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Help for non-English speakers If you need help to understand the information in this 
policy please contact 9725 6689. 

Hi theihternak zulhphung kong hi na fian lomi a um ahcun Pembroke Primary 
Sianginn (9725 6689) chonh khawh a si. 

 

POLICY 

The purpose of this policy is to ensure schools meet safety and legal requirements 
when using private vehicles for official business. 

 

mailto:pembroke.ps@education.vic.gov.au


SUMMARY 

Schools must: 

• not direct staff members to transport other staff, students or equipment 
• ensure private vehicles used meet requirements for insurance and registration 
• avoid use of private vehicles, including those driven by volunteer workers, 

parents etc whenever possible 
• ensure the approval, safety and legal requirements are met when use of 

private vehicles is unavoidable 

DETAILS 

Schools must not direct staff members to transport other staff, students or 
equipment. Schools must ensure the following requirements are met when use of 
private vehicles is unavoidable. 

Approval, safety and legal requirements 

The steps below set out what a principal or principal’s delegate must do when a staff 
member has volunteered the use of their private vehicle for any official business 
which may include transporting students. 

Steps 

Principal or principal’s delegate must: 

1. ensure the application form to use a private vehicle on official duty is 
completed, Refer to Application to use a private vehicle on official 
duty form (also available on the Resources tab of Travel and Personal 
Expenses — Teaching Service) 

2. view the current and valid: 
• registration certificate for the vehicle 
• driver’s licence of the driver 

3. ensure compliance with child seat belt/restraint laws, see: 
• S558-2009 Changes to Child Restraint Laws (Word) 
• S561-2009 Changes to Child Restraint Laws Clarification (Word) 

4. sight the vehicle’s comprehensive insurance policy that includes: 
• liability at law by way of damages no less than $20 million 
• an indemnity to the employer 

5. approve the vehicle for use on duty by signing the Application to use a private 
vehicle on official duty form 

6. provide written authority to the person in the case that they are approved to 
receive reimbursement for using their private vehicle which specifies the 
conditions under which that the vehicle may be used 

https://www.education.vic.gov.au/hrweb/Documents/application_to_use_a_private_vehicle.docx
https://www.education.vic.gov.au/hrweb/Documents/application_to_use_a_private_vehicle.docx
https://www2.education.vic.gov.au/pal/travel-and-personal-expenses-teaching-service/overview
https://www2.education.vic.gov.au/pal/travel-and-personal-expenses-teaching-service/overview
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/Archive/Circulars/2009/s558-2009_changes_to_child_restraint_laws.doc
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/Archive/Circulars/2009/s561-2009_changes_to_child_restraint_laws.doc
https://www.education.vic.gov.au/hrweb/Documents/application_to_use_a_private_vehicle.docx
https://www.education.vic.gov.au/hrweb/Documents/application_to_use_a_private_vehicle.docx


FURTHER REQUIREMENTS IF TRANSPORTING 

STUDENTS 

When transporting a small number of students to a school activity in a private vehicle 
is unavoidable, the principal must ensure that: 

• if the driver is a staff member they are a member of the supervising staff 
• if the driver is not a staff member: 

o that steps 2 and 3 of the above process are adhered to 
o ensure that the school's volunteer checks policy is applied. Refer 

to Working with Children and Other Suitability Checks for School 
Volunteers and Visitors 

• parents and/or carers are advised that their child will be transported in a 
private vehicle and by whom 

• the school keeps accurate records of the students travelling in each vehicle, in 
case of an accident occurring 

RELATED TOPICS 

• Travel and Personal Expenses — Teaching Service (includes Reimbursement 
guide) 

• Working with Children and Other Suitability Checks for School Volunteers and 
Visitors 

• Work-Related Driving 

RELEVANT LEGISLATION 

• Road Safety Act 1986 (Vic) 

POLICY REVIEW AND APPROVAL 

Policy last reviewed 1/06/2023 

Approved by Principal 

Next scheduled review 
date 

This is not a mandatory policy and is taken directly from the Victorian 
Department of Education website to share with the school 
community for their information.  
Review to occur 1/05/2025 

 

 

https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/travel-and-personal-expenses-teaching-service/overview
https://www2.education.vic.gov.au/pal/travel-and-personal-expenses-teaching-service/overview
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/suitability-checks/policy
https://www2.education.vic.gov.au/pal/work-related-driving/policy
https://www.legislation.vic.gov.au/in-force/acts/road-safety-act-1986

