]
=
=
—
w
=
8
o
=
©
=
o
5
=
=
=
=
8
o

4. RISK EVALUATION

Compare level of risk with risk
acceptability criteria as defined in
the Acceptability Chart

Identify and implement treatment
options including:
Share
Terminate
Accept
Reduce

With all relevant internal and external stakeholders, during all stages of the risk management process
pue ‘an1323(qo ay3 Jo ainjeu ay3 03 edosdde sjeasajur Je a2ejd saye3 Jeyy ssazoad Juawadeuew ysu ayy Jo yed pauueld e sy

!

Outcomes of the risk management process should be documented and reported
through appropriate mechanisms

Risk can be described as anything; event, practice, process, activity, etc. that could hinder or help achievement of stated goals or objectives.
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DET Risk Process

1. Establish the Context

1. Decide the scope of the activity, including the goals and objectives.

2. Ascertain the internal and external envi [see PESTLE f)

3. Confirm the identity and concerns/ issues/ expectatiors of stakeholders.

4. Familiarize yoursell with the Department’s tools used to identify, analyze and manage risk.

2. Risk Identification

5. Ask yourself the following questions [see SWOT overleaf):
* What can go wreng? (risks)
* What would cause & to go wrong? (causes)
* What are the impacts if & does go wrong? [corsequences)
* What can go right? (Value add-oppartunity risk)
6. Once all the risks have been identified they should be recorded into a rk register

7. For each risk the existing controls currently in place should be captured.
© How effective are the contrals we have in place? (see control effectiveness chan averleal)
8. Risk is analysed in terms of conseguence {What is the impact of risk?} and the likelihood (How
likely is the risk to occur? -taking into account the effectiveness of any controls identified in

the previous step).
9. Risk consequences are measures using the following deseriptive terms:
® Severe, major, maod , minor, insignificant (see the cor criteria guide

overleal. It provides the context 1o select on of the abave terms).
10. Risk likelihood is measured using the fellowing descriptive terms:
* Almost certain, likedy, possible, unlicely, rare (see the Belihood criteria guide overleaf. It
provided the context 1o select ane of the above terms).
11. The risk matrix [overleal) can now be used to combine the welected level of consequence
with the selected level of likelihood to ine the overall level of risk.
12. This is called the ‘current assessment” (with existing controls).

4. Risk Evaluation

13. Risk evaluation involves comparing the current risk rating found during the analysis process
with risk acceptance criteria established by the Departrent.

14, You should refer to the Acceptability Chart (overleaf) to determine the level of acceptability.

15. The categories of acceptability defined in the Acceptability Chart detesmine the approach to
the management of risk across the Departrnent.

. Risks rated Low or Medium do not necessarily require further treatments as this level of risk
is acceptable.

. Risks rated High or Extreme require further treatments to reduce their level of risk to a more
acceptable level- (refer to Risk Treatment).

-
o

-
~

5. Risk Treatment

18. Options for risk treatment include:
« Share- if practical to do <o, share the risk- or some of it [e.g. cutsowraing or insurance|
o Terminate- cease the activity
* Accept- risk acceptance required appropriate authority.
(see the Acceptability Chart to determine whether the risk is acceptable)
* Reduce- reduce the risk level by applying additional treatrments until the risk is
acceptable.
19. Risk treatment invohwes a cychical process od:
® assessing the risks
« deciding whether the risk levels are acceptable (by reference to the Acceptabiity Chart)
« if not, determine appropriate risk treatment options (see above)
« implementing risk treatments.
20. A second assessment is then made to confirm the treatments will reduce the level of risk.
21. This secand leved of risk is called the “target assessment’- after treatments where you expect
the risk level to be ence your treatments have been i onee impk they
become existing controls.

6. Communication and Consultation

22. ication and corsul with all rely internal and external stakeholders should
take place during all stages of the risk management process.

Monitoring and Review

23. Monitoring and review should be a planned part of the risk management process and should
take place at intervals appropriate to the nature of the objective and the level of risk.

24. Recording and regorting involves a structured way 1o document and report the outeames of
the risk management process to relevant stakeholders, ensuring that risk exposures are
understood and managed.
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DET Risk Management Framework - Assessment Tools

Consequence Criteria: This guide provides indicative terms against which the significance of risk is evaluated.

Wellbeing and Safety
Insignificant o Educational outcomes, « Minor injury requiring no first |  Small loss that can be * Internal impact (no exsernal * School operations continue * Goals, targets and key
engagement and wellbeing aid or peer support for stress / shsorbed impact) with slight i ions o an be
and pathways and transitions trauma event normal aclivities delivered with inconseguentiall
can be met with workarounds impacts
Miner * Educatiomal ostcomes, * Injury / ill health requiring * Loss of ‘consumable’ assets, |« Adverse comments local * Some school operations * Mimor workarounds need to
engagement and wellbeing first aid. o < 2% devistion from budget community media disrupted. be implemented to deliver the
and pathways and transitions | e Peer support for stress / rwuma | o Misor fraud possible * Short term stakeholder * Mimor wvﬁ-mnds returm SSP goals, targets and key
achieved but below targess event dissatisfaction | comment school b inap gl
Moderate o Studest's overall levels of « Inpary /il health requiring o Loss of assets * Exsernal scrutimy e.g., VAGO * Key school operations o Coastant consultation with
Literacy and Numseracy static medical asteation. * 2% - 5% deviation from o Adverse stale media ily di d key stakeholders needs to be
o Increasing tnaancy « Stress / trasma event requiring budget * Stakeholder relationship « School leadership team meets maintained 1o deliver the SSP
* Partial achievement of professional support * Extersal sudit management impacted 10 retum school to somal goals, targets and key
targeted pathways and letter operations improvement strategics
transition
Major o National targetod « Injury / ill health requiring o Loss of significant assets « Exsernal investigation « Whole of school . i dj o
improvements not achieved. haspital admission. * 6% - 15% deviation from * Adverse comments naticnal dissupted. resource allocation and
o Partial achievement of * Stress / trasma event requiring budget media * Assistance sought from service delivery required to
targeted leamning outcomes ongoing clinical ssppost * External sudit o Stakeholder relstionshi Regional Office deliver SSP goals, targets and
o Studest dissatisfaction with on ccounts temsous key improvement strtegics
oecess 10 * High end fraed committed
pathways/‘transitions
Severe o Literacy and Numeracy « Fatality or permanent * Loss of key assels * Commission of inquiry * Nommal school operations * SSP goals, targets and key
dectine disability * >15 % deviation from * Natiosal froet-page beadlines cease improvement strategies cannot|
* Studest's engagement and * Stress / travens event requiring budget o Stakeholder relaticnship * School evacumed be delivered
connecledness to the school extensive clinical support for o Systemic and high value imetrievably damaged * Regional Office motified * Changes need 10 be made 10
and their peers is very poor. multiple individuals fraud the SSP
* Decliming number of student
options for pathways snd
tramsitions

Likelihood Criteria: This guide provides the indicative terms against which the probability of a risk event occurrence is evaluated.

Indicative Frequency
Note:

Expected to oceur >95% Multiple timses m the next year 1. The Likelihood Criteria refers to the likelihood of

x ) the consequence descriptor you have selected Le.,
Probably will occur (no surprse) 66-95% At least once in the pext year the likelthood of @ ‘major” consequence.
M 26659 e 3 2. The Indicative Frequency may not be relevant
May oocur at some stage % Once it the néxt 3 yedis when assessing risks related to repeated activities,
Would be surprasing if it oocurred 5.25% Once in the next § years o Whe" objectives are to be delivered over discrete

periods of time. It should not be the sole basis for

May never oceur <5% Once in the next 10 years assessment.

The design of controls overall, is ineffective in addressing key causes and/or consequences.
- and/or of the controls does not exist (e.g., policies, procedures, ete.).
* The controls are not in operation or have not yet been implemented.

. The design of controls only partially addresses key causes and/for consequences.

. ion and/or of the controls (e, g.. policies, p di ete) are i Iy unclear or i

* The controls are not operating and/or effy ly and have not been implemented in full.

= The design of controks is largely adeguate and effective in addressing key causes and/or consequences.

® The controls (e.g., pdu:es, p'ocgdures. ete.) have been but not pr Y to

* The controls are larg ing some level of assurance.

® The design of comro!s d '8 the key causes and/or consequences.
-The:onuols(e;_,pd:oes.pfocemres.et:]havebeen lly d d and p ly i d to rel kehold:

® The controls overall, are

¥ S0 as to manage lhe risk.

Consequence

Moderate

DET’s Acceptability Chart: Used to decide whether the risk is acceptable, based on the rating calculated.

i £ the activity d with this risk should cease. Any decsion to
continue exposuve to this level of risk should be made at Principal/School Council/Regional Office level,
be subject to the P of detailed on-going ight and high-level review.

Risk should be by developi It should be subject to on-going review to ensure
controls remain effective, and the benems balance against the risk. Escalation of this level of risk to
Principal Class Officer level should oceur.

Exposure to the risk may continue, provided it has been appropriately assessed and has been managed to
as low as reasonably practicable. It should be subject to frequent review to ensure the risk analysis
remains valid and the controls effective. Treatments to reduce the risk can be considered.

Medium
(with frequent risk owner review)

Exposure to this risk is acceptable but is subject to periodic review to ensure it does not increase and
current control effectiveness does not vary.

Find Risk Management on Edu Gate.
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School Cycle - where schools should use risk management.
Utilise risk management at all stages of the school cycle, to drive decision making, establish priorities and allocate resources. Risk management should be
based on the best information available. Effort expended should be proportionate to the risk and benefits should be balanced against the risk.

PESTLE Analysis - used to establish the context.
PESTLE - (political, economic, social, technological, legal, environmental) is a useful tool to analyse the operating environment and to understand any other

factors that contribute to it. It may be beneficial to involve your key stakeholders when conducting this type of analysis.

-ltl)/%q

g Consider areas i

§ l that impact the ‘ %%

y 0 environment

-% h inwhich we J § r

2 operate -
3 £
S

SWOT Matrix - used in risk identification.
A SWOT Matrix (strengths, weaknesses, opportunities and threats) is a useful tool to analyse the environment and establish current issues and future risks.

It may be beneficial to involve your key stakeholders when conducting this type of analysis.

T ETe——"

+ What ar cer Strengths? « what ae curweaknesses?
* What dowe do well? * What can we do better?
=3
)
=
o
=
£
S
L
« What are the Opportunities we » What are the threats w achieving
Qn kevenrage? success?
* What is going on around us that may * Who and what cause us
? problems in the fsture and how?

External Origin
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Appendix 2 — Notification of Bus Incident (Category 1 and 2)

B U S A branch
SAFETY b | Sy BUS 4
VICTORIA y | i 12 November 2120

TSV incident number (TSV use only)

Notification of Bus Incident by Operator
Bus Safety Act 2009 (Vic), Bus Safety Regulations 2020 (Vic)
Obligation to report incidents

Under section 65 of the Bus Safety Act 2009 (Vic), accredited and registered bus operators must notify the Safety Director of
prescribed bus incidents in accordance with the Bus Safety Regulations 2020 (Vic). Failure to do so attracts a penalty of 50 penalty
units.

This form is to be used to notify incident under Category 1 and 2 and must be completed within 72 hours of the incident.

Note: For category 1 incidents, the first step in reporting an incident is to contact the Transport Safety Victoria duty officer by
telephone on 1800 301 151.

1. What type of incident are you reporting? * (enter ‘X' in the appropriate box)
D Category 1 Category 2
2. Accreditation/Registration number *  Name of bus operator

3. When did the incident happen?

Date (dd/mm/yyyy) * Time (24 hour clock) *

For Category 1 only — Verbal notification date, time and name of TSV officer?
Date (dd/mm/yyyy) Time (24 hour clock) Name of TSV Officer:

| | | |

4. Where did the incident happen? *(Location including building number, street name and suburb/town as applicable)

5. Where was the bus travelling from and to?

30

From: ’ | To: ’
6.  What type of incident was it? *(enter ‘X" in the appropriate box)
bicycle bus car infrastructure
|:| Collision with (specify) > motorbike person tram train
truck other:
Alleged assault Child left on bus Object thrown at the bus
Alleged drug/alcohol affected driver Implosion, explosion or fire Rear Door Boarding
Alleged drug/alcohol affected passenger Injury to employee other than driver Roll-away
Anti-social behaviour to driver Mechanical failure Security, theft or threat
Breach of Road Rules by Driver Medical episode drive/ passenger Slip, trip or fall
Divergence from the highway (highway means road or road related area)
Other (specify): |
Telephone 1800 223 022

PO Box 2392 Melbourne VIC 3001

Email information@transportsafety.vic.gov.au
Website transportsafety.vic.gov.au

‘ ‘V! : ORIA
State
Government
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7. Was there aloss of control of the bus? * (enter X’ in the appropriate box)

D No D Yes

Minor

8. Was there damage to property? * (enter ‘X’ in the appropriate box
None

Major

9.  Type of bus service *(enter X" in the appropriate box)
e il b ice (specify): > Route Tour and charter
ommercial bus service (s : —
pecify. Courtesy Demand responsive
School Bus V-Line
Local Rail Replacement
Commercial minibus service (specify): > |:| Route \:I Tour and charter |:| Demand responsive
. ; . f Educational body Religious body E Sporting body
ommunity and private bus service foror [ _ . . .
in connection with the activities of: > Philanthropic body Social body Welfare body
Health body
l:l Hire and drive El Non-commercial courtesy ‘:l Courtesy using a 10, 11 or 12 seat bus
10. Vehicle registration number *
11.  Route number (if applicable):
12.  What services attended? (enter X" in the appropriate box)
None
Ambulance -> Taken to hospital? I:' Yes No
Poice | | Firebrigade [ | Other(specify: |
13. Did the incident result in any of the following *(enter number or ‘X’ in the appropriate box)
Fatalities Serious injuries Minor injuries E’ N/A
14.  Was an alcohol and/or drug test conducted on the driver/employee? (enter ‘X’ in the appropriate box)
No
Yes > What were they tested for and what was the result? (enter X" in the appropriate box)
Alcohol >Result | | Negative | | Positive Drugs ->Result| | Negative | | Positive
15. What happened? Provide a description of events leading up to the incident and the incident itself.
BUS 4 Page 2 of 3
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16. Has or will the bus operator convene an investigation into the incident? (enter ‘X' in the appropriate box)
Yes D No

Acknowledgment
By completing this section, | acknowledge that: (enter ‘X' in the two boxes below)
E The information provided in this notification is true and correct; and

I understand it is an offence under section 66 of the Bus Safety Act 2009 (Vic) to provide any false or misleading information

and that penalties apply.

Name Date (dd/mm/yyyy)

| | |

Position title Contact number

In case the contact name for further inquiries from TSV is not the same as above, complete the section below:

Contact Name Contact number
How to lodge
Email the completed form to: online.incidents@transportsafety.vic.gov.au
What happens next?

You may be required to provide more information. If this is the case, TSV will contact you.
Disclaimers

Transport Safety Victoria (TSV) collects and holds the personal information provided in this application to assist the Director, Transport Safety
(Safety Director) to administer the Bus Safety Act 2009 (Vic) and Bus Safety Regulations 2020 (Vic). TSV is committed to protecting personal
information in accordance with its obligations under the Bus Safety Act 2009 (Vic). The personal information provided in this report may be
disclosed to other government agencies in accordance with the Bus Safety Act 2009 (Vic) and the Transport Integration Act 2010 (Vic). It is an

offence under the Bus Safety Act 2009 (Vic) to give information that is false or misleading in relation to a report.

The individuals whose personal information is collected on this report have a right to seek access to this personal information and to seek

correction of any error in the personal information held. All individuals whose personal information is included with this report should be informed
of this fact. For more information on privacy please refer to TSV's privacy statement at transportsafety.vic.gov.au/privacy.

BUS 4
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Appendix 3 - Notification of Bus Incident (Category 3)
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Appendix 4 — Bus Pre-trip Inspection Checklist and Record

Pre-trip inspections

Schools must establish and maintain a record of pre-trip inspections.

Tailor the checklist below for pre-trip inspections and record the result of the inspection in the Pre-
Trip Inspection Record.

Pre-Trip Inspection Checklist
Listed in alphabetical order, not order of priority. Add additional items as needed

Item(s) Activity

Brakes, gauges, | [ check that no brake failure indicators, pressure/vacuum gauges, or other gauges
and wamning and warning lights are not on (in alarm mode).
devices 0 check parking brake can be applied and removed
O test application of the brakes while the bus is in slow motion (after checking park
brake if needed)
Doors & O check the door opening and closing mechanism
windows 0O check the door interfock system
O check windows are secure and show no signs of damage
O check windows can open and close as specified
Emergency exit | (1 check emergency exit hammers are present and fitted
O check emergency exit doors and windows are secure and can be accessed and
opened if needed (not blocked).
Engine Bay O visual check for any visible leaks of any oil, fuel, water, refrigerant/coolant,
hydraulic or brake fluid etc.
e . O check fire extinguisher/s are present
extinguisher/s | (1 check that extinguishers are in working condition
O Note: the checking that fire extinguishers are correctly charged may be undertaken
at intervals specified by the fire extinguisher manufacturer by a qualified tester
Lights and 0O visual check that all reflectors and lenses are intact
reflectors O check that all lights internal/external are working
Mirrors O visual check of mirrors for security (fitted properly), damage, dirt, and grime that
would prevent clear vision
Other O check demister works (cold/wet days only)
O conduct horn test
O add other items that may be applicable
Signage and 0O check that bus accreditation regulation signs and labels are in place and complete
Devices O ensure reversing buzzeriwarning sign is working
O ensure school bus signage and lighting is fitted when required
O ensure any other school related signage is in good condition
Structure and 0O visual check of all panels for damage
bodywork O visual check for structural integrity
1

ORIA

State
Government

Department
of Education



36

THE
EDUCATIO ORIA Dfeportmc:m
TATE (s}gme . of Education

Windscreen, O check wipers and windscreen washers
wipers and O ensure clear forward vision
washers O check reversing camera if fitted (note reversing should only occur under

supervision and away from pedestrian movements)

Wheels and O visual check of wheel security (fitted properly)
Tyres O visual check of tyres for pressure and tread integrity (puncture/damage etc.)

Pre-trip Inspection Record - williamstown High School

This form is used to record the result of a pre-trip inspection. Any defects should be recorded on
the defect report and clearance form

Accredited Operator Vehicle Manufactured

Registration number:
IMO5BY Yutong 2018

Bus pre-trip

Defect found (also Name of person
Date Odometer Ir;:r:’egﬂ:l;cozs::;e enter on the defect and who conducted
PP clearance report) inspection

for service
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect
Yes / No — see defect

Yes / No — see defect
Add additional lines as needed
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