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Vehicle use requirements
 
1	PURPOSE
This requirement establishes how the University plans and manages vehicle use so that risks to drivers, passengers, other road users and the public are eliminated or reduced so far as is reasonably practicable.
2	SCOPE
This requirement applies to work and study activities under the management or control of the University of Melbourne. It applies to staff, students, contractors, honorary appointees and other authorised persons who drive or arrange driving for a University activity.
It covers University-owned, Fleet Services, hired or rental, and private vehicles, including cars, vans, buses, trucks and other road-registered vehicles. It applies to on-road driving and to driving on private roads or off-road where undertaken for a University activity.
Ordinary travel between a person's home and their usual work or study location is outside the scope unless the travel is directed by the University or forms part of the work or study activity.
3	DEFINITIONS
Driver
A person authorised to operate a vehicle for a University work or study activity.
Heavy vehicle
A vehicle with a gross vehicle mass greater than 4.5 tonnes, as defined under the Heavy Vehicle National Law.
Journey plan
A documented or recorded plan proportionate to the driving risk that addresses the route, timing, breaks, communications, foreseeable conditions and emergency arrangements.
Private vehicle
A vehicle not owned, leased or hired by the University that is used for a University activity with supervisor approval.
Unfit to drive
A state in which a person's health or fitness means they cannot safely operate a vehicle. This may arise from fatigue, physical illness or injury, stress or another psychological condition, medication, alcohol or other drugs, or any other factor that impairs safe driving.
University vehicle
A vehicle owned, leased or hired by the University, including a Fleet Services pool vehicle or a vehicle managed by a faculty, school or division.
4	REQUIREMENTS
4.1	Planning and authorisation
Before approving vehicle use, the supervisor must determine whether driving is necessary and whether a safer transport option is reasonably practicable. Where driving is required, the supervisor must ensure that the driver, vehicle and journey are suitable for the activity.
The supervisor must confirm that:
· the driver holds a current licence for the class of vehicle and is authorised, competent and familiar with the vehicle and planned conditions;
· the vehicle is suitable for the route, terrain, passengers, load and environmental conditions;
· sufficient time is allowed for travel, delays, rest breaks, parking, loading and unloading without creating pressure to speed or continue while unfit;
· equipment, luggage, animals, dangerous goods and other loads can be transported and restrained safely;
· communication, breakdown and emergency arrangements are proportionate to the location and risk; and
· requirements for fieldwork, off-campus travel, working alone, remote locations and specialist vehicles are also met where applicable.
4.2	Driving risk assessment
The supervisor must ensure that driving hazards are considered before the journey. A documented risk assessment or journey plan is required where the journey is not low risk or where another University requirement requires one.
The assessment must consider, as relevant:
· driver fitness, experience, licence conditions and familiarity with the vehicle;
· total work and driving time, time of day, fatigue, rest opportunities and availability of relief drivers;
· distance, route, road surface, terrain, traffic, remoteness and access to assistance;
· weather, visibility, bushfire, flood, wildlife and other environmental conditions;
· vehicle type, safety features, condition and suitability;
· passengers, accessibility needs, loads, towing and dangerous goods;
· distractions, communication needs and work demands before, during and after the journey; and
· breakdown, incident and emergency arrangements.
A journey may be treated as low risk only where it is short, local and routine; the driver is familiar with the route and vehicle; and there are no elevated risks associated with fatigue, weather, road conditions, remoteness, passengers, loads or the activity. The general requirements in this document still apply.
4.3	Fitness to drive
Drivers must assess their fitness before driving and continue to monitor it during the journey. A person must not start or continue driving if fatigue or any physical, psychological or other condition may impair their ability to drive safely.
Factors that may make a person unfit to drive include:
· fatigue, insufficient sleep or extended work hours;
· physical illness, pain, injury or a temporary medical condition;
· stress, acute distress, a mental health condition or reduced concentration;
· medication or treatment that affects alertness, judgement, coordination or reaction time;
· alcohol, illicit drugs or other substances; and
· any other circumstance that affects the person's capacity to operate the vehicle safely.
A driver who becomes unfit during a journey must stop as soon as it is safe, secure the vehicle and notify their supervisor. The supervisor must arrange a safe alternative, such as a rest period, replacement driver, changed journey or alternative transport. Work arrangements, deadlines, rostering, incentives or supervisory decisions must not cause or encourage a person to drive while unfit.
Supervisors must respond to fitness concerns sensitively. They should seek only the information needed to assess functional capacity and manage the driving risk and must not attempt to diagnose a health condition.
Heavy vehicles: Under the Heavy Vehicle National Law, the duty not to drive while impaired by fatigue or unfit applies to drivers of all heavy vehicles over 4.5 tonnes gross vehicle mass. Relevant operators, schedulers and other Chain of Responsibility parties must ensure that their practices do not cause or encourage a driver to drive while unfit.
4.4	Vehicle selection, condition and access
University and hired vehicles must be selected, inspected, serviced and maintained in accordance with the manufacturer's requirements and University or provider arrangements. Access to vehicle keys and booking systems must be limited to authorised drivers.
Before driving, the driver must complete a check proportionate to the vehicle and journey, including:
· registration, visible roadworthiness and any required inspection or service status;
· tyres, lights, mirrors, windows, seatbelts, warning indicators, brakes and fluid leaks;
· fuel or charge, emergency equipment and communications;
· safe adjustment of the seat, head restraint, steering wheel and mirrors; and
· secure restraint of passengers, equipment, luggage and other loads.
A vehicle must not be used where a defect, warning or condition may affect safe operation. Defects must be reported promptly to Fleet Services, the local vehicle custodian, hire provider or vehicle owner, as applicable.
Private vehicles may only be used with supervisor approval. The driver must ensure that the vehicle is registered, roadworthy, suitable for the activity and appropriately insured for the intended use. The owner remains responsible for operating costs, maintenance, insurance conditions and any loss not covered by University arrangements.
4.5	Safe vehicle operation
Drivers must:
· comply with road laws, licence conditions, posted limits and vehicle operating instructions;
· ensure seatbelts and approved restraints are used by every occupant;
· drive to the conditions and choose the safest reasonably practicable route;
· keep attention on driving and comply with all legal restrictions on mobile phones and other devices;
· take planned and additional rest breaks whenever needed, and stop rather than continue when conditions become unsafe;
· not disable or misuse vehicle safety systems; and
· not carry passengers, animals, equipment or loads in a manner that creates a risk.
The use of four-wheel drive vehicles, towing, minibuses, buses, trucks, vehicles carrying dangerous goods and other specialist vehicles may require additional licences, competencies, risk controls and local procedures. These must be confirmed before use.
4.6	Heavy vehicles and Chain of Responsibility
Where a University activity involves a heavy vehicle, the responsible area must identify the parties and duties that apply under the Heavy Vehicle National Law. Local arrangements must address, as applicable, driver fitness and fatigue, vehicle standards and maintenance, speed, mass, dimension, loading, route access, records and safe scheduling.
Drivers, operators, schedulers, loaders, consignors, consignees and other relevant parties must not make a request, enter into an arrangement or apply pressure that would cause or encourage a breach. Specialist advice must be obtained where the area cannot demonstrate that the applicable duties and controls are in place.
4.7	Incidents, breakdowns and emergencies
If a crash, breakdown or other emergency occurs, the driver must stop in a safe location where possible, protect people from immediate danger and contact emergency services on 000 when required. If the event occurs on or affects a University campus, University Security must also be contacted.
Drivers must:
· follow legal requirements for exchanging details and reporting road crashes;
· notify their supervisor and the relevant Fleet Services, local vehicle custodian, hire provider or insurer as soon as practicable;
· report the incident, injury, hazard or near miss through the University's incident reporting process within the required timeframe; and
· not continue the journey in an unsafe or unroadworthy vehicle.
The supervisor must ensure that affected persons receive appropriate support, that notifiable incidents are escalated immediately to Health & Safety, and that the incident and risk controls are reviewed before similar driving resumes.
5	REFERENCES
Occupational Health and Safety Act 2004 (Vic)
Occupational Health and Safety Regulations 2017 (Vic)
Road Safety Act 1986 (Vic)
Road Safety (General) Regulations 2019 (Vic)
Road Safety (Drivers) Regulations 2019 (Vic)
Road Safety (Vehicles) Regulations 2021 (Vic)
Road Safety Road Rules 2017 (Vic)
Heavy Vehicle National Law Application Act 2013 (Vic)
WorkSafe Victoria, Planning for safe work-related driving
WorkSafe Victoria, Monitoring and reviewing work-related driving
National Heavy Vehicle Regulator, Unfit to Drive
6	RESPONSIBILITIES
6.1	Head of School or Division
· Provide the resources and local arrangements needed to implement this requirement.
· Ensure that University vehicles controlled by the area have an assigned custodian and suitable maintenance, inspection, access and recordkeeping arrangements.
· Ensure specialist advice is obtained for heavy vehicles or other complex vehicle operations where required.
6.2	Supervisor
· Approve vehicle use and confirm that the driver, vehicle and journey are suitable.
· Ensure driving risks are assessed and that required controls, journey plans and emergency arrangements are implemented.
· Verify licence, authorisation, competency and any specialist requirements before driving begins.
· Plan work and travel so that drivers are not pressured to speed, skip breaks or drive while unfit.
· Respond to fitness concerns, incidents, defects and changing conditions promptly and sensitively.
6.3	Driver
· Hold and comply with the required licence and authorisation and only drive vehicles they are competent to operate.
· Assess fitness before and during driving and stop and notify their manager or supervisor if unfit or if conditions become unsafe.
· Complete required vehicle checks and follows risk assessments, journey plans, road laws and University arrangements.
· Report defects, incidents, hazards, near misses and licence restrictions promptly.
6.4	Fleet Services or local vehicle custodian
· Maintain vehicle registration, inspection, servicing, repair and recordkeeping arrangements for vehicles under their control.
· Control access to vehicles and provide relevant booking, defect reporting, emergency and roadside assistance information.
· Remove vehicles from service where a defect or condition may affect safe operation.
6.5	Health & Safety Services
· Maintain this requirement and provide advice on work-related driving risk.
· Support escalation of notifiable incidents and complex fitness, fatigue or heavy vehicle matters where required.
7	ASSOCIATED DOCUMENTATIONS
7.1	Requirements
· Health & Safety: Risk management requirements
· Health & Safety: Travel and off-campus requirements
7.2	Forms
· General risk assessment form
· Fieldwork plan and risk assessment resources
7.3	Guidance
· Vehicle hire - University pool, department and faculty vehicles
· Health & Safety: Fieldwork guidelines
· Report an incident or hazard
· National Heavy Vehicle Regulator: Unfit to Drive
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