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Trainer Induction / Ongoing Training Handbook
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Emergency Contacts

Triple Zero (000)—police, fire or ambulance services
In an emergency, call Triple Zero (000) for police, fire or ambulance services. Call Triple 
Zero only in serious or life-threatening situations.

Flood and storm assistance
Call the State Emergency Service (SES) on 13 25 00 for help with flood or storm damage.

Emergency services

Ambulance
Emergency—phone 000
Non-emergency—phone 13 12 33

General enquiries

Fire and emergency
Emergency—phone 000
Latest fire threats—phone 13 00 36 90 03

Police
Emergency—phone 000
Non-urgent incidents* Policelink—13 14 44
General enquiries—phone 33 64 36 81
Crime Stoppers—phone 18 00 33 30 00

* 'Non-urgent incidents' include:
· wilful property damage
· stealing offences
· break-and-enters
· stolen vehicles
· lost property

National Security Hotline—18 00 12 34 00

Poisons Information Centre—13 11 26











Watto Training – Overview Training Services Provided
Nationally-Recognized:
TLI41210 - Certificate IV in Transport and Logistics (Road Transport - Car Driving Instruction)
TLI41310 - Certificate IV in Transport and Logistics (Road Transport - Heavy Vehicle Driving Instruction) Classes: MR, HR, HC, MC
TLI41410 - Certificate IV in Transport and Logistics (Road Transport – Motorcycle Riding Instruction) 
TLI41410 - Certificate IV in Transport and Logistics (Road Transport - Motorcycle Riding Instruction)
TAE40110 - Certificate IV in Training and Assessment
BSB40812 - Certificate IV in Frontline Management
TLI31210 - Certificate III in Driving Operations
AURTGA3001 - Drive and manoeuvre trailers
RIIVEH201D - Operate light vehicle
TLIC2025A - Operate four wheel drive vehicle
PMASUP236B Operate vehicles in the field
RIIVEH305D Operate and maintain a four wheel drive vehicle
PUAVEH001B Drive vehicles under operational conditions
TLIC1051A - Operate commercial vehicle
TLIC3042A - Operate coach/bus
TLIC2049A - Operate heavy vehicle on unsealed roads
TLIC3036A - Apply safe car driving behaviours
TLIC4006A - Drive multi-combination vehicle
TLIC3037A - Apply safe heavy vehicle driving behaviours
TAELLN411 - Address adult language, literacy and numeracy skills
TLIF2010A - Apply fatigue management strategies
TLIE3028A - Complete a work diary in the road transport industry
TLIF2092A - Demonstrate awareness of chain of responsibility regulations

Training outside VET accreditation:
On-road Court Order Defensive Driving
Medium Rigid Heavy Vehicle Training (MR)		
Heavy Rigid Heavy Vehicle Training (HR)
Heavy Combination Heavy Vehicle Training (HC)
Multi-Combination Heavy Vehicle Training (MC) – see nationally recognized TLIC4006A
Class (C) – automatic and manual cars
Defensive driver training (Lakeside or Mt Cotton)













Organisational Structure
The business has a solid organisational structure and invests heavily in resourcing and staffing the business to meet the strict requirements of an RTO and the expectations of its clients. 

Our Team

At Watto Training we recognise the quality of our staff to be our most valuable asset.
Our trainers are selected for their industry experience, practical skills and knowledge, as well as passion for life, people and learning. Watto Training professionals hold certification that meets the requirements of the national Vocational Education and Training (VET) sector.

The professionalism of our trainers provides clients with the reassurance that their service and delivery expectations will be met.

Watto trainers utilise innovative training techniques and ensure a safe environment in which participants are able to transfer the theoretical and practical knowledge they have gained in the classroom to their workplaces.

Why Watto Training?
· We are passionate about training and passionate about people growing and succeeding
· We use experienced trainers
· We are industry focussed
· We are reliable
· We are flexible
· We are innovative
· We are responsive





















Trainer’s Agreement

All trainers/assessors must agree to the following conditions when delivering training and assessment via Watto Training Pty Ltd:

1. The Trainer is engaged by Watto Training in the role as a trainer/assessor.

1. The Trainer acknowledges that Watto Training is a Registered Training Organisation (Provider Number 40791). 

1. The Trainer will provide the courses to students and will follow the programs developed by Watto Training. The Trainer will use Watto Training programs, manuals, assessment routes, student workbooks and assessment material provided by Watto Training as required in the program.

1. The Trainer is responsible for conducting all training and assessments as required in their capacity as Trainer by Watto Training’s programs.

1. The Trainer shall not disclose any business of Watto Training to any party without the permission of Watto Training. In addition, the training material supplied by Watto Training Pty Ltd to the Trainer shall not be given to, shown to or described to any person who would not normally have access to that information.

1. The Trainer will maintain the confidentiality of his/her records as required by the government and by Watto Training. All student training and assessment records must be passed onto the Course Co-ordinator of Watto Training at the completion of a course/unit, or if the trainer ceases to continue in a particular training program. This must be done within 7 days, from the date of completion of training by the Trainer. In some cases the Course Co-ordinator shall direct the Trainer to forward the materials to another trainer to continue training or for filing purposes.

1. The Trainer shall not be employed by, nor have any interest in any other organisation or with any individual either as an Employee, Trainer, Franchisee, Owner on any basis whatsoever that may conflict with the work provided by Watto Training unless permission is granted by the Managing Director of Watto Training.  

Code of Ethics

1. The Trainer agrees to abide by the Department of Transport and Main Roads, “Code of Conduct” for Driver Trainers. 

1. Principles of Practice
The following Principles must be complied with by all Watto Training Trainers when conducting training and assessment with students:

• Respect in Learning: Encouragement and appreciation of the diversity of ideas and opinions in pursuit of learning. Encouragement of an environment respectful of learning participants, contributions and outcomes. Encouragement of the development of trust within and for the learning experience.

• Accountability in Learning: Observation of all reasonable expectations and directions within and for the learning experience. Recognition, anticipation and acceptance of the consequences of your actions and the decisions you make. All learning facilities, resources and services must be appropriately used with consideration for others.

• Responsiveness to Learning: Contribution to the ongoing improvement of the learning experience, through the provision of accurate information as appropriate and upon request. Use of recognised Watto Training processes to ensure fair redress in matters of complaints or disputes.

• Equity in Learning: Demonstration of dignity, respect and courtesy to all students, staff and visitors. Encouragement of an environment free from intimidation, bullying, harassment or discrimination of any kind. Recognition of individual differences and complying with all legal and reasonable requests
regarding the treatment of others.


1. Standards
The following standards of behaviour as requirements of all students towards the learning experience. 

At all times Watto Training trainers must:
· respect and ensure the safety, comfort and freedom of others
· demonstrate honest, responsible, courteous and ethical behaviour
· use all equipment and resources safely, appropriately and legitimately
· maintain consistent punctuality
· allow only appropriate materials to be displayed, through appropriate avenues
· provide honest and accurate information in all appropriate matters and upon
· request
· use transport responsibly and safely, whether with or without students in/on the vehicle
· follow all occupational health and safety requirements

Additionally, the following standards of behaviour as unacceptable:
· inappropriately interfering with, or causing willful or negligent damage to the
· learning environment
· operating under the influence, or in possession, of alcohol, drugs or any prohibited
· substance
· smoking within 20 metres of building openings, air-conditioning intakes, gas storage areas 
· discriminating against anyone on the grounds of sex, gender identity, sexual orientation, lawful sexual activity, marital, parental or carer status, pregnancy, breastfeeding, age, physical features, impairment, race, political or religious belief or activity, and industrial activity.

12.	Compliance with Legislation
There is a variety of important State and Federal legislation that affects trainers. You must make yourself aware of this legislation and familiarise yourself with your rights and responsibilities under it.

The legislation applies to you both at work in your workplace and in all aspects of your training. Some important legislation is outlined below.

Anti-Discrimination Act 1991 (Queensland)
Racial Discrimination Act 1975 (Commonwealth)
Sex Discrimination Act 1984 (Commonwealth)
Disability Discrimination Act 1992 (Commonwealth)
Transport Operations (Road Use Management—Accreditation and Other Provisions) Regulation 2005
Transport Operations (Road Use Management—Driver Licensing) Regulation 2010
Transport Operations (Road Use Management—Road Rules) Regulation 2009
Transport Operations (Road Use Management—Vehicle Standards and Safety) Regulation 2010
Transport Operations (Road Use Management—Vehicle Registration) Regulation 2010

This legislation prohibits discrimination, sexual harassment and victimisation at the workplace in respect to any aspect of work, and both at work and in training, in respect to any aspect of your training or assessment.


Financial

13.	The Trainer agrees to charge the student the fees as directed by Watto Training for all training or assessments.

14.	The Trainer hereby acknowledges that he/she has no authority whatsoever to incur any debt or liability on behalf of Watto Training and acknowledges that under no circumstances will Watto Training be held responsible for any debts or liabilities of any sort incurred in any way whatsoever by the Trainer unless with the written authority and permission of Watto Training.


Obligations

1. The Trainer is required to comply with any directions issued by Watto Training in relation to business operations, instructional or assessment methods and standards and to comply with Watto Training policies and procedures. 

1. If the Trainer requires training / professional development to be able to conduct their duties as part of Watto Training training and assessment services, they shall be required to do so at no cost to Watto Training. Watto Training will only accept invoices that the Trainer submits whereby the Trainer was responsible for training and assessment as advised by Watto Training. If there is any confusion on this item, the Trainer should confirm the status of the training as paid or unpaid prior to engaging in the training.

1. The Trainer must hold a current Blue Card as outlined by the Commission for Children and Young People and Child Guardian (an independent statutory authority which promotes and protects the rights, interests and wellbeing of children and young people in Queensland). (Only required if training students under 18 years of age)

1. The Trainer must have a zero (0.00 per cent) blood or breath alcohol limit when conducting training and/or assessment on behalf of Watto Training.

1. The Trainer is required to provide Watto Training with one current copy of their instructor’s accreditation upon commencement of work for Watto Training and annually upon renewal.

1. The Trainer is required to provide Watto Training with one current copy of their driver’s licence when commencing work for Watto Training and upon the licence renewal date.

1. Should a student have an issue/problem with any aspect of the course or assessment, the Trainer or the training aids, the Trainer will notify Watto Training immediately. Watto Training will take steps to either rectify the problem or to discuss the issue with the student. If the issue is not resolved the Trainer should direct the student to Watto Training’s Grievance and Review Procedures.

1. Premises used and/or provided by the Trainer for the provision of training are to comply with all appropriate State legislation, including WHS Act and Regulations, and all course requirements while being used for the purpose of training or assessment.

1. The Trainer is required to comply with The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational education and training sector. ASQA regulates courses and training providers to ensure nationally approved quality standards are met. and to provide evidence of compliance, upon request, within seven days.


Disputes

1. The Trainer is responsible for attending to all grievances by the students as per the Watto Training policies and procedures.

1. Any dispute arising from the training provided or assessments conducted are to be, in the first instance referred to the Course Coordinator, and may, if both parties agree, be referred to Watto Training for arbitration.  Any determination of Watto Training shall be considered as a recommendation only and reflection of industry opinion as to the legality, morality or ethics of a particular situation.  It shall not be binding on either party at law and either party shall retain the right to seek such other mediation, arbitration or whatever other remedies that may be available to them at law.


Termination

1. For any breach of this agreement, Watto Training may, at its option, and sole discretion, exercise any one or more of the following remedies:
	
1. Require the Trainer to pay in cash any monies owed;
1. Immediately suspend any or all further work until the breach has been remedied.
1. Require the Trainer to return all training materials and equipment and all assessment materials and equipment provided by Watto Training.
1. Any breach of the agreement allows the Trainer to be terminated forthwith.


Equipment and Services

1. Watto Training agrees to provide the following equipment and services:

1. One set of training and assessment material in electronic format
1. Induction training to ensure compliance with Watto Training policies and procedures applicable to the work undertaken on behalf of Watto Training


Interpretation

1. In this agreement unless the context otherwise requires:

1. A reference to one gender shall include a reference to both genders;
1. A reference to the singular shall include a reference to any amendments, modifications or re-enactments thereof.
1. A reference to any legislation shall include all amendments and re-enactments.


Public Liability and Professional Indemnity Insurance

1. The Trainer is responsible for paying for and annually renewing their own Public Liability and Professional Indemnity Insurance. Trainers should hold a minimum of $10m Public Liability and Professional Indemnity insurance of $2m with a recognised insurer while providing training or assessment on behalf of Watto Training. 


Requirements
All trainers/assessors must provide Watto Training with up to date records in relation to their training areas:
· A current copy of you driver’s licence
· A current copy of your instructor’s licence
· A current copy of your blue card (car instructors only)
· A current copy of your resume / CV
· A copy of your TLI41210 Certificate IV in Transport & Logistics (Road Transport – Car Driving Instruction)
· A copy of your TLI41310 Certificate IV in Transport & Logistics (Road Transport – Heavy Vehicle Driving Instruction)
· A copy of your TLI41410 Certificate IV in Transport & Logistics (Road Transport – Motorcycle Riding Instruction)
· A copy of your TAE40110 Certificate IV in Training and Assessment

























The Competency Based Assessment Process
Watto Training that operates under the Vocational Education Training sector is competency based. All trainers and assessors must apply the following principles to assessing students.

	Competency involves successful work performance. It is usually seen to comprise four dimensions:

· Task skills - undertaking a specific workplace task(s);

· Task Management Skills - Managing a number of different tasks to complete a whole work activity;

· Contingency management skills - responding to problems and irregularities when undertaking a work activity, such as:
· Breakdowns;
· Changes in routine;
· Unexpected or atypical results or outcomes; and
· Difficult or dissatisfied clients.

· Job/role environment skills - dealing with the responsibilities and expectations of the work environment when undertaking a work activity, such as:
· Working with others;
· Interacting with clients and suppliers;
· Complying with standard operating procedures; and
· Observing enterprise policy and procedures.

· Integration of key employability skills.


	The 'Rules of Evidence':

The 'Rules of Evidence' are:
· Validity means that the evidence relates to the unit competency, addresses essential skills and knowledge, dimensions of competency and employability skills.
· Reliability means that the assessment tool and process will produce consistent outcomes when applied by a range of assessors in a range of contexts.
· Fairness means that the assessment will not disadvantage any person and will take into account the characteristics of the person being assessed.
· Flexibility means that the assessment tool and process allows for assessment in a range of assessment contexts.
	The 'Assessment Environment':

The Assessment Environment and process includes:
· When will assessment occur?
· Where will assessment occur?
· Who will assess the candidate?
· Special needs (if any)
· How many workplace visits are required (if appropriate)?
· What resources are required?


	Assessment concepts:
· authenticity of candidate’s work
· re-assessment policy
· appeals process
· regulatory information
· confidentiality procedures.

See Watto Training’s Student Handbook
	Assessment methods:
· question/answer
· observation/demonstration
· case study
· role-play
· training log, diary or journal
· portfolio, reports, work samples
· third-party reports






FAQs – The Assessment Process

Q: How does the assessment work?
This is a competency-based training and assessment program that aims to ensure participants reach a demonstrated level of skill and proficiency as a trainer. I will advise you on what you will be assessed on and when as we go. If at any time you feel that you are not ready for assessment, please let me know.

Q: What is Clustering of Assessment?
A number of units of competency may be grouped together to address training and assessment for a complete job function. When this is done well it provides for holistic, efficient and meaningful learning and demonstration of competency.

Clustering is used to group units with similar or complementary knowledge and skills into a structured and meaningful learning and assessment program.

It is important however, when units are grouped, that all elements of competency and performance criteria are addressed and that the delivery schedule and assessment plan documents how each is addressed.

A delivery schedule for each cluster of units has been developed which identifies:
· Learning activities
· Delivery sequence, identifying units, elements and performance criteria
· Assessment methods
· Assessment tasks, identifying units, elements and performance criteria along with dimensions of competency and employability skills
· Resources required

Q: What is the Appeal Procedure?
If you wish to appeal the Assessment Decision the following Procedure will apply:
· Assessment appeals are to be made using the Grievance and Appeals Statement and submitted directly to the assessor.
· The assessor shall re-evaluate evidence of competence against the Units of Competence and record outcomes on the Grievance and Appeals Response Hearing Grievance Appeal.
· The assessor is to submit the completed Form to the Provider and discuss reasons for the outcome decision.
· The Provider and/or the assessor will schedule a meeting with the student to discuss the outcome and provide feedback on reasons for the decision.
· All documentation relating to assessment appeals shall be kept secure and confidential.





TMR - CODE OF CONDUCT
All trainers/assessors must abide by TMR’s Code of Conduct for Driver/Rider Trainers.
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Possible Assessment Questions for Trainer/Assessors 
Below are some sample questions a trainer/assessor may be asked during the Induction process or during an Ongoing Training Program.

	Question Bank

	Q1: Is it ok for a trainer to smoke in a vehicle whilst training?
A: No.

	Q2: What is the BAC requirement for an instructor?
A: Drugs and Alcohol (0.00 BAC requirement as driver trainer)

	Q3: What are TWO key principles of vehicle safety in the yard/depot/car park/shed?
A: Observation/scanning, risk assessment, (reversing, “be seen”)

	Q4: What is the purpose of the driver trainer’s code of conduct?
A: Ref - 1.0 Purpose of code of conduct (sets a standard for trainers to meet, consistency)

	Q5: Anyone can take money from a student and call themselves a driver trainer. T or F?
A: Ref - 2.0 Definitions. F; you must have your accreditation granted under section 41 of the TO(RUMS – Accreditation and Other Provisions) 2005.

	Q6: Can I keep conducting driving lessons if I lose my driver’s licence?
A: Ref - 3.0 Accreditation dependent on validity of driver licence. No.

	Q7: Is it ok to ring up a student after hours and invite them out on a date to the movies?
A: Ref - 4.0 Relations with learner drivers and others (No.)

	Q8: Is it ok to give your student’s personal information to your mate who is looking for contacts for his carpet cleaning business?
A: Ref - 4.1 Privacy/abuse of power or information (No.)

	Q9: Is it acceptable for a Qld TMR Driving Examiner to assess their own son/daughter for a Q-Safe assessment?
A: Ref - 4.2 Conflict of Interest (No.)

	Q10: If a trainer is running late for a lesson with a student should they notify the student?
A: Ref - 4.3 Punctuality towards learner driver (Yes.)

	Q11: Does a trainer need to show their Instructor’s Licence to a learner prior to training?
A: Ref - 4.4 Courtesy. Yes.

	Q12: Is it ok to talk (or text) on your phone a mate about a weekend sporting event during training sessions?
A: Ref - 4.5 Use of mobile phones while conducting training. No. If emergency situation – yes. Seek permission from student.

	Q13: If training an under 18 a trainer should provide the parent/guardian of the student with a general idea of where training will occur if requested. 
A: Ref - 4.6 Disclosure of locations of training. Yes.

	Q14: A trainer cannot have third parties in the training vehicle unless the learner driver has given prior consent.
A: Ref - 4.7 Third parties in training vehicle. Yes.

	Q15: A trainer cannot abuse a learner about their driving ability during lessons. 
A: Ref - 4.8 Unacceptable behaviour. Yes.

	Q16: Trainers must be upfront about fee structure with students prior to training. 
A: Ref - 4.9 Lesson fees. Yes.

	Q17: If a learner driver engages in unacceptable conduct during a lesson, the trainer has a right to terminate the session.
A: Ref - 4.10 Termination of training. Yes.

	Q18: The trainer (or company) must have a complaints procedure.
A: Ref - 4.11 Driver trainer to have complaints procedure. Yes.

	Q19: A trainer should present in neat, tidy and safe attire.
A: Ref - 5.0 Driver trainer dress/presentation. Yes

	Q20: Trainers must meet all regulatory requirements.
6.0 Competency assessors. Yes

	Q21: Employers must check that all trainers are properly accredited.
A: Ref - 7.0 Employers of driver trainers. Yes.

	Q22:Non-accredited driver/rider trainers cannot accept fees for training.
A: Ref - 7.1 Employment of non-accredited driver trainers. True.

	Q23: Employers of driver trainers must ensure all trainers comply with statutory accreditation conditions.
A: Ref - 7.2 Ensuring compliance with accreditation conditions. Yes.

	Q24: A training vehicle must have its dual controls inspected annually.
A: Yes.

	Q25: A driver trainer should at all times model excellent and safe driving behaviour.
A: Ref - 9.0 Driving behaviour of driver trainer. Yes.
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[bookmark: _GoBack]Workplace Health and Safety Obligations 
Workplace health and safety obligations apply to everyone involved in a business. 
If trainers/assessors don't meet their workplace health and safety obligations, they may be putting people's health and even their lives at risk. You may also breaking the law and you may face penalties or prosecution.
Business owners and employers
If you operate a business, you are legally required to provide and maintain a safe and healthy workplace for yourself and your workers, volunteers, customers and visitors.
Workplace health and safety legislation requires you to:
· ensure safe systems of work
· ensure safe use and handling of goods and substances
· provide information, instruction, training and supervision to your workers to ensure they are safe
· assess risks and implement appropriate measures for controlling them
· report notifiable incidents to Workplace Health and Safety Queensland
· investigate incidents and take action to avoid having something similar happen again
· provide workers' compensation insurance.
· Learn more about personal safety in the workplace.

Workers
Workers have workplace health and safety obligations to themselves and their workmates. As a worker, you must:
· comply with instructions given for workplace health and safety
· use personal protective equipment if your employer provides it and if you are properly trained to use it
· not wilfully or recklessly interfere with or misuse anything provided for workplace health and safety at the workplace
· not wilfully place others at risk
· not wilfully injure yourself.

Legislation
Workplace Health and Safety Queensland (WHSQ) monitors workplace health and safety in Queensland businesses. WHSQ enforces workplace health and safety laws and conducts inspections and investigations to ensure employers and others are meeting their obligations.
To understand your obligations and safety requirements, you must be familiar with:
· Workplace Health and Safety Act 2011 which imposes obligations on people at workplaces to ensure workplace health and safety
· Workplace Health and Safety Regulation 2011 which describes what must be done to prevent or control certain hazards which cause injury, illness or death
· Workplace Health and Safety Codes of Practice which are designed to give practical advice about ways to manage exposure to risks common to industry.

If there is a regulation or Codes of Practice that describes how to manage a risk in your business, you must follow it. If there is no regulation or code of practice, you must take reasonable precautions and choose an appropriate way to minimise the risk.

WHSQ Inspectors help employers to develop and improve work practices in the workplace. If you fail to meet your health and safety obligations, a provisional improvement notice (PIN) or prohibition notice may be issued. 






































The Risk Management Process

Watto Training trainers/assessors must apply to the Risk Management Process to ALL of their training activities. The Risk Management Process is outlined in the diagram below.


[image: Risk Management Flow Chart]

Risk Management

Trainers/assessors should take a risk management approach to driving/riding, training and assessing.

This is the process that underpins health and safety management. It involves systematically identifying hazards, assessing and controlling risks, and monitoring and reviewing activities to make sure that risks are effectively managed.

Effective consultation, training and information management are essential parts of the risk management process and it can be applied to all workplaces.

The main steps of the risk management process are set out in the table below.


Steps in the Risk Management Process

Step 1.
A hazard is something with the potential to cause harm. This can include hazards such as chemicals, infectious diseases, plant, manual tasks and noise. This step involves identifying all the possible situations or events which could harm people in the workplace. Activities, which may help in the hazard identification process, include workplace inspections, checklists, records of past accidents or near misses, information from manufacturers, employee consultation and Australian Standards.

Step 2.
Risk is the likelihood that harm might result because of the hazard. In assessing risk, you should consider the likelihood of an incident occurring at the workplace and the consequences of an incident occurring. The more likely it is that an incident will occur and /or the more serious the consequences, the more urgent it is that the risk be controlled. The outcome of this step is a prioritised list of risks requiring further action.

Step 3.
Control measures should be based on the hierarchy of control. This considers control measures in descending order of priority. Higher order controls include elimination, substitution, isolation and engineering controls. Lower order controls include administrative controls and personal protective equipment (PPE). PPE should not be relied upon as the primary means of risk control and should be used when risk cannot be managed by other means and in conjunction with other control measures.

Whichever control measure is chosen it should adequately control exposure to the risk, not create another hazard, and allow employees to do their work without undue discomfort or distress.

Step 4.
Ensure that the control measure can operate effectively by developing appropriate work procedures. Communicate with, and supervise employees to ensure the control measures are used correctly. Maintain the control measures to ensure ongoing effectiveness.

Step 5.
The last step involves checking that the control measures have been implemented. Ensuring that they have eliminated or reduced the risks and that they haven't created any new hazards.




















Rules of Observation (for looking)
Trainers/assessors will minimise risk by applying the Rules of Observation during all training activities

1. Aim High in Steering
Look well ahead when driving your vehicle. Steer the vehicle using your lower fringe vision. Look in the direction you want the vehicle to go, especially in bends and corners.
2. Keep Your Eyes Moving 
Don't fix your eyes on any single object for more than about 2 seconds. Keep moving your eyes from object to object otherwise danger could threaten your vehicle from another source without you being aware of it.
3. Get the Big Picture
By moving your eyes, you are able to check the far distance, the middle distance and the near distance directly in front. In addition the mirror should be checked on average at least once every 10 to 12 seconds. This constant checking ensures that the driver is fully aware of everything that is going on around the vehicle.
4. Leave yourself an 'out'
When driving, always have a plan of 'escape' should the traffic conditions quickly change. If a vehicle is tailgating, leave more space in front of your vehicle as this reduces your braking requirements. Offset your vehicle where possible to the vehicle travelling alongside. This allows space for other vehicles to 'escape' if they should swerve suddenly.
5. Make Sure Other Drivers See You  
Look at the faces of other drivers to see if they are looking at you. Get eye contact with those other drivers. Use your signals in plenty of time so they are clearly understood. Position your vehicle in such a way to clearly show your intention (eg. when turning left). Where possible do not travel in blind spot areas of other vehicles. (When you are approaching from behind, if you can see the eyes of other drivers in their mirror they have a better chance of seeing you.)

The Rules of Observation should be used in conjunction with the System of Car Control. Identification of hazards, checking for cross traffic at the appropriate time, use of mirrors and blind spot checking in the appropriate situations are examples of conforming to the Rules of Observation. Remember, when approaching danger (any hazard) keep slowing the vehicle until you can see clearly that it is safe to go before selecting the appropriate gear to proceed.
The System of Vehicle Control
Trainers/assessors will minimise risk by applying the System of Vehicle during all training activities
The System of Vehicle Control helps drivers deal with things that they do regularly.  Competent drivers have these as habits - which means that they can do them almost without thinking. It incorporates:

1. Identify the hazard (intersection, pedestrian, etc).
2. Ask, ‘Is my position on the road correct for the hazard ahead?’
3. Mirrors and signals – Check the rear vision mirrors to see where other vehicles are. If you need to indicate, do it now.
4. Approaching speed – Check your speed is appropriate. Reduce or increase your speed as necessary.
5. Gears and Mirrors - If you change speed, you may need to change gears. Check the mirrors again and see what other vehicles are doing.
6. Evasive Action – Just before you come to the hazard, check to see if it is still safe to drive in the way and direction you planned. Depending on the hazard, stop or slow down or sound the horn.
7. After passing the hazard, resume the appropriate speed.
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Incidents/Accidents during training delivery
Simply put, “What do I do if I’m involved in a traffic crash?”
Q1: What is my immediate response in terms of safety?
· First and foremost is to stop your vehicle somewhere safe and ensure there is nobody injured. Of course if there is anybody injured – or elderly or pregnant travelling in a vehicle involved in a traffic crash, call for an ambulance to check them out – better safe than sorry.
Q2: How do I know if it is Reportable?
When deciding whether to call for Police to attend the traffic crash ask yourself if the accident is reportable. i.e.:
· A traffic crash is a reportable incident if someone is injured or dead;
· A driver involved in the crash for any reason fails to give their required details to others involved;
· A vehicle involved in the crash is towed from the scene of the crash;
· Property (not the driver’s vehicle) is damage to the value of $2500 or more.
Q3: Can I expect a ticket?
· If Police are called then at least one of the drivers can probably expect a ticket – because lets face it, it is very rarely an accident and is usually due to an offence such as ‘following to close’ or ‘failing to give way when required to’. This is why we refer to them as traffic crashes and not traffic accidents.
Q4: What are my reporting obligations in relation to the crash (and police)? 
· You have 24 hours to report the crash if you think it is reportable but your vehicle is OK to be moved i.e. you’ve taken out some poor bloke’s fence after taking a corner a bit to fast but you’ve just lost some paint –  you can report the crash to your local Police station or via Policelink on 131 444 (in this instance you’ll also have to give your details to the poor fence owner as well).
Q5: What about “Moving Vehicles” away from the site?
· If the crash is not reportable (i.e. small nose to tail with minor damage) use some common sense and agree with the other parties involved a safe location to exchange details. This might be at the same location on the side of the road with a wide shoulder, a side-road out of the way of traffic, a service station, or shopping centre car park.
· If no one is injured, the mater is not reportable and the vehicles are drivable, move them off the road or to one of the areas mentioned above.
· I can’t count the number of accidents I have been to where there are second and third crashes because of the vehicle involved in the initial crash remaining on the road when they didn’t need to be.
· However, if you’re not sure if the crash is reportable then best to leave the vehicles were they are and Police will take control when they arrive.

Q6: What about the Exchange Of Details Requirements?
Details you need to exchange with the other parties are:
· Name
· Address
· Vehicle details – registration, make model, colour etc
· Agree/confirm time and place of accident
Q7: Do I have to provide my driver licence, telephone or insurance details to the other parties? 
· You do not have to provide your driver licence, telephone or insurance details to the other parties however some of these details may help expedite the resulting paperwork down the track – it’s your call. You do however have to provide these details if required to any Police that may attend the scene and provide a sample of breath for a breath test.
Q8: What are the rules in relation to vehicles being towed?
· With a very small number of exceptions the towies will be the first at the scene and will of course want to tow your vehicle no matter what the state of it is – remember it’s how they make their living.
· The positives of this are they provide some very big trucks and very bright lights to warn everybody of the danger ahead.
· Police have specific powers to deal with tow drivers at the scene of a crash and the towies all know the behaviour they should be displaying.
· A tow truck driver cannot tow your vehicle from a scene of a crash without a towing authority been signed by you. The only exception to this is if the vehicle is a hazard and a Police officer authorises the tow.
· Also, Police can NOT nominate which company you should use so it’s really is up to you.
· Use common sense when deciding if you vehicle needs towing – if there is fluid pouring out of the engine, panels scraping against the tyre, or the wheels are pointing different directions then get it towed.
· If there is just some minor panel damage, paint exchanged, no strange noises when you start the engine or a just bent number plate then you should be right to drive it home.
· As for what to do in relation to repairs in the days follow the accident, take your lead from you insurance company as to what they want you to do. If you don’t have insurance then it may pay to go and get some independent legal advice about who should pay for what.











Prevention of slips, trips and falls

Trainers/assessors must manage safety in relation to slips, trips and falls.

For example:

Floors
· Can water be walked onto smooth floors (e.g. foyers) on rainy days? 
· Are there any hard, smooth floors in wet or oily areas? 
· Are there any leaks of fluids onto the floor from processes or machines? 
· Is poor drainage causing pooling of fluids?
· Are there any floor surface transitions not easily noticed (any ridge that is as high as a footwear sole or higher)?
· Is there any ice or water on cold room floors? 
· Is the floor slippery when wet? 
· Are any anti-slip paint, coating profiles or tapes worn smooth or damaged? 
· Are there any isolated low steps (commonly at doorways)? 
· Are there any trip hazards due to equipment and other objects left on the floor? 
· Are there any raised carpet edges or holes worn in carpets? 
· Are there any tiles becoming unstuck or curling at the edges? 
· Are there any holes or unevenness in the floor surface?

Stairs and ramps
· Is the lighting insufficient for ramps or steps to be seen clearly and without glare? 
· Do any steps have too small a rise, tread or an excessive nosing? 
· Are any step edges (nosings) slippery or hard to see? 
· Are the steps uneven, or are there excessive variations in step dimensions? 
· Are handrails inadequate on stairs?
· Are ramps too steep, or too slippery? 

Lighting
· Is there insufficient lighting in passageways and at flooring transitions, ramps or stairs? 
· Does the lighting throw distracting shadows or produce excessive glare?

Outdoor areas
· Is there a build up of moss or other vegetation on pathways? 
· Are there any surface transitions not easily noticed (any ridge that is as high as a footwear
sole or higher)? 
· Are there potholes in footpaths or walkways?

Housekeeping
· Is there a build up of polish on floors? 
· Is there an excessive residue of detergent? 
· Do workers have to walk on floors wet from washing? 
· Are wet floor signs not available or not used correctly?
· Do you need to provide information/training/advice to contractors regarding cleaning procedures?
· Is any paper, rubbish, dirt, spills etc. left on the floor? 
· Are aisles poorly marked and cluttered? 
· Are any anti-slip paint, coating profiles or tapes worn smooth or damaged? 
· Are there any trip hazards due to equipment and other movable objects left lying on the ground? 
· Do spills (wet or dry) occur regularly during work processes?
Tasks
· Do workers have to walk or work on greasy, oily or wet floors that are not adequately slip resistant?
· Do loads that are carried or pushed interfere with forward vision? 
· Are the loads to be carried excessive, or likely to upset a person’s balance? 
· Do heavy trolleys have to be pushed up ramps? 
· Are workers hurried due to time constraints?

Footwear
· Do the workers’ safety shoes lack grip? 
· Are the tread patterns on safety footwear too worn? 
· Are the tread patterns clogged with dirt?
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The key principles of lifting any heavy object

ASSESSOR: Tick the boxes when the answer is correctly given.

· Clear Pathway before moving objects form one place to another.
· Use the proper tools by examining the job for hazards and determining what is needed to safely finish the task.
· Check the object's weight to see if you will need help lifting or moving it.
· Keep back straight and vertical to the ground upon lifting. Keeping your head up and looking straight ahead maintain this position.
· Bend knees when lifting; do not stoop over the object.
· Always bring the object as close to the body as possible.
· Tighten stomach muscles to help the back stay in balance.
· Be careful when putting the object down; follow the same guidelines as you would for lifting.
· Wear back braces to support back and abdomen when lifting excessively. 




Portable warning signs 
[image: diagram_set30001 (2)]
226 Heavy vehicles to be equipped with portable warning triangles
(1) A person must not drive a vehicle with a GVM over 12 t unless the vehicle is equipped with at least 3 portable warning triangles. 

Nb: (2) A portable warning triangle is a device that complies with AS 3790–1992.

227 Using portable warning triangles
(1) This section applies to a driver if the GVM of the driver’s vehicle is over 12 t.
(2) If the driver stops on a road and the vehicle is not visible at any time for at least 200 m in all directions from the
vehicle, the driver must use at least 3 portable warning triangles, positioned in accordance with subsection (4), to warn
other road users of the vehicle.
(3) If some or all of any load being carried by the vehicle falls onto a road and is not clearly visible at any time for at
least 200 m in all directions from the fallen load, the driver must use at least 3 portable warning triangles, positioned
in accordance with subsection (4), to warn other road users of the fallen load.
(4) The driver must position the portable warning triangles so—
(a) 1 triangle is at least 50 m, but not over 150 m, in front of the vehicle or fallen load; and
(b) 1 triangle is at least 50 m, but not over 150 m, behind the vehicle or fallen load; and
(c) 1 triangle is at the side of the vehicle, or fallen load, in a position that gives sufficient warning to other road users
of the position of the vehicle or fallen load.
(5) In this section—
road does not include a road-related area, but includes any shoulder of a road.






Do not overtake turning vehicle sign 

A person must not drive a vehicle displaying a do not overtake turning vehicle sign if the vehicle, together with any load or projection, is not 7.5 m long, or longer.

[image: diagram_set30003 (2)][image: diagram_set30002 (2)]
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Turning rules for vehicles displaying the sign, DO NOT OVERTAKE TURNING VEHICLE.  

227B Warning sign not to be displayed if not required by law
A person must not drive a vehicle displaying an oversize warning sign unless—
(a) the person is required under the Act or another Act to display the sign; or
(b) the vehicle is temporarily in Queensland on a journey from another State and the sign must be displayed on the vehicle under the law of the other State.
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Drugs and Alcohol Policy
1.   PURPOSE

The purpose of this policy and procedures is to address the possibility of our workplace safety and the safety of our employees/ contractors being adversely affected by people who have unacceptable levels of drugs and/or alcohol in their system.

2.   AIMS

· To create a drug and alcohol free workplace 
· To ensure Watto Training complies with its legal obligations
· To ensure Watto Training complies with the TMR – Code of Conduct
· To recruit only staff who comply with Watto Training’s policies
· To provide quality customer service

3. Drug and alcohol free workplace

The policy strictly prohibits:
a.  The use, sale, transfer or possession of drugs and/or alcohol while on company   property or a company worksite (excluding alcohol at controlled functions with company management approval).
b.   Reporting to work with risk levels of drugs in the system
c.   Having any level of alcohol above 100 micrograms of alcohol per litre of breath. This is equivalent to zero alcohol tolerance

4. REASONABLE CAUSE INDICATORS
When assessing for reasonable cause, there will usually be more than one indicator present. Examples of reasonable cause include, but are not limited to the following:
· physical sign 
· smelling breath, body odour, clothes
· slurred speech
· unsteady on feet
· eyes: bloodshot, dilated pupils, pin-point pupils
· excessive sweating
· flushed/ red complexion
· loss of weight
· unusual or out of character on-site behaviour
· continual  involvement in small accidents or inattention
· obvious continual drop in performance 
· changes in personality or mood swings
· excessive lateness
· absences often on Monday, Friday or in conjunction with holidays
· increased health problems or complaints about health
· emotional signs: outbursts, anger, aggression, mood swings, irritability
· paranoia
· changes in alertness – difficulty with attention span
· changes in appearance – clothing, hair personal hygiene
· less energy
· feigning sickness or emergencies to get out of work early
· going to the bathroom more than normal
· defensive when confronted about behaviour
· dizziness
· hangovers
· violent behaviour
· impaired motor skills
· impaired or reduced short term memory
· reduced ability to perform tasks requiring concentration and co-ordination
· intense anxiety or panic attacks or depression
· impairments in learning and memory, perception and judgement




















Personal protective equipment (PPE)
Personal protective equipment (PPE) is clothing, equipment or substances designed to be worn by someone to protect them from risks of injury or illness. 
PPE can include:
· hearing protective devices, such as ear muffs and ear plugs
· respirators
· eye and face protection, such as goggles
· safety helmets and sun hats
· gloves and safety boots
· clothing, such as high visibility vests or life jackets.
PPE is the least effective method of controlling a safety risk and does not control the hazard at the source. Because of this, the control of exposure to risks should be secured by one or more measures other than the provision of personal protective equipment.
PPE should only be used:
· where there are no other practical higher order control measures available (i.e. as a last resort)
· as an interim measure until a more effective way of controlling the risk can be used
· to supplement higher level control measures (as a backup).
Where PPE is to be used, the person conducting a business or undertaking (PCBU) who directs the work to be undertaken must ensure the worker is provided with PPE, or ensure that PPE is provided by another PCBU.
When choosing appropriate PPE, consider how the equipment will protect the worker. Relying on PPE alone is not likely to reduce the risk of injuries, but it could reduce the severity of any potential injury.
As an employer, you must ensure that the PPE provided is:
· suitable to the nature of the work and any associated hazards
· suitable in size and fit and reasonably comfortable for the worker who is to use or wear it
· maintained, repaired or replaced to ensure it is in good working order, and clean and hygienic
· used/worn by the worker so far as is reasonably practicable.
A worker must be provided with information, training and instruction in relation to the safe use, storage and maintenance of the PPE and must use the PPE in accordance with the information, training or reasonable instruction.
The worker must not intentionally misuse or damage the PPE and must inform the PCBU of any damage to, defect in or need to clean or decontaminate the PPE of which the worker becomes aware.
The PCBU must also ensure that PPE used or worn by 'other persons' at the workplace is capable of minimising the risks to the person's health and safety and is used or worn by the person.
Who pays?
The PCBU must ensure workers have appropriate personal protective equipment (PPE) and must not charge or impose a levy on a worker for the provision of PPE. However there may be circumstances where who pays for it can be negotiated in the workplace.
In deciding who should provide PPE consider:
· the availability of equipment
· whether the equipment can generally be used outside work, such as sunglasses or boots
· the need for a personal fit
· the requirements in the relevant industrial award or enterprise agreement regarding provision of PPE.






































Managing Stress
Stress is inevitable. It walks in and out of our lives on a regular basis. And it can easily walk all over us unless we take action. Fortunately, there are many things you can do to minimize and cope with stress. Here are 7 ideas for handling stress without causing more strain and hassle.
1. Figure out where the stress is coming from.
Oftentimes, when we’re stressed, it seems like a big mess with stressors appearing from every angle. We start to feel like we’re playing a game of dodge ball, ducking and darting so we don’t get smacked by a barrage of balls. We take a defensive position, and not a good one at that.
Instead of feeling like you’re flailing day to day, identify what you’re actually stressed about. Is it a specific project at work, an upcoming exam, a dispute with your boss, a heap of laundry, a fight with your family?
By getting specific and pinpointing the stressors in your life, you’re one step closer to getting organized and taking action.
2. Consider what you can control—and work on that.
While you can’t control what your boss does, what your in-laws say or the sour state of the economy, you can control how you react, how you accomplish work, how you spend your time and what you spend your money on.
The worst thing for stress is trying to take control over uncontrollable things. Because when you inevitably fail — since it’s beyond your control — you only get more stressed out and feel helpless. So after you’ve thought through what’s stressing you out, identify the stressors that you can control, and determine the best ways to take action.
Take the example of a work project. If the scope is stressing you out, talk it over with your supervisor or break the project down into step-wise tasks and deadlines.
Stress can be paralyzing. Doing what’s within your power moves you forward and is empowering and invigorating.
3. Do what you love.
It’s so much easier to manage pockets of stress when the rest of your life is filled with activities you love. Even if your job is stress central, you can find one hobby or two that enrich your world. What are you passionate about? If you’re not sure, experiment with a variety of activities to find something that’s especially meaningful and fulfilling.


4. Manage your time well.
One of the biggest stressors for many people is lack of time. 

“You will never find time for anything. If you want time you must make it.” – Charles Buxton

Tips
· Set aside relaxation time. Include rest and relaxation in your daily schedule. Don’t allow other obligations to encroach. This is your time to take a break from all responsibilities and recharge your batteries.
· Connect with others. Spend time with positive people who enhance your life. A strong support system will buffer you from the negative effects of stress.
· Do something you enjoy every day. Make time for leisure activities that bring you joy, whether it be stargazing, playing the piano, or working on your bike.
· Keep your sense of humour. This includes the ability to laugh at yourself. The act of laughing helps your body fight stress in a number of ways.
5. Accept the things you can’t change
Some sources of stress are unavoidable. You can’t prevent or change stressors such as the death of a loved one, a serious illness, or a national recession. In such cases, the best way to cope with stress is to accept things as they are. Acceptance may be difficult, but in the long run, it’s easier than railing against a situation you can’t change.
· Don’t try to control the uncontrollable. Many things in life are beyond our control— particularly the behaviour of other people. Rather than stressing out over them, focus on the things you can control such as the way you choose to react to problems.
· Look for the upside. As the saying goes, “What doesn’t kill us makes us stronger.” When facing major challenges, try to look at them as opportunities for personal growth. If your own poor choices contributed to a stressful situation, reflect on them and learn from your mistakes.
· Share your feelings. Talk to a trusted friend face to face or make an appointment with a therapist. The simple act of expressing what you’re going through can be very cathartic, even if there’s nothing you can do to alter the stressful situation. Opening up is not a sign of weakness and it won’t make you a burden to others. In fact, most friends will be flattered that you trust them enough to confide in them, and it will only strengthen your bond.
· Learn to forgive. Accept the fact that we live in an imperfect world and that people make mistakes. Let go of anger and resentments. Free yourself from negative energy by forgiving and moving on.
6. Avoid Unnecessary Stress
Not all stress can be avoided, and it’s not healthy to avoid a situation that needs to be addressed. You may be surprised, however, by the number of stressors in your life that you can eliminate.
· Learn how to say “no” – Know your limits and stick to them. Whether in your personal or professional life, taking on more than you can handle is a surefire recipe for stress.
· Avoid people who stress you out – If someone consistently causes stress in your life and you can’t turn the relationship around, limit the amount of time you spend with that person or end the relationship entirely.
· Take control of your environment – If the evening news makes you anxious, turn the TV off. If traffic’s got you tense, take a longer but less-traveled route. If going to the market is an unpleasant chore, do your grocery shopping online.
· Avoid hot-button topics – If you get upset over religion or politics, cross them off your conversation list. If you repeatedly argue about the same subject with the same people, stop bringing it up or excuse yourself when it’s the topic of discussion.
· Pare down your to-do list – Analyze your schedule, responsibilities, and daily tasks. If you’ve got too much on your plate, distinguish between the “shoulds” and the “musts.” Drop tasks that aren’t truly necessary to the bottom of the list or eliminate them entirely.
7. Strengthen Your Physical Health 
You can increase your resistance to stress by strengthening your physical health.
· Exercise regularly. Physical activity plays a key role in reducing and preventing the effects of stress. Make time for at least 30 minutes of exercise, three times per week. Nothing beats aerobic exercise for releasing pent-up stress and tension.
· Eat a healthy diet. Well-nourished bodies are better prepared to cope with stress, so be mindful of what you eat. Start your day right with breakfast, and keep your energy up and your mind clear with balanced, nutritious meals throughout the day.
· Reduce caffeine and sugar. The temporary "highs" caffeine and sugar provide often end in with a crash in mood and energy. By reducing the amount of coffee, soft drinks, chocolate, and sugar snacks in your diet, you’ll feel more relaxed and you’ll sleep better.
· Avoid alcohol, cigarettes, and drugs. Self-medicating with alcohol or drugs may provide an easy escape from stress, but the relief is only temporary. Don’t avoid or mask the issue at hand; deal with problems head on and with a clear mind.
· Get enough sleep. Adequate sleep fuels your mind, as well as your body. Feeling tired will increase your stress because it may cause you to think irrationally.















Managing Fatigue
What is fatigue?
Fatigue is more than feeling tired and drowsy. In a work context, fatigue is a state of mental and/or physical exhaustion that reduces a person’s ability to perform work safely and effectively.
It can occur because of prolonged or intense mental or physical activity, sleep loss and/or disruption of the internal body clock.
Signs of fatigue include:
· tiredness even after sleep
· reduced hand-eye coordination or slow reflexes
· short term memory problems and an inability to concentrate
· blurred vision or impaired visual perception
· a need for extended sleep during days off work. 
What causes fatigue?
Fatigue can be caused by work related or non-work related factors or a combination of both. 
Work related causes of fatigue include excessively long shifts, not enough time to recover between shifts and blocks of shifts, very strenuous jobs and long commuting times. An example of non-work related fatigue would be poor quality sleep due to street noise or family demands. 
[bookmark: _Toc359491530]The body clock
Most people are day-orientated meaning they are most alert and productive in the daytime and sleep at night. The circadian rhythms (the body clock) cause regular variations in individual body and mental functions repeated approximately every 24 hours. These rhythms regulate sleeping patterns, body temperature, heart rate, hormone levels, digestion and many other functions. 
These rhythms influence job performance and quality of sleep. Most of the body’s basic functions show maximum activity by day and minimum activity by night. The body rhythms affect the behaviour, alertness, reaction times and mental capacity of people to varying degrees. 
Why is fatigue a problem in the workplace?
Fatigue may increase the risk of incidents because of a lack of alertness. Fatigue may result in a slower reaction to signals or situations and affect the ability to make good decisions, particularly when:
· operating fixed or mobile plant including driving vehicles
· undertaking critical tasks that require a high level of concentration  
· undertaking night or shift work when a person would ordinarily be sleeping.

A person conducting a business or undertaking must ensure, so far as is reasonably practicable, the health and safety of workers while they are at work. This means if fatigue is identified as causing a risk to work health and safety, then suitable control measures should be implemented in consultation with workers to eliminate or minimise the risks. 
Your responsibility as a worker
Workers have a duty to take reasonable care for their own safety and health and that their acts or omissions don’t adversely affect the health or safety of others. Workers must also comply with any reasonable instruction and cooperate with any reasonable policy or procedure relating to fatigue at the workplace, for example fitness for work policies and policies regarding second jobs.
To reduce the risk of being involved in a work incident caused by fatigue, you should:
· comply with your organisation’s policies and procedures relating to fatigue
· understand your sleep, rest and recovery needs and obtain adequate rest and sleep away from work
· seek medical advice and assistance if you have or are concerned about a health condition that affects your sleep and/or causes fatigue
· assess your own fitness for work before commencing work
· monitor your level of alertness and concentration while you are at work
· look out for signs of fatigue in the people you work with
· in consultation with your supervisor, take steps to manage fatigue, for example take a break or short nap (night shift), maintain hydration (drink water), do some stretching or physical exercise, adjust the work environment (lighting, temperature)
· talk to your supervisor or manager if you foresee or experience being impaired by fatigue likely to create a health and safety risk e.g. because of a health condition, excessive work demands or personal circumstances
· assess your fatigue levels after work and take suitable commuting and accommodation options (e.g. avoiding driving if fatigued).
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Code of Conduct for Accredited Driver Trainers and their employers - May  2012 
 
For Queensland Accredited Driver 
Trainers and their employers 
 
This code of conduct is made under section 58 of 
the Transport Operations (Road Use Management 
Accreditation and Other Provisions) Regulation 
2005. 
 
1.0 Purpose of code of conduct 
 
The purpose of this code of conduct is to provide 
clear guidelines for the standard of conduct 
expected of accredited driver trainers in 
Queensland. The code should be used as a 
reference guide by accredited driver trainers and 
employers of driver trainers. The code can also be 
made available to learner drivers and members of 
the public so that they know what behaviours to 
expect from accredited driver trainers. 
 
Under Schedule 4 of the Transport Operations 
(Road Use Management – Accreditation and Other 
Provisions) Regulation 2005, an accredited driver 
trainer must not contravene this code of conduct. 
Compliance with the code of conduct is a statutory 
condition of accreditation. 
 
Contravention of a statutory accreditation condition 
may result in the driver trainer having their 
accreditation as a driver trainer or as a rider trainer 
being amended, suspended or cancelled. 
 
Employers of driver trainers also have a 
responsibility to ensure that driver trainers 
employed by them comply with this code of 
conduct. 
 
2.0 Definitions 
 
In this code: 
 
Bribe – anything given, promised or offered to 
improperly influence a driver trainer. 
 
Driving lesson – a period of time in which teaching 
or assessment of a learner driver by a driver trainer 
occurs. 
 



 
Accredited driver trainer – a person who has been 
granted an accreditation as a driver trainer under 
section 41 of the Transport Operations (Road Use 
Management – Accreditation and Other Provisions) 
Regulation 2005. 
 
Driver training – advice, demonstration, instruction 
or training for driving a motor vehicle. 
 
Learner driver – a person who has been granted a 
learner licence under Part 3, Division 3 of the 
Transport Operations (Road Use Management 
Driver Licensing) Regulation 1999 or any other 
person receiving pre-licence driver training. 
 
Q-SAFE – Department of Transport and Main 
Roads (TMR) Driving Examiner policy and 
procedures manual. 
 
Rider trainer – a driver trainer who has been 
granted a further accreditation as a rider trainer to 
deliver Q-RIDE training. 
 
3.0 Accreditation dependent on validity of 
driver licence 
 
Under section 49 of the Transport Operations 
(Road Use Management – Accreditation and Other 
Provisions) Regulation 2005, a driver trainer 
accreditation is automatically suspended if their 
driver licence is suspended and has no effect while 
the driver licence is suspended. 
 
A driver trainer accreditation is automatically 
cancelled from the same day their driver licence is 
cancelled. 
 
A driver trainer accreditation is considered 
automatically surrendered from the same day their 
driver licence is surrendered to the Chief Executive. 
 
Under section 53(1) of the Transport Operations 
(Road Use Management – Accreditation and Other 
Provisions) Regulation 2005, it is an offence for a 
driver trainer to continue to provide driver training 
while their driver licence is cancelled, suspended or 
surrendered.   
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4.0 Relations with learner drivers and others 
 
4.1 Privacy/abuse of power or information 
 
The driver trainer shall respect the privacy of 
learner drivers or former learner drivers and in 
particular, must not distribute or make use of the 
personal details of learner drivers or former learner 
drivers.  
 
The driver trainer shall not disclose information 
improperly, nor abuse the powers or resources 
available to him/her. This includes, for example, the 
inappropriate use of any person’s licence details for 
the purpose of securing a test time slot. To do so 
may constitute a breach of the Information Privacy 
Act 2009. 
 
A driver trainer shall not provide false or misleading 
information to learner drivers or prospective learner 
drivers. 
 
4.2 Conflict of Interest 
 
The driver trainer shall avoid any conflict between 
personal interests and official duties. 
 
4.3 Punctuality towards learner driver 
 
A driver trainer shall arrange his or her affairs so as 
to ensure, as far as practicable, that an 
appointment with a learner driver for instruction or 
assessment is not delayed. Where a delay or 
cancellation is unavoidable the driver trainer shall 
endeavour to contact the learner driver by 
telephone to advise him or her of the extent of the 
delay. The driver trainer shall provide an 
opportunity for the learner to cancel the 
appointment and make other arrangements. 
 
4.4 Courtesy 
 
A driver trainer shall behave courteously towards all 
persons with whom he/she comes in contact when 
providing pre-licence driver training or conducting a 
competency assessment or during an audit by TMR 
staff.  
 
The driver trainer shall highlight their current 
accreditation identity card and their authority to 



train for the respective vehicle classes to the 
learner driver. 
 
While undertaking pre-licence driver training or a 
competency assessment, driver trainers shall apply 
themselves solely to the task and not engage in 
other activities. 
 
For example, the driver trainer shall not: 
 
 read documentation or other material, or 



operate items such as a computer or any 
equipment not directly relevant to the training or 
assessment session; 



 
 smoke in a vehicle while providing training, or 



eat or drink while providing training in a way 
that is inappropriate or distracting to the learner 
driver. 



 
4.5 Use of mobile phones while conducting 
training 
 
People who are learning to drive (particularly C 
class vehicles) can become distracted by the use of 
mobile phones in the vehicle. 
 
As the primary focus of the driver trainer while 
conducting training is on the learner driver, the use 
of mobile phones should be restricted when 
conducting driver training. 
 
Incoming calls should be diverted to a message 
bank system and returned between lessons where 
necessary. The ring tone on the driver trainer’s 
mobile phone should be set on silent mode so as 
not to distract the learner driver. 
 
If the driver trainer wishes to make a mobile phone 
call due to unavoidable circumstances, then the 
driver trainer should first gain the permission of the 
learner driver and temporarily cease the training for 
the period of the phone call. The learner driver 
should be given additional tuition time on account 
of any time lost to phone calls made to or by the 
driver trainer.  
 
An exception to the above is where a driver trainer 
uses a mobile phone during the course of a driving 
lesson for a matter related to the lesson itself. 
 










 

4.0 Relations with learner drivers and others 

 

4.1 Privacy/abuse of power or information 

 

The driver trainer shall respect the privacy of 

learner drivers or former learner drivers and in

 

particular, must not distribute or make use of the 

personal details of learner drivers or former learner 

drivers.  

 

The driver trainer shall not disclose information 

improperly, nor abuse the powers or resources 

available to him/her. This includes, for example, the 

inappropriate use of any person’s licence details for 

the purpose of securing a test time slot. To do so 

may constitute a breach of the Information Privacy 

Act 2009. 

 

A driver trainer shall not provide false or misleading 

information to learner drivers or prospective learner 

drivers. 

 

4.2 Conflict of Interest 

 

The driver trainer shall avoid any conflict between 

personal interests and official duties. 

 

4.3 Punctuality towards learner driver 

 

A driver trainer shall arrange his or her affairs so as 

to ensure, as far as practicable, that an 

appointment with a learner driver for instruction or 

assessment is not delayed. Where a delay or 

cancellation is unavoidable the driver trainer shall 

endeavour to contact the learner driver by 

telephone to advise him or her of the extent of the 

delay. The driver trainer shall provide an 

opportunity for the learner to cancel the 

appointment and make other arrangements. 

 

4.4 Courtesy 

 

A driver trainer shall behave courteously towards all 

persons with whom he/she comes in contact when 

providing pre-licence driver training or conducting a 

competency assessment or during an audit by TMR 

staff.  

 

The driver trainer shall highlight their current 

accreditation identity card and their authority to 

train for the respective vehicle classes to the 

learner driver. 

 

While undertaking pre-licence driver training or a 

competency assessment, driver trainers shall apply 

themselves solely to the task and not engage in 

other activities. 

 

For example, the driver trainer shall not: 

 

 r ead documentation or other material, or 

operate items such as a computer or any 

equipment not directly relevant to the training or 

assessment session; 

 

 s moke in a vehicle while providing training, or 

eat or drink while providing training in a way 

that is inappropriate or distracting to the learner 

driver. 

 

4.5 Use of mobile phones while conducting 

training 

 

People who are learning to drive (particularly C 

class vehicles) can become distracted by the use of 

mobile phones in the vehicle. 

 

As the primary focus of the driver trainer while 

conducting training is on the learner driver, the use 

of mobile phones should be restricted when 

conducting driver training. 

 

Incoming calls should be diverted to a message 

bank system and returned between lessons where 

necessary. The ring tone on the driver trainer’s 

mobile phone should be set on silent mode so as 

not to distract the learner driver. 

 

If the driver trainer wishes to make a mobile phone 

call due to unavoidable circumstances, then the 

driver trainer should first gain the permission of the 

learner driver and temporarily cease the training for 

the period of the phone call. The learner driver 

should be given additional tuition time on account 

of any time lost to phone calls made to or by the 

driver trainer.  

 

An exception to the above is where a driver trainer 

uses a mobile phone during the course of a driving 

lesson for a matter related to the lesson itself. 
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In addition to the above, the driver trainer must 
observe all relevant regulatory restrictions in 
relation to the use of mobile phones while 
supervising a learner driver. 
 
4.6 Disclosure of locations of training 
 
The driver trainer shall identify the general 
geographical locations (such as streets and 
suburbs) where the training will occur. If the learner 
driver is under the age of 18 then this information 
must also be provided to a parent or guardian, if 
requested. 
 
4.7 Third parties in training vehicle 
 
A driver trainer shall not allow third parties in the 
training vehicle without first gaining the consent of 
the learner driver. 
 
In the case of a TMR officer conducting an audit of 
the driver trainer the learner driver must be given 
advanced notice that the audit will be taking place 
and that an additional person will be accompanying 
the driver trainer during the driving lesson. 
 
4.8 Unacceptable behaviour 
 
A driver trainer shall not engage in unacceptable 
behaviour towards a learner driver or a family 
member or a guardian of the learner driver, or any 
TMR staff member.   
 
Some examples of unacceptable behaviour include: 
 
 To intimidate, abuse or threaten the person. 



 
 To make offensive jokes, or use offensive 



language. 
 
 Suggestions or derogatory comments about the 



learner driver’s (or other person’s) racial or 
ethnic background, sex, sexual preference, 
disability, physical appearance or religious 
preference. 



 
 Abusive comments about the person’s learning 



or driving ability. 
 
 Unwelcome comments or questions about a 



person’s sex life or any other personal issues. 



 
 Unnecessary familiarity such as deliberately 



touching the learner driver. 
 
 Display of pictures or other material which can 



be interpreted as offensive and/or obscene. 
 
 Coercive behaviour intended to inappropriately 



influence the learner driver. 
 
 Expressing stereotyping such as making 



assumptions about a person’s peer group 
behaviour, values, culture or abilities. 



 
4.9 Lesson fees 
 
A driver trainer shall inform the learner driver before 
or at the commencement of their first driving lesson 
of the fee/fee structure for the lesson (or package 
of lessons), and of any refund policy, cancellation 
policy, and of the acceptable methods of payment. 
 
Learner drivers shall also be advised at the outset 
as to whether any fee increases may be imposed 
during the series of lessons. 
 
4.10 Termination of training 
 
The driver trainer has the right to terminate a 
driving lesson in reasonable circumstances. 
 
Examples include: 
 
 If the learner driver chooses to continue to drive 



the vehicle in a way that is expressly against 
the instruction being given and is considered 
dangerous. 



 
 If there is wilful vehicle abuse. 



 
 If the learner driver smokes during the training 



session. 
 
 If the learner driver engages in unacceptable 



conduct. 
 
 
 
 
 










 

In addition to the above, the driver trainer must 

observe all relevant regulatory restrictions in 

relation to the use of mobile phones while 

supervising a learner driver. 

 

4.6 Disclosure of locations of training 

 

The driver trainer shall identify the general 

geographical locations (such as streets and 

suburbs) where the training will occur. If the learner 

driver is under the age of 18 then this information 

must also be provided to a parent or guardian, if 

requested. 

 

4.7 Third parties in training vehicle 

 

A driver trainer shall not allow third parties in the 

training vehicle without first gaining the consent of 

the learner driver. 

 

In the case of a TMR officer conducting an audit of 

the driver trainer the learner driver must be given 

advanced notice that the audit will be taking place 

and that an additional person will be accompanying 

the driver trainer during the driving lesson. 

 

4.8 Unacceptable behaviour 

 

A driver trainer shall not engage in unacceptable 

behaviour towards a learner driver or a family 

member or a guardian of the learner driver, or any 

TMR staff member.   

 

Some examples of unacceptable behaviour include: 

 

 T o intimidate, abuse or threaten the person. 

 

 T o make offensive jokes, or use offensive 

language. 

 

 S uggestions or derogatory comments about the 

learner driver’s (or other person’s) racial or 

ethnic background, sex, sexual preference, 

disability, physical appearance or religious 

preference. 

 

 A busive comments about the person’s learning 

or driving ability. 

 

 U nwelcome comments or questions about a 

person’s sex life or any other personal issues. 

 

 U nnecessary familiarity such as deliberately 

touching the learner driver. 

 

 D isplay of pictures or other material which can 

be interpreted as offensive and/or obscene. 

 

 C oercive behaviour intended to inappropriately 

influence the learner driver. 

 

 E xpressing stereotyping such as making 

assumptions about a person’s peer group 

behaviour, values, culture or abilities. 

 

4.9 Lesson fees 

 

A driver trainer shall inform the learner driver before 

or at the commencement of their first driving lesson 

of the fee/fee structure for the lesson (or package 

of lessons), and of any refund policy, cancellation 

policy, and of the acceptable methods of payment. 

 

Learner drivers shall also be advised at the outset 

as to whether any fee increases may be imposed 

during the series of lessons. 

 

4.10 Termination of training 

 

The driver trainer has the right to terminate a 

driving lesson in reasonable circumstances. 

 

Examples include: 

 

 I f the learner driver chooses to continue to drive 

the vehicle in a way that is expressly against 

the instruction being given and is considered 

dangerous. 

 

 I f there is wilful vehicle abuse. 

 

 I f the learner driver smokes during the training 

session. 

 

 I f the learner driver engages in unacceptable 

conduct. 
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4.11 Driver trainer to have complaints 
procedure 
 
The driver trainer must adopt a complaints 
procedure. A record is to be kept of all complaints 
received. 
 
The driver trainer should advise the learner driver, 
before or at the commencement of the first driving 
lesson that a procedure is in place in case the 
learner driver has a complaint about the driver 
trainer. The complaints procedure should also be 
made available to the parent/guardian of the 
learner driver if requested. 
 
The complaints procedure must include the 
following information: 
 
 For complaints regarding the quality of the 



training or the conduct of the driver trainer, the 
learner driver should direct their complaint to 
the employer of the driver trainer in the first 
instance, and if no satisfaction is reached then 
the leaner driver is to be directed to the TMR. 
The complaint to TMR should be made in 
writing providing all pertinent details. 



 
 For issues of a criminal nature, such as assault, 



the complaint should be reported to police in the 
first instance, with advice given to the Manager 
of the local TMR Customer Service Centre. The 
advice to TMR should be made in writing 
providing all pertinent details. 



 
 For issues regarding discrimination, the learner 



driver may contact the Australian Human Rights 
Commission, Anti-Discrimination Commission 
Queensland or the Queensland Police Service. 



 
 For disputes regarding fees or service contract 



matters, the learner driver should contact the 
employer of the driver trainer in the first 
instance and if no satisfaction is achieved the 
complaint may be lodged with the Queensland 
Office of Fair Trading. 



 
5.0 Driver trainer dress/presentation 
 
A driver trainer should dress in neat, conservative 
and tidy apparel, including safe and practical 
clothing and footwear. The driver trainer should 



have good personal hygiene and present a 
professional image. 
 
A rider trainer must wear protective clothing as 
defined in Q-RIDE Registered Service Provider 
Standards. 
 
6.0 Competency assessors 
 
A rider trainer shall abide by the relevant Q-RIDE 
Registered Service Provider Standards. 
 
A driver trainer who is a competency assessor for 
the MC heavy vehicle class must comply with all 
relevant regulatory requirements applicable to the 
operation of the registered training organisation. 
 
If a learner driver or a representative of the learner 
driver offers a bribe or threatens a driver trainer for 
the purpose of influencing the result of a 
competency assessment, the driver trainer must 
notify TMR as soon as reasonably practical with the 
relevant details. 
 
7.0 Employers of driver trainers 
 
Employers have a responsibility to ensure that all 
driver trainers who are employed or contracted by 
them are properly accredited to perform their role 
and are complying with all regulatory requirements 
including this code of conduct. 
 
Employers of driver trainers should be particularly 
familiar with Section 15 and Schedule 4 of the 
Transport Operations (Road Use Management 
Accreditation and Other Provisions) Regulation 
2005. 
 
 In addition to the prescribed penalty under the 
regulation, employers of driver trainers may also 
have their own driver trainer accreditation 
suspended or cancelled for failing to meet certain 
obligations. 
 
Employers should be aware that a driver trainer’s 
accreditation is dependent on the validity of their 
driver licence – see section 3.0. 
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employer of the driver trainer in the first 

instance and if no satisfaction is achieved the 

complaint may be lodged with the Queensland 

Office of Fair Trading. 

 

5.0 Driver trainer dress/presentation 

 

A driver trainer should dress in neat, conservative 

and tidy apparel, including safe and practical 

clothing and footwear. The driver trainer should 

have good personal hygiene and present a 

professional image. 

 

A rider trainer must wear protective clothing as 

defined in Q-RIDE Registered Service Provider 

Standards. 

 

6.0 Competency assessors 

 

A rider trainer shall abide by the relevant Q-RIDE 

Registered Service Provider Standards. 

 

A driver trainer who is a competency assessor for 

the MC heavy vehicle class must comply with all 

relevant regulatory requirements applicable to the 

operation of the registered training organisation. 

 

If a learner driver or a representative of the learner 

driver offers a bribe or threatens a driver trainer for 

the purpose of influencing the result of a 

competency assessment, the driver trainer must 

notify TMR as soon as reasonably practical with the 

relevant details. 

 

7.0 Employers of driver trainers 

 

Employers have a responsibility to ensure that all 

driver trainers who are employed or contracted by 

them are properly accredited to perform their role

 

and are complying with all regulatory requirements 

including this code of conduct. 

 

Employers of driver trainers should be particularly 

familiar with Section 15 and Schedule 4 of the 

Transport Operations (Road Use Management 

Accreditation and Other Provisions) Regulation 

2005. 

 

 In addition to the prescribed penalty under the 

regulation, employers of driver trainers may also 

have their own driver trainer accreditation 

suspended or cancelled for failing to meet certain 

obligations. 

 

Employers should be aware that a driver trainer’s 

accreditation is dependent on the validity of their 

driver licence – see section 3.0. 
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7.1 Employment of non-accredited driver 
trainers 
 
An employer, who may be an owner or manager of 
a driving school or other business conducting driver 
training, must not employ or contract any person to 
perform the role of a driver trainer to give pre-
licence driver training for a fee or reward unless 
that person is accredited with TMR. 
 
Failure to abide by this may result in TMR 
suspending or cancelling the accreditation of the 
driver trainer who owns or manages the driving 
school/business. 
 
7.2 Ensuring compliance with accreditation 
conditions 
 
An accredited driver trainer, who is an owner or 
manager of a driving school or other business 
conducting driver training, must ensure that all 
accredited driver trainers employed or associated 
with that business comply with the statutory 
accreditation conditions including this code of 
conduct. 
Failure to abide by this may result in TMR 
suspending or cancelling the accreditation of the 
driver trainer who owns or manages the driving 
school/business. 
 
An accredited driver trainer who is an owner or 
manager of a driving school or other business 
conducting driver training has not breached this 
code if the person has exercised reasonable 
diligence and taken reasonable steps to ensure the 
accredited driver trainer complies with the statutory 
accreditation conditions and all regulatory 
requirements. 
 
8.0 Presentation of driver training vehicle 
 
A vehicle used for driver training must be clean and 
tidy, both inside and outside, having regard to 
prevailing weather conditions, and be free from 
offensive odours. 
 
The vehicle must comply with section 59, 60 and 61 
of the Transport Operations (Road Use 
Management – Accreditation and Other Provisions) 
Regulation 2005. 
 



If requested by TMR, the driver trainer will make 
the driver training vehicle available to TMR for 
inspection by an authorised officer or other 
authorised person. 
 
If the training vehicle is to be used for the purpose 
of a learner driver undergoing a driving assessment 
conducted by TMR, the vehicle must be presented 
in a way specified in the Q-SAFE policy and 
procedures manual. 
 
A driver training vehicle that is presented to TMR 
for the purposes of a driving assessment on a 
learner driver should be presented by a properly 
accredited driver trainer at the test appointment.  
 
An exception is where a previous arrangement 
exists for another person to accompany the learner 
driver to the testing centre and where no driver 
training whatsoever is provided. 
 
A driver trainer must not allow the training vehicle 
to be used by a person who is not an accredited 
driver trainer for the purposes of providing pre-
licence driver training for a fee or reward. 
 
9.0 Driving behaviour of driver trainer 
 
A driver trainer should at all times model excellent 
and safe driving behaviour. 
 
Learner drivers and the general public have a 
reasonable expectation that a person being granted 
accreditation as a driver trainer will be a safe and 
competent driver, have a comprehensive 
knowledge of the road rules and would be able to 
perform well if given a TMR driving assessment. 
 
A driver trainer is expected to be medically fit and 
competent to use the various training controls and 
to drive the training vehicle at all times should the 
driver trainer be required to do so during the course 
of a driving lesson. 
 
Driver trainers must not: 
 
 Demonstrate poor driving habits or unsafe 



driving while in charge of a training vehicle. 
 Use the training vehicle’s training controls while 



delivering a driving lesson, if they are not 
competent to do so. 
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 Drive the training vehicle while delivering a 
driving lesson, if they are medically unfit to do 
so. 



 Fail to observe statutory requirements 
consistent with the role as supervising driver 
and as accredited driver trainer. 



 
 



 










 

 D rive the training vehicle while delivering a 
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so. 

 F ail to observe statutory requirements 

consistent with the role as supervising driver 

and as accredited driver trainer. 
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