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Policy completion rubric
The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs.

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) [bookmark: _heading=h.gjdgxs]Remove information that does not apply to your school.
d) If the school’s learner transport is managed and provided by the provincial department, remove any reference to own learner transport vehicles and drivers.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school.
b)   Update the school name.

	PART 1 – GENERAL POLICY MATTERS

	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	6
	Purpose of the policy
	Update to reflect the school’s own objectives, if different from the information contained in this section.

	9
	Legislative framework
	a) Update this reference to reflect the specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	11
	Criteria
	Update this section to reflect the criteria that the school uses for placing learners on learner transport vehicles.

	PART 2 – MANAGEMENT OF SCHOOL VEHICLES

	2
	Transport Committee
	Adjust this section to reflect the composition of the school’s Transport Committee, if one exists.

	3
	Use of school vehicles
	a) Remove this section if the school does not have its own vehicles.
b) If the school does have its own vehicles, update this section to reflect the actual process followed.

	4
	Use of private transport
	a) Remove this section if the school does not permit the use of private transport.
b) If the school does permit the use of private transport, update this section to reflect the actual process followed.

	PART 3 – LEARNER TRANSPORT

	Entire section
	Take care to update this entire section to reflect the actual learner transport process followed by the school.

	1
	Funding
	If the provincial department funds all transport, update this section accordingly.

	3.3
	Pick-up and drop-off of learners
	Reflect the school’s specific rules, taking care to reflect any special arrangements unique to the school.

	4
	Roles and responsibilities
	This section is geared towards schools that manage their own learner transport. If the school utilises the provincial learner transport system, change the various roles to reflect this.

	Annexure A – Learner transport application
	a) Replace this form with the one that the school uses.
b) If the school utilises the provincial learner transport system, the form will still be required to inform the relevant provincial department of such applications.

	Annexure B – Vehicle logbook
	Replace this form with the one that the school uses.

	Annexure C – Application for the use of a private vehicle
	a) Replace this form with the one that the school uses.
b) Delete this annexure if the school does not permit the use of private transport.
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[bookmark: _Toc228976801]PART 1 – GENERAL POLICY MATTERS 

1. [bookmark: _Toc228976802]TITLE OF THE POLICY 
The Transport Policy of name of school

2. [bookmark: _Toc228976803]EFFECTIVE DATE 
1 January 2024

3. [bookmark: _Toc228976804]DATE OF NEXT REVIEW 
1 April 2024

4. [bookmark: _Toc228976805]REVISION HISTORY
	Issue number
	Description of amendment
	Approved by 
	Date

	
1

	
New policy

	
SGB

	
November 2023




5. [bookmark: _Toc228976806]PREAMBLE
The Constitution of the Republic of South Africa entrenches all children’s right to access education. This requires school management, through the involvement and participation of the relevant stakeholders, to take all steps necessary to ensure that all learners and staff can access the school in a safe manner.

The school should use all resources at its disposal in a manner that ensures that quality education is provided at all times. 

6. [bookmark: _Toc228976807]PURPOSE OF THE POLICY
6.1. To enhance learners’ learning and teaching by stipulating clear rules and regulations relating to learners’ and staff’s access to the school.
6.2. To ensure learners’ safety by actively applying safety standards relating to learner transport and the drop-off and collection of learners.
6.3. To stipulate clear rules for the use of school-owned vehicles.
6.4. To stipulate clear rules for the use of private transport for official school business.
6.5. To ensure a good working relationship among all stakeholders.

7. [bookmark: _Toc228976808]SCOPE OF THE POLICY
This policy applies to all educators, therapists, parents and learners at name of school, as well as to transport stakeholders of the school.

8. [bookmark: _Toc228976809]DEFINITIONS AND ABBREVIATIONS
8.1. DEFINITIONS
	No.
	Term
	Definition

	1
	the school
	Refers to name of school.

	2
	learner
	Any person registered or applying to receive education at the school. 

	3
	staff
	Any person who is employed at the school, including temporary appointments.



8.2. ABBREVIATIONS
	No.
	Abbreviation
	Explanation

	1. 
	DBE
	Department of Basic Education

	2. 
	GDE
	Gauteng Department of Education

	3. 
	km
	kilometres

	4. 
	PDP
	professional driving permit

	5. 
	SGB
	school governing body



9. [bookmark: _Toc228976810]LEGISLATIVE FRAMEWORK
This policy was compiled in accordance with the following legislation:
9.1. The Constitution of the Republic of South Africa, 1996
9.2. National Education Policy Act 27 of 1996
9.3. South African Schools Act 84 of 1996
9.4. National Road Traffic Act 93 of 1996
9.5. National Learner Transport Policy, 2015
9.6. GDE Scholar Transport Policy, 2011

10. [bookmark: _Toc228976811]PRINCIPLES
10.1. The safety of all learners, staff and visitors is paramount.
10.2. All means of transport utilised by the school shall be focused on quality education for all learners.
10.3. The various means of transport shall be utilised optimally to ensure maximum benefit for the school.
10.4. The learner transport facility is mainly funded by parents to afford all learners access to the school. Such funding is not included in the school fees.
10.5. Any funds provided by the provincial department of education is used to subsidise indigent learners.
10.6. Transport facilities are for utilisation by learners only. 
10.7. The transport facility does not facilitate pick-up and drop-off at residences specifically, but at certain identified safe pick-up and drop-off points.
10.8. The school shall provide safe transport by adhering to all legislated transport and safety requirements.
10.9. Parents of all learners utilising learner transport play an integral part in the success of the system to ensure that all learners have access to education at the school.

11. [bookmark: _Toc228976812]CRITERIA 
11.1 Parents apply for learner transport upon admission of the learner. See Annexure A for the application form. 
11.2 Current learners get priority in terms of access to transport, although parents are expected to confirm transport use for the next school year when confirming the learner’s re-admission to the school.
11.3 Transport shall only be confirmed if space is available on the buses, and admission to the transport system shall not involve the introduction of an additional route to cater for any particular learner.
11.4 Parents of learners requiring transport must acknowledge and commit to the rules of the learner transport system, as stipulated in this policy.
11.5 Parents of learners must acknowledge their responsibility to pay the required transport fees, and commit to doing so.

[bookmark: _Toc228976813]PART 2 – MANAGEMENT OF SCHOOL VEHICLES

1. [bookmark: _Toc228976814]MANAGEMENT OF SCHOOL VEHICLES
1.1. [bookmark: _heading=h.1ksv4uv]The management of the school vehicles listed in paragraph 3 below is the responsibility of the person duly authorised thereto by the school (i.e. the transport manager).
1.2. The transport manager is responsible for all vehicles and related matters.
1.3. Staff may not drive any school vehicle unless they have the correctly coded driving licence and are duly authorised to do so by the principal in writing.
1.4. Staff without the necessary permit may not transport any learners or other passengers on official school trips.

2. [bookmark: _Toc228976815]ROLES AND RESPONSIBILITIES
2.1. [bookmark: _heading=h.2jxsxqh]Transport Committee
The Transport Committee comprises the following persons:
SGB parent member
Principal
Transport manager
Driver representative
Finance officer
The Transport Committee must meet twice a month to discuss the challenges and successes of the transport system.

2.2. Transport manager
a) Managing all transport staff (drivers and general assistants).
b) Ensuring that vehicles are maintained as per the manufacturer’s specifications, and procuring any maintenance services in accordance with the school’s Procurement Policy.
c) Ensuring that all drivers have the necessary permits at all times, namely:
(i) a valid driving licence; and
(ii) a PDP, which the school pays for.
d) Ensuring that all school vehicles that transport passengers are certified with the Johannesburg Metropolitan Council as public transport vehicles, for which certification the school shall pay.
e) Ensuring that all school vehicles have valid licences at all times.
f) Ensuring that all school vehicles are kept clean and in a roadworthy condition at all times.
g) Ensuring that no school vehicle is used by unauthorised staff.
h) Managing any incidents reported by users and transport staff.
i) Ensuring that all drivers are suitably qualified to provide basic first aid to any passenger, as may be required.
j) Doing monthly reconciliations of kilometres travelled, and signing off logbooks.
2.3. Drivers
a) Executing all trips scheduled by the transport manager.
b) Recording all incidents – whether safety or behaviour-related – in the incident register, and handing such register to the transport manager on completion of the trip.
c) Completing all trip sheets and logbooks prior to and on completion of every trip.
d) Conducting the following checks at the indicated times:
	Issue
	When

	Vehicle fuel level and roadworthiness
	Daily – before every trip

	Maintenance checks
	Weekly

	Submission of logbook sheets and fuel slips to the office
	At month-end

	Wheel alignment
	Every 5 000 km

	Services
	As required by manufacturer

	Brakes
	As required based on driving experience



e) Cleaning vehicles at least once per week, or more frequently, as may be required.
f) Reporting any incidents to the transport manager.
g) Adhering to road safety regulations at all times. In the event of any negligent and/or dangerous driving, the school shall institute disciplinary action against the driver concerned.
2.4. Staff
a) Ensuring that they have written authorisation to use any school vehicle.
b) Transporting authorised passengers only.
c) Completing vehicle logbooks before and after every trip.
d) Keeping vehicles clean when using them. 
e) Refraining from using any school vehicle for private business.

3. [bookmark: _Toc228976816]USE OF SCHOOL VEHICLES
3.1. [bookmark: _heading=h.3j2qqm3]School buses
a) Learner transport – see Part 3 of this policy.
b) School buses may at no point be used for any private purpose, for transport to funerals or staff weddings, or to attend any memorial services.

3.2. Other school vehicles
a) The vehicles are only meant to be used for the following purposes:
(i) Commercial vehicles – collections, shopping and refuse disposal
(ii) Cars – visits to the district office, attending official meetings and banking
b) None of the vehicles may be used for any private purpose, transport to funerals or staff weddings, or to attend any memorial services.
c) The use of the car must be authorised by the principal.
d) Any vehicle use that falls outside the designated purposes mentioned in (a) above must be authorised by the principal.
e) All trips must be recorded in the vehicle logbook – see Annexure B.
f) All drivers of school vehicles must be in possession of:
(i) a valid South African driving licence; and
(ii) written authorisation to drive the vehicle.
g) Written authorisation must be obtained to transport any passengers.
h) Any fines for traffic violations shall be for the account of the specific driver. If the driver is not liable, the cost shall be the responsibility of the SGB.

4. [bookmark: _Toc228976817]USE OF PRIVATE TRANSPORT
4.1. [bookmark: _heading=h.4i7ojhp]Generally, the use of private transport for official school business is not permitted.
4.2. If circumstances at the school leave the school no choice but to make use of private vehicles or transport, the principal’s specific authorisation must be obtained prior to such intended use – see Annexure C.
4.3. Any claims for the use of private vehicles/transport not authorised by the principal shall be refused.
4.4. Reimbursement of any claims for the use of private transport should be made in accordance with the school’s Finance Policy. 
4.5. The relevant staff member must ensure that:
a) the vehicle in question complies with South African licensing regulations;
b) the vehicle has a valid registration permit; and
c) if any passengers are transported, proof of insurance is provided.
4.6. If private transport is used to transport learners:
a) written permission must be obtained from the relevant parents;
b) the principal and the relevant driver must ensure that the learners’ specific needs are catered for; and
c) the principal must ensure that the learners to be transported have assistants accompanying them to prevent any driver disturbance during the trip.



[bookmark: _Toc228976818]PART 3 – LEARNER TRANSPORT

1. [bookmark: _Toc228976819]FUNDING
[bookmark: _heading=h.3whwml4]	The school’s learner transport is funded from two streams:
1.1. Gauteng Department of Education
GDE provides an annual amount to subsidise learner transport. These funds may only be used for the following purposes:
a. Upkeep of buses used to transport learners. This includes maintenance, tyre replacements, fuel and other directly associated running costs of such vehicles.
b. Licensing costs of vehicles
c. Permits and certification costs relating to the running of the vehicles. These include PDPs and public transport permits.
d. Insurance costs of vehicles
e. Reducing parental burden
f. Paying any toll fees
1.2. SGB
a. The SGB is responsible to fund the salary costs of all drivers and assistants used to operate the school’s learner transport system. 
b. Funds for this purpose are recovered from parents through charging of a transport fee, which is determined during the school’s annual budgeting process.
c. The SGB funds:
(i) the salary costs of drivers and assistants;
(ii) any allowances paid to drivers relating to overtime;
(iii) any reimbursement of costs directly associated with the driver/assistant in providing the service; and
(iv) public liability insurance.
1.3. Costs not funded
Costs that are not funded at all are:
a. accident costs recovered from the school’s short-term insurance; and
b. fines relating to speeding and/or traffic violations.
1.4. The school is responsible for the costs of converting any school bus to cater for learners’ needs. In some cases, the provincial department may subsidise these costs.

2. [bookmark: _Toc228976820]APPLICATION FOR LEARNER TRANSPORT
2.1. [bookmark: _heading=h.qsh70q]Upon admission, the school shall inform parents of the school’s bus routes to enable parents who reside on or close to a bus route to apply for transport.
2.2. Parents who wish to make use of the school’s learner transport must complete the learner transport application – see Annexure A.
2.3. Approval of the application depends on:
a. whether the learner’s place of residence is on or close to one of the school’s established bus routes, and if so,
b. whether there is space available on the bus.
2.4. The school shall inform parents accordingly:
a. If there is no space available, the application shall be put on the waiting list. Space is allocated on the basis of first come, first served.
b. If the applicant does not reside on or close to the school’s established routes, the application shall be refused.
2.5. Once accepted, an application shall serve as the official agreement between the parent and the school.
2.6. Parents must inform the school immediately of any change in the details reflected in the agreement.
2.7. If the school introduces a new route, parents shall be informed accordingly to allow applications on the waiting list to be adjudicated.

3. [bookmark: _Toc228976821]PICK-UP AND DROP-OFF OF LEARNERS
3.1. [bookmark: _heading=h.1pxezwc]Bus routes
a. The school determines the routes based on:
(i) learners’ requirements;
(ii) the economic viability of a specific route and/or pick-up point on a route.
b. There are four main bus routes in operation. 
c. The bus routes may only be changed based on the criteria in (a) above, and only after approval by the principal.
3.2. Duty rosters
a. The school shall ensure that a duty roster is in place and that all staff adhere to this roster.
b. Where teachers cannot perform their duties according to the roster, a substitute must be arranged immediately.

3.3. When arriving or leaving the school, learners must adhere to the following:
a. All learners who use the learner transport system must enter the school via the swimming pool entrance and leave via the swimming pool gate.
b. This gate is open only before 08:00 and between 13:30 and 13:45. A staff member shall be on duty at the gate.
c. If it rains, the bus driver shall use the physiotherapy entrance to allow learners in wheelchairs to get on/off the bus.   
d. Parents are fully responsible for their children after school hours.
3.4. The school shall provide assistants on all school buses to ensure good order and discipline. The assistants must lend a helping hand during pick-up/drop-off.
3.5. The drivers are responsible for the following:
a. Executing all trips scheduled by the transport administrator.
b. Allowing only learners and assistants onto the bus.
c. Helping learners and their equipment get on and off the bus safely.
d. Managing learner conduct on the bus along with staff and/or assistants.
e. Assisting with any first-aid/medical wellness needs of learners on the bus, and contacting the relevant parent, as necessary.
f. When dropping off learners, ensuring that it is safe for learners to leave the bus. If considered unsafe, the learner should not be dropped off and the driver should contact the parent.

4. [bookmark: _Toc228976822]ROLES AND RESPONSIBILITIES
4.1. SGB
a. Ensuring that sufficient funds are available to operate the school’s learner transport.
b. Accepting responsibility along with the principal for ensuring that the transport is managed in full compliance with legislation, regulations and GDE requirements.
c. Ensuring that optimal security and safety is maintained when learners are picked up/dropped off.
4.2. School
a. Ensuring that teachers are on duty at all times when learners are picked up/dropped off at school.
b. Ensuring that the buses are not used by any unauthorised persons.
c. Ensuring that bus routes and any changes to routes are communicated to all parents.
4.3. Transport manager
a. Accepting responsibility for the management of all school vehicles.
b. Ensuring that all vehicles and drivers have the correct and valid licences and permits:
(i) A vehicle may not be used if a licence or public transport permit has expired.
(ii) A driver may only drive a school bus if their driving licence and PDP are valid and have no endorsements.
c. Ensuring that all vehicles are maintained according to the manufacturer’s specifications.
d. Fully investigating all accidents and incidents reported.
e. Filing all accident reports with the school’s insurance company within five days of the accident occurring.
f. Repairing any vehicle with accident damage as soon as possible, subject to the availability of funds.
g. Ensuring that all drivers have a valid employment contract with the school at all times. If a contract has expired, such driver may not drive any school vehicle until a contract renewal has been signed.
h. Ensuring that the first-aid certifications of all drivers are valid at all times.
4.4. Parents
a. Ensuring that they abide by the rules of the school, and specifically the rules applicable to pick-up and drop-off points.
b. Ensuring that their children are made aware of the school’s rules regarding the use of the transport system.
c. Signing an agreement with the school when applying for use of the learner transport system.
d. Communicating any change in the learner’s requirements relating to use of the transport system to the principal, and not to the drivers.
e. Refraining from giving cash to drivers to compensate them for their services.
4.5. Drivers 
a. Reporting any serious issues or offences to the transport manager immediately.
b. Adhering to the code of conduct for drivers – see Annexure D.
c. Taking responsibility for any situation that may arise while vehicles and learners are in their care.
d. Adhering to road safety regulations at all times. In the event of any negligent and/or dangerous driving, the school shall institute disciplinary action against the driver concerned.
e. Maintaining order in the vehicle at all times.
f. Completing first-aid training to ensure that passengers can be assisted when required.
g. Always keeping an up-to-date register of learners using the school’s transport system, a copy of which must be submitted to the school at the end of each month.
h. Being in possession of a PDP.
i. Safeguarding the learners as far as possible. 
j. Not using any foul language with or in the presence of any learner.
k. Treating all learners and their parents with respect and dignity.
l. Never leaving any learners unattended in the vehicle. 
m. Never leaving learners alone at the drop-off point without the parent or other designated person being present.
n. Never loading vehicles in excess of the legal capacity.
o. Being contactable on their cellphones at all times.  
p. In the event of an accident/hijacking:
i. Stopping the vehicle.
ii. Ascertaining the nature and extent of any injuries sustained by any person as a result of the incident.
iii. If a person is injured, rendering any assistance, if possible, and contacting an ambulance and the traffic services.
iv. Notifying the principal immediately.
v. In the event of any injuries and/or deaths, not moving the vehicle until authorised to do so by a police officer. 
vi. Ensuring that the original position of the vehicle is marked before it is moved.
vii. Completing the accident report form properly.
viii. Limiting any discussions about the incident with other parties.
ix. Getting statements from any witnesses if the police is not on the scene.
x. Providing the following details to the other party involved:
1. Driver name and address
2. Details of the school
3. Vehicle details
xi. If at all possible, taking photographs of the scene and all vehicles involved in the accident.
q. Completing all trip sheets and logbooks (see Annexure B) prior to and on completion of every trip.
r. Conducting the following checks at the indicated times:
	Issue
	When

	Vehicle fuel level and roadworthiness
	Daily

	Maintenance checks
	Weekly

	Logbook sheets and fuel slips to office
	At month-end

	Wheel alignment
	Every 5 000 km

	Services
	As required by manufacturer

	Brakes
	As required based on driving experience



s. Cleaning vehicles at least once per week, or more frequently, as may be required.
t. Refraining from reckless or drunk driving.
u. Reporting any damage to vehicles or any other faults immediately.
v. Refraining from smoking in any vehicle of name of school, irrespective of whether or not there are learners present in the vehicle.
         4.6	Learners – see code of conduct for learners.



5. [bookmark: _Toc228976823]APPROVAL

	Recommended by:
(Principal) 
	




	
Signature:
	


	Date:
	

	Approved by:
(SGB chair) 
	




	
Signature:
	

	Date:
	

	Approved by institutional development and support officer/circuit
manager
	
Name & surname:  ______________________________

Signature:  ____________________________________

Date:  ____________________________

	Approved by district director
	
Name & surname:  ______________________________

Signature:  ____________________________________

Date:  __________________________





[bookmark: _Toc228976824]ANNEXURE A: LEARNER TRANSPORT APPLICATION
								
[image: ]


LEARNER TRANSPORT APPLICATION

Learner: ______________________________	Class: ____________

	Please indicate the pick-up and drop-off points:

	Pick-up point:

	Drop-off point (only if different from pick-up point):

	Street name:
Suburb:
	Street name:
Suburb:



INSTRUCTIONS:
	Name of person collecting learner at the drop-off point:
	

	Any special instructions:

	



EMERGENCY/ALTERNATIVE CONTACT DETAILS: In the event of an emergency, or if the school cannot get hold of you, kindly provide the details of an alternative contact person.

	1st CONTACT PERSON Name:
	

	Relationship to learner:
	

	Cellphone:
	

	Home telelphone:
	
	Work telephone:
	



	2nd CONTACT PERSON Name:
	

	Relationship to learner:
	

	Cellphone:
	

	Home telephone:
	
	Work telephone:
	


I confirm that the information above is correct and that I will inform the school immediately of any changes.  



PERSON RESPONSIBLE FOR THE ACCOUNT
	Name:
	

	Relationship to learner:
	

	Residential address:

	

	Work address:

	

	Cellphone:
	

	Home telephone:
	
	Work telephone:
	





By signing this application, I, ______________________________________, confirm the following:
· I have read the conditions and procedures regarding the school’s bus transport for learners.
· I undertake to cooperate fully with the school to ensure safety and discipline on the bus.
· I undertake to inform the school immediately if my child is ill and/or if we will no longer make use of the bus service.
· I accept full responsibility for payment of the monthly transport fees. I accept that my child will not be able to make use of the bus service if I default on any transport fee payment.
· I understand that the school will take every precaution to ensure the safety and welfare of the learner above, and that I cannot hold liable any other persons, name of school or any organisations associated with the bus transport if any prejudice, loss, damage, illness or injury should occur to my son/daughter consequent upon my having given permission for his/her bus transport to and from school. This includes waiving any claim for the recovery of costs resulting from theft, damage, loss and/or medical conditions or hospitalisation, unless such loss or injury is caused by the negligence, wilfulness or deliberate act of the school or one or more of its employees.
· I understand that any personal information provided will be processed in line with the prescripts of the Protection of Personal Information Act 4 of 2013, and I hereby consent to the processing of this information by name of school.
· I understand that should the learner above be involved in an accident or sustain an injury, the school will take all reasonable steps to contact me to obtain my consent for any emergency medical treatment and/or emergency surgery that may be required. In the event that the school cannot contact me in such circumstances, I authorise the school to consent to any such treatment or surgery on my behalf.



Name: _______________________________	Signature: _______________________

Date: ________________________



Office use only:

Application:	 Approved 		For the school:	__________________________
Name

Refused      					__________________________
								Signature
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[bookmark: _Toc228976825]ANNEXURE B: VEHICLE LOGBOOK

[image: ]
VEHICLE LOGBOOK




Vehicle make:	____________________________	Registration:	_________________________

	Date
	Journey
	Odometer readings
	Reason for trip
	Driver signature

	
	From
	To
	Start
	Finish
	Distance
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




[bookmark: _Toc228976826]ANNEXURE C: APPLICATION FOR THE USE OF A PRIVATE VEHICLE

APPLICATION FOR THE USE OF A PRIVATE VEHICLE[image: ]


	[bookmark: _heading=h.ihv636]Employee details

	Name of employee:   



	[bookmark: _heading=h.32hioqz]Details of vehicle

	Make:   
	Model:   

	Registration number:   
	Registration expiry date:   	_____ / _____ / ________

	Is the vehicle comprehensively insured? (Provide proof.)
 ◻ Yes ◻ No
	Are you, as a driver, covered by comprehensive insurance while driving the vehicle?   ◻ Yes ◻ No



	[bookmark: _heading=h.1hmsyys]Reason for using private transport

	

	



	[bookmark: _heading=h.41mghml]Name(s) of passenger(s)

	
	
	

	
	
	



	Declaration by employee

	I declare that all information provided is true and correct. I further declare that I will not hold name of school liable for any damages incurred or claims raised by passengers in connection with the use of my vehicle for this trip. I understand that any personal information provided will be processed in line with the prescripts of the Protection of Personal Information Act 4 of 2013, and I hereby consent to the processing of this information by name of school.
Employee signature:  _________________________________________	Date: ____/____/____



	Approval 

	Use of private vehicle approved for the period:	Start date: ____/____/____   End date: ____/____/____
Principal signature: _____________________________________________________	Date: _____/______/______


The completed form should be kept on the employee’s personnel file.
[bookmark: _Toc228976827]ANNEXURE D: DRIVER CODE OF CONDUCT

1. Ensure the safety and proper conduct of learners while they are entering, travelling in and leaving the bus, and report ongoing or serious misconduct to the transport manager.
2. Learners may not under any circumstances be requested to leave the bus as a disciplinary measure or be subjected to any form of corporal punishment.
3. Observe the requirements of the Road Traffic Act 93 of 1996.
4. Use discretion in an emergency and ensure learners’ safety at all times.
5. Check the tyres, coolant level, engine oil levels, brakes, hooter and steering system before every trip. Ensure that all lights are operating and that lenses, reflectors, mirrors and front and rear windows are clean.
6. When transporting learners, ensure that the lights are switched on (low-beam).
7. Constantly monitor gauges and warning systems, and stop the vehicle should the warning light be activated. Report this immediately.
8. Ensure that doors are closed when the vehicle is in motion. 
9. Ensure that keys are not left in the ignition when the vehicle is stationary, and that the vehicle is locked when unattended.
10. Ensure that the parking brake is engaged when the vehicle is stationary.
11. Always ensure that the vehicle has sufficient fuel.
12. Avoid reversing a vehicle, unless a responsible person is available to provide guidance.
13. Ensure that learners sit in their assigned seats, if this procedure has been authorised by the principal.
14. Do not transport any persons other than approved learners.
15. Do not allow parcels or equipment other than hand-held luggage to be carried onto the bus.
16. Adhere strictly to the timetable and/or schedule of route.
17. Complete entries in the vehicle logbook daily.
18. Maintain the vehicle in a clean condition, inside and out.
19. Ensure that fire extinguishers are regularly checked and kept in effective working order.
20. Ensure that first-aid kits are maintained, kept clean, and kept stocked in accordance with the list provided in the kit.
21. Report all vehicle accidents, roadworks or time delays immediately.
22. Wear suitable footwear at all times.
23. Do not use earplugs, ear muffs or earphones while driving.
24. The radio or equivalent sound system shall not be played at a high volume while learners are in the vehicle, as this could cause damage to learners’ hearing, and many learners may have auditory defensiveness to excessive noise.
25. All alcohol, drugs and smoking are strictly prohibited while transporting learners.
26. Learners are to be dropped off at the agreed drop-off points, unless stipulated otherwise by the school in writing.
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