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BUS CODE OF CONDUCT & DRIVING POLICY 

 
Purpose 

Lorne P12 College owns its own buses and uses commercial (hired) buses on a regular basis to transport students 
to and from school related activities. This policy sets out the behaviours and expectations of staff, students and 
bus drivers travelling on or operating the school bus, as well as commercial buses, including public buses 
transporting students to and from school. 

This policy also outlines the expectations and responsibilities of staff and bus drivers in ensuring buses are 
operated safely, legally and in accordance with Department of Education and Training (DET) policies, road 
safety requirements and school procedures. 

The behaviour expectations of students travelling on buses also applys to train and tram travel. 

Aim 
 
• To ensure that students travelling to and from our school by buses do so safely, 
and in a manner consistent with Department of Education and Training (DET) 
policies and regulations. 
• To ensure bussing issues are dealt with effectively and efficiently. 
• To ensure that staff supervising students on the school bus or commercial buses are aware of their obligations 
and expectations. 

• To ensure bus drivers understand and comply with all safety, conduct, vehicle inspection and legal 
requirement’s when transporting students 

 
Implementation 
Staff 
 
• Staff are expected to monitor student behaviour and safety whilst undertaking 
school related activities either using the school bus, public buses or commercial 
buses. 
• Staff should ensure that students travelling on the school bus or commercial 
buses adhere to the Lorne P12 college School Bus Code of Conduct. 
  
Staff who drive the school bus must ensure that: 
 

• Any staff members employed specifically to perform bus driving duties must hold a valid driver 
accreditation DC number 

• They always adhere to the zero-level alcohol and drug regulations. 
• They have signed and submitted the Bus Driver Drug and Alcohol Requirement document to the 

school’s Business Manager. (See Appendix A.) 
• They conduct the required safety check on the school bus prior to using the QR code in the bus  

                 Bus (see appendix F) or this link  https://docs.google.com/spreadsheets/d/1Nj-iw9pvNkCY_71DU5PAls5kvA-
0WlNHoYFuxkpMHRM/edit?usp=drive_link  
 

• Any safety or operational fault in relation to the bus be reported immediately and that the bus is not be 
driven if it does not meet the safe operating requirements. 

• The fuel tank is checked to see that it is at least half full, after each excursion. If it is below half full, 
arrange for fuel to be topped up. 

• The bus is left in a clean and tidy state after each excursion. 
• Only staff members with the required Heavy Vehicle Licence and a current Working with Children 

Check (or VIT) are permitted to drive the school bus. 
• All accredited staff members must provide the Lorne P12 college Business Manager with a copy of their 

licence. Licences must be checked annually. 
• Bearing in mind DET teacher/student ratio requirements, whenever possible, a second staff member or 

adult should accompany the driver and the group of students travelling on the school bus to supervise 
student behaviour and ensure that the students follow the Bus Code of Conduct. 

• Ensure all students who are travelling Ad Hoc have the required bus pass before travelling. See 
appendix D 

• Bus Driver must submit driver qualifications training and induction record to business manager. See 
appendix B 

• Bus driver will issue notice concern when applicable and submit to principle. See appendix E 
 
 
 

https://docs.google.com/spreadsheets/d/1Nj-iw9pvNkCY_71DU5PAls5kvA-0WlNHoYFuxkpMHRM/edit?usp=drive_link
https://docs.google.com/spreadsheets/d/1Nj-iw9pvNkCY_71DU5PAls5kvA-0WlNHoYFuxkpMHRM/edit?usp=drive_link
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Lorne P12 College School Bus Guidelines for Parents 
 
• The children using the bus must adhere to the school's Bus Code of Conduct, and both students and parents 
submit a signed copy of the Bus code of conduct contract to the office. See Appendix C 
 Students are expected to always behave properly and must 
use the seatbelts provided. They must not consume food or drink whilst on the 
bus. The school reserves the right to remove the privilege of bus travel from 
any student who does not comply with the Transport (Passenger Vehicles) 
Regulations 1994. 
• It is the responsibility of parents to ensure that their children are at the 
designated pick up point on time to catch the bus. The bus will not be able to 
wait for stragglers.  The bus service is provided for 
the convenience of parents. 
• If for any reason your child misses the afternoon bus, he or she must come 
inside to the school office at which time you will be contacted by phone for 
alternative arrangements to be made. 
The above guidelines have been devised to ensure children are safely transported to and from Lorne P12 
college. These guidelines will be revised as necessary 
to ensure the bus service is satisfactory. 
 
 
Administration 
 
Lorne P12 college Administration will ensure that: 
• the school bus is always maintained in safe operational condition, 
including regular maintenance, inspections and documentation. 
• staff are aware of their obligations when driving the school bus or supervising students on a bus on a school 
related activity. 
• students are aware of the behaviours expected on them whilst travelling on a bus going to or from school or 
whilst on a school related activity. 

• Will ensure staff driving bus must hold a valid Vic roads drivers licence appropriate for the size and 
weight of the vehicle being driven. 

 
Evaluation 
This policy will be reviewed as part of the school’s three-year review cycle, or 
whenever a significant change in bus operations occurs, or after every significant bus related incident. 
 
 References 
 
http://www.education.vic.gov.au/management/governance/spag/safety/transporting/r 
uralregionalbus.htmhttp://www.education.vic.gov.au/management/governance/spag/safety/transporting/ehicl
es.htA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Students 
 
• Students travelling on public buses, the school bus or commercial buses are 
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expected to follow the Lorne P12 college Bus code of conduct. Bus code of conduct contract Appendix C 
 
Conditions of Travel for students at Lorne P12 college. 
 
AIM: To ensure the safety of all passengers on school buses, the following conditions always apply. 
To ensure safe travel on school buses. 
 

• Ensure you are always standing off the road when waiting for the bus and strictly no playing on the road 
at the bus stop 

• Ensure the bus has stopped completely before trying to get on the bus 
• Make sure you and your belongings are always inside the bus. 
• Not throw anything from a bus window or have anything hanging out a window. 
• Place bags and other belongings in the allocated storage areas. 
• Get on and off the bus quietly and in an orderly manner. 
• Stay in your seat while the bus is moving. 
• Not distract drivers with screaming, shouting or unruly behaviour. 
• When you get off the bus only cross the road when the bus has left, and it is safe to do so. 
• No dangerous or flammable goods are allowed on the bus, for example aerosol cans. 
• Travel on the bus service allocated to you, to and from your approved bus stop only.  Do not change to 

one that will take you to a sports or social event. 
• Always Wear a seat belt (where fitted) except for getting on and off the bus. 
• Sit in an allocated seat if instructed. 

To ensure students are considerate to one another and their bus driver, they must agree to: 
• In the morning, arrive at the bus stop 10 minutes prior to departure. 
• Not eat, drink, vape or smoke while on the school bus. 
• In the morning, let the school and driver know if you will not be travelling home on the bus that day. 
• Use a standard conversational tone and not use offensive language or call out to others on board or to 

passing traffic or people. 
• Listen to the bus driver and bus captain.  They are responsible for maintaining school bus safety and also 

have the authority to report any vandalism or misbehaviour including but not limited to bullying, teasing, 
or aggression. 

• Leave your bike in a safe and secure place if riding to the bus stop. The Department of Transport and 
Planning and the Department of Education are unable to accept responsibility for the safety of your 
bike. 

• Always behave appropriately and respectfully on a school bus as behaving inappropriately places the 
safety and wellbeing of all on board at risk. 

•  
Non-compliance with any of the above conditions may result in the following: 
 

• The driver will stop the bus. 
• The offender’s name and full details of the breach will be recorded. 
• The offender will be transported to school or to their normal drop off. 
• The breach will be reported to the coordinating principal. 
• The coordinating principal will take necessary action as guided below. 
• In rare and exceptional circumstances where there is an immediate threat to student safety or the safe 

operation of the bus, and only as a last resort, drivers are authorised to eject passengers from a bus.  
 

Following the report of a relevant incident, the coordinating principal may take the action below: 
 

• First incident  – verbal warning to student. 
• Second incident – written warning to parent/carer. 
• Third incident  – one week suspension of student from school bus travel. 
• Fourth incident  – the student will not be allowed to travel on the school bus for the remainder of the 

term, year or an appropriate period determined by the coordinating principal. 
 

A serious incident that endangers other students, bus staff or property will result in immediate suspension for a 
period determined by the coordinating principal. 
 
 
 
 
 
 
Responsibilities of parents/carers 
 

• Parents/carers are responsible for transporting their children to and from authorised bus stops and their 
safety at the bus stop while waiting for the bus. 

• Supervision is not provided at roadside stops. Parents/carers are responsible for their children upon 
disembarking the afternoon service. 
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• Parents/carers waiting for bus passengers at a roadside bus stop should wait on the same side of the 
road as the bus to prevent accidents. 
 

School bus travel is a privilege and not a right and consequences will follow a breach of these conditions.   
It is understood that bus travel is provided and accepted on these conditions. 
 
 
 
Appendix A 
Bus Driver Drug and Alcohol Requirements 
Lorne P12 l is committed to a Zero tolerance alcohol and illicit drugs in 
relation to bus operations, and will take all practicable steps to endeavour that all 
persons performing bus operations have a zero level for alcohol and illicit drugs and 
are not impaired by other drugs or medications, including ‘over the counter’ 
medications. 
 
Lorne P12 has adopted this policy because of its general duty: 
 
• To provide a safe and healthy work environment. 
• To ensure that all persons are fit to carry out their duties. 
 
Lorne P12 college recognises the detrimental effects that drugs and alcohol 
may have on the safety of bus operations and the general health and wellbeing of individuals. 
This policy applies to all persons driving the school bus or carrying out bus safety work (as defined in section 3 of 
the bus safety act 2009 Vic) for or on behalf of Lorne P12 college. If you are unclear about what constitutes bus 
safety work, see Lorne P12 college’s: Business Manager, Principal or Assistant Principal, 
for any concerns. 
 
It is the responsibility of every person when reporting for duty or while at work 
to ensure they: 
 
• Have NO illicit drugs or alcohol present in their blood or breathe immediately 
before, or while operating the school bus. 
• Are not impaired by drugs or medication/s, including over the counter 
medications, immediately before, or while operating the school bus. 
• Inform their treating health practitioner or pharmacist of the Lorne P12 college School, Bus Policy relating to 
Drug and Alcohol Management when being 
prescribed medication. 
 
Name of Bus Driver: 
 
Signed: __________________________________________ 
 
Date: 
__________________________ 
 
Witnessed By: ____________________________________ 
 
Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix B 
Driver qualifications, training and induction record 
Details about the qualifications held and training and induction completed by persons driving a school-owned or 
leased bus can be recorded in the following tables. 



 

 5 

 

Accredited Bus 
Operator:  

 

Driver name:   

Position title:   

Driver’s licence number:   License expiry 
date: 

 License 
type (e.g. 
Medium 
Rigid): 

 

Bus make/model driver 
is trained to use: (if more 
than one bus) 

 

List any driver 
restrictions: (e.g. no 
driving at night) 

 

Relevant qualifications / training 

Qualification / Training (e.g. pre-trip inspections, 
emergency management, No Child Left on Bus 
Duty) 

Provider (school or external provider) Date 
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New Bus Driver Induction Record 

I……………………………………………………………have completed bus driver induction and have been informed/trained in the 
following: 

Operational Procedure  Date Conducted 

Introduction to school bus procedures/processes 

Safety Policy 

Drug & Alcohol Policy 

Driver's Job Description, responsibilities and reporting arrangements 

Bus Driving and route knowledge 

Carrying capacity not to be exceeded 

Pre-trip Vehicle Inspections and Defect Reporting 

Fire Extinguisher checking 

Emergency Management Procedures 

Accident and Incident Reporting 

Bus Cleaning/Fueling 

Fatigue Management (including Work Diary if applicable) 

School bus lights and signs (if applicable) 

No Child Left on Bus Duty 

Driver Declaration 
I confirm that I have completed the Lorne P12 college Bus driver induction and have been informed of the policies, 
procedures and responsibilities relevant to my role.  
I acknowledge that I have read and understood: 

• The Lorne P12 college bus code of conduct and driving policy.
• The department of Education Work-Related Driving Policy
• The School’s Drug and Alcohol requirements 
• My responsibilities for the safe operation of school buses and the transport of students.

I agree to comply with all applicable legislation, department of education policies, and Lorne P12 college procedures when 
undertaking bus driving duties. 

Driver Name:    _________________________________ Signature:  __________________________________ Date: ____________________ 

I have informed/trained the above employee in the applicable items to the level pertinent to this position: 

School representative’s Signature 

Position School representative’s name 

Date 
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Appendix E 
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Appendix F 
 

 
 
This policy was ratified by School Council on: 
 
 
Date Implemented: 
Author: 
Approved By Lorne P12 School Council 
Date Reviewed: 
Responsible for Review Education Sub-committee 
Review Date: 

 

POLICY REVIEW AND APPROVAL  

Policy last reviewed JUNE 2026 

Consultation Safe Transport, school council 

Approved by Principal  

Next scheduled review date JUNE 2029 - Review cycle is 3 years 
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