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Departmentally owned and operated buses are allocated to a specific school and the principal of that 

school is responsible for their day. Contract operated buses are assigned to a specific school and the 

principal is responsible for associated administrative matters. Principals should liaise with the bus 

contractor as the owner of the business in relation to service issues and day to day operation. 

 

School buses – Principal's responsibilities  
.  

Discipline on buses  
Students  
Principals are responsible for the setting of standards of behaviour of students on buses and ensuring 

that drivers control those standards and report breaches accordingly. Principals must follow up reports 

of misbehaviour and take whatever action is deemed necessary, in accordance with the school policy 

on student behaviour on buses, including suspension from bus travel, but only after prior consultation 

with the parent/guardian. Students must never be put off a bus while on route as a disciplinary 

measure.  

 

Drivers  
Principals are responsible for (department paid) driver demeanour and must ensure that any report of 

misconduct or any breach of school, departmental or legislative requirements is acted upon 

immediately and resolved. Any allegations of misconduct of a personal nature must be reported 

immediately to the Education Director for appropriate action, including legal advice as deemed 

necessary. Such allegations often have serious and sensitive ramifications requiring prompt attention 

The Critical Incident and/or Mandatory Notification Process should be followed as appropriate. 

  

General responsibilities  
Principals of schools which have been allocated departmentally owned and operated buses and/or who 

have contract operated buses under their control are responsible for the following:  

 The selection, approval and supervision of drivers (see Selection and approval).  

 Ensuring the availability of relief drivers.  

 The general maintenance and upkeep of departmental buses and a general oversight of 

contract operated buses (see Cleaning of buses).  
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Administrative duties, including certification of drivers' log returns and service and repair 

accounts for departmental buses, and the certification of claims for contract operated buses and other 

returns as required.  

 Regularly advising the Senior Transport Officer regarding the continued efficient and economic 

operation of bus routes and each section of the routes in accordance with the requirements 

contained in this policy. Discrepancies, inequalities and opportunities for bus route extensions 

or deletions must be reported to the Senior Transport Officer.  

 The preparation of timetables   

 The preparation and advice to parents of contingency plans to be employed in the event of bus 

breakdowns or other emergencies.  

 Reporting accidents or any acts of theft or vandalism involving departmentally owned buses to 

the Senior Transport Officer. Cases of theft or vandalism which can be traced to students, eg a 

slashed seat, must be followed up with the parents with a view to recovering repair costs.  

 Supporting contractors in investigating acts of vandalism.  

 Providing feedback regarding the performance of contractors.  

 The preparation of submissions for bus route alterations or any other matters pertaining to the 

operation of school buses (see new bus routes and alterations).  

 Ensuring that only approved students or other approved persons travel on school buses (see 

Eligibility to travel).  

 Ensuring that departmentally owned and operated buses are not used or hired by other than 

departmental schools or preschools (see Hire of buses).  

 

Drivers of departmental owned buses must:  
 Ensure the safety and behaviour of students while they are entering, travelling in and alighting 

from the bus, and report continued or serious misbehaviour to the principal.  - Drivers must 

not, under any circumstances, put students off the bus as a disciplinary measure or use any 

form of corporal punishment 

 Observe the requirements of the Road Traffic Act 1961 and the Motor Vehicles Act 1959, 

Australian Road Rules, all signs, signals, road restrictions and be courteous to other road users.  

 Use discretion in an emergency situation, but on no account leave children unsupervised in such 

a situation.  
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 The bus driver will walk the aisle of the bus on every trip to ensure that no child has been left or 

is hiding on the bus. 

 

 Before each trip, check tyres, coolant level, engine oil level, brakes, horn and steering. Ensure 

that all lights are operating, and that lenses, reflectors, mirrors, and front and rear windows are 

clean.  

 When carrying students, ensure that the lights are switched on (low beam).  

 Constantly monitor gauges and warning systems and stop the bus on any indication of fault. 

Report the fault immediately to the service garage. Any other suspected or noted faults must 

also be reported to the garage.  

 Ensure that doors are closed when the bus is in motion.  

 Ensure that keys are not left in the ignition when the bus is not being driven, and that the bus is 

locked when unattended.  

 Ensure that the parking brake is engaged when the bus is stationary.  

 Fuel the bus (refer to fuelling buses).  

 Avoid reversing a bus unless a responsible person is available to provide guidance.  

 Ensure that children sit in assigned seats if this procedure has been authorised by the principal.  

 Not convey any person other than approved students and passengers (see eligibility to travel).  

 Not allow parcels or equipment, other than hand held luggage, to be carried on the bus (see 

carriage of goods).  

 Adhere strictly to the bus timetable (as amended from time to time) prepared by the principal.  

 Arrange delivery of the bus for service and repair work as required, issue and sign order prior to 

the work being performed.  

 Complete entries in the Bus Log Book Form (Ed 037) daily.  

 Maintain the bus in a clean condition, inside and out.  

 Ensure that fire extinguishers are regularly checked and maintained in an effective working 

order.  

 Ensure that first aid kits are maintained in a clean condition and stocked in accordance with the 

list provided in the kit.  
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 Report all vehicular accidents immediately (see bus accidents).  

 Not drive in bare feet, thongs or derivatives, or high-heeled shoes.  

 Not use ear plugs, ear muffs or ear phones while driving a bus.  

 At all times while driving a bus be able to satisfy a zero blood alcohol reading as required by 

legislation (any breach could result in dismissal).  

 Not take any drug likely to impair performance as a bus driver.  

 Not smoke in buses.  

 Not set children down at other than their normal bus stop without specific approval in advance 

from the principal.  

 At all times observe local speed restrictions, exercise judgement and regulate speed according 

to road and/or weather conditions.  

 

 

 

Seat belts 

All students will wear a correctly fitted seat belt. Small children will be provided with a booster seat so 

that the belt is correctly fitted.  

 

Booster seats  

The principal is responsible, in liaison with parents and drivers, for determining whether a smaller child 

can travel safely on a bus. If the child cannot travel safely because of their size (ie seat belt cuts across 

their throat), then appropriate action must be taken before travel approval is given. 

 

First aid kits  

First Aid Kits are supplied in all buses owned and operated by the department and drivers must ensure 

that the kits are stocked and left in the bus at all times. 

 

Fire extinguishers  

The Code of Practice for Buses stipulates that every bus registered in South Australia shall carry within 

it, in such a position as to be readily available for use, an appropriate and efficient fire extinguisher. 
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Bus Servicing and Maintenance 

 

Legislative requirements  
The Road Traffic Act 1961 requires that all South Australian registered buses be inspected and 

safety labelled annually by inspectors from the Vehicle Inspection Section of the Transport SA. 

 

The Code of Practice for Buses prescribes for mandatory one monthly, three monthly and twelve 

monthly inspection schedules.  

No bus is permitted to operate without a current safety label (commonly known as a “safety 

triangle"). 

The maintenance of department owned school buses is the responsibility of the Principal of the 

school at which the bus is located. The Principal ensures that buses are made available to the local 

garage for their monthly Mandatory Maintenance Inspection and ensures that any faults with the 

bus which have been reported by the drivers are inspected and, if necessary, repaired by the local 

garage. The Principal is responsible for providing local purchase orders to garages for this work 

 

Cleaning of buses  
The cleaning of buses inside and out is the responsibility of drivers. Principals should make school 

facilities and equipment available for such purpose..  

The provision of items such as dusters, chamois cloths, brooms, floor mats and other items, eg 

bins, is the responsibility of the school. 

 

In accidents involving other than Government vehicles (eg contractor operated school buses) the 

principal must be notified of the accident as soon as possible.  

Drivers of departmental buses are not to make any statement about the accident, other than to 

police officers, unless instructed by the department.  

Where damage is sustained to a departmentally owned and operated bus, the driver or other 

responsible person must determine whether the vehicle is safe to be driven. The damage must be 

reported as soon as possible to the servicing garage. 

 

More Information 
 Safe transportation of children procedure October 2020 (DE Website) 
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School Bus Policy 
 

The Principal is responsible for Student 

Behaviour on buses. 

 Students are to stay in allocated seats 

 Seat belts will be worn. 

 Booster seats will be allocated and used by 

identified students. 

 Students sit on the seats with their feet in front 

not in the aisle. 

 Students remain seated until the bus has stopped moving. 

 The driver’s instructions are to be followed at all times. 

 The driver will determine what noise level is acceptable so as not to interfere 

with their concentration. 

 If the bus is delayed running early for whatever reason parents of children on 

the bus will be contacted. 

 Parents and students will make every effort to be on time for the bus. 

 It is the responsibility of parents to notify the driver if their child will not be on 

the bus in the morning. 

 The School will notify the drivers of any children known not to be travelling on 

the bus in the afternoon. 

 The bus driver will walk the aisle of the bus on every trip to ensure that no 

child has been left or is hiding on the bus. 

 Serious non-compliance with any driver direction may result in the bus pulling 

over and the driver contacting the Principal.  It may then be decided to wait for 

the Principal to come and take a child from the bus in the interests of safety. 

 The Principal will be in contact with parents regarding any inappropriate 

behaviours. 

 

Safety is our priority 


