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Introduction
This course is based on the unit RIIVEH201D: Operate Light Vehicle. This
course covers the operation of a light vehicle in the resources and
infrastructure industries. It includes:




Planning and preparing for operations.
Operating a light vehicle.
Carrying out operator maintenance.

This course material is appropriate for those working in an operational
role at worksites within:

Civil construction.

Coal mining.

Drilling.

Extractive industries.

Light Vehicles
The term ‘light vehicle’ refers to:

Compliance Documentation
Before driving any vehicle, you will need to make sure you have an appropriate
drivers licence and are aware of any workplace requirements and compliance
documentation related to the task such as:
 Legislative, organisation and site requirements and procedures.
 Manufacturer’s guidelines and specifications.
 Australian standards.
 Relevant state/territory environmental protection legislation.
 Relevant state/territory fatigue management regulations.
 Relevant state/territory Occupational Health & Safety/Work Health & Safety (OHS/WHS) legislation.
 Relevant state/territory permit regulations and requirements.
 Relevant state/territory road rules.
 Employment and Workplace Relations legislation.
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All of these things will impact on the way you conduct your work, and provide guidelines on how it can be done as
safely as possible.
Talk to your supervisor about compliance documentation that exists in your workplace.

Harmonisation of Work Health & Safety Legislation
In response to industry calls for greater national consistency, the
Commonwealth, states and territories have agreed to implement nationally
harmonised Work Health & Safety (WHS) legislation to commence on 1
January 2012.
While not all states and territories have actually implemented the model
WHS legislation as of the start of 2012, it is important to be aware of these
changes, as all states and territories will eventually implement them.
Harmonisation aims to develop consistent, reasonable and effective safety
standards and protections for all Australian workers through uniform WHS
laws, regulations and codes of practice.
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Key Elements of the Work Health & Safety Legislation
The following key elements of the WHS legislation will impact the way you do your job, and the responsibilities of
your workplace:

The legislation also outlines requirements for:
 The reporting requirements for notifiable incidents.
 Licences, permits and registrations (e.g. for persons engaged in high risk
work or users of certain plant or substances).
 Provision for worker consultation, participation and representation at the
workplace.
 Provision for the resolution of health and safety issues.
 Protection against discrimination.
Many specific details relating to WHS will be negotiated within the workplace in accordance with the legislation.
It is important that you speak with your Health and Safety Representative or supervisor for more information on
how these elements will effect your day-to-day operations, or if you have any concerns relating to health and safety.
A list of common WHS terms and their definitions can be found in Appendix A.

Duty of Care
It is your responsibility to ensure that your own actions while driving the light
vehicle will not place yourself or any other people in danger, on-road or off-road.
Risk taking behaviour places you and others in danger and risks damaging vehicles
and equipment.

Make sure that you abide by the rules of the road and the guidelines provided in workplace
OHS/WHS and Health Safety Environment (HSE) policies and procedures.
Always operate the light vehicle in accordance with the manufacturer’s specifications.
Having a complete understanding of the policies and procedures that are in place will
enable you to adapt to situations as they arise, especially when traveling off-road or over
rugged terrain where things can go wrong.
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Some examples of workplace guidelines/procedures are:
 Pre-operation and post-operation checks.
 Standards of operation.
 Storage and usage of fuels and lubricants.
 Policies and routines relating to wear and damage.
 Precautions and safeguards.
 Emergency response driving.
 Driving in adverse terrain.
 Driving in special environments.
 Reporting routines.
All personnel/workers are required to work together to create a safe workplace. This includes adapting appropriately
to cultural differences in the workplace, including modes of behaviour and interactions with others.

Obtain and Clarify Work Requirements
Before starting any work it is important to understand what it is exactly
that you are expected to do.
Guidance on work and procedures can be gained from a number of
sources. Depending on the type of work you do these may include:
 Geological and survey data.
 Work plans.
 Manufacturer’s instructions.
Work requirements are the standards and outcomes that you need to successfully complete your work. Each
organisation and site will have specific requirements relating to your job role.
These work requirements provide information and instructions relating to:
 Achievement targets.
 Coordination requirements/issues.
 Equipment defects.
 Handover details.
 Hazards and potential hazards.
 Nature and scope of work.
 Route.
 Shift briefings.
 Site lighting arrangements.
 Vehicle identification.
 Work orders.
 Working conditions.
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To ensure your own safety and the safety of those around you during the completion of your work you need to be
aware of these work requirements and any action that needs to be taken to see that they are followed properly.
Interpreting information and work requirements requires you to be able
to:
 Communicate effectively with others to coordinate light vehicle
operations.
 Plan and organise work tasks.
 Interpret plans, reports, maps, schedules and specifications.
It also requires you to understand:
 Basic mine geological and survey data.
 Map reading and road navigation techniques.
If you don’t understand what is required of you, talk to your supervisor or an authorised person and clarify your
work requirements.

Organising Work Tasks
A crucial part of planning and preparing for your activities on the site is to organise your work tasks.
You need to take responsibility for your own activities to make sure that your assigned activities will be completed to
the required standard, in the documented manner and within appropriate timeframes.
Your supervisor might provide you with a schedule for you to follow.
You may be required to organise your own work tasks and schedule your daily
and weekly activities. If so you need to work out a logical sequence to ensure a
smooth transition between tasks.
You could try using a handwritten checklist or a computerised diary entry to
make sure your work is carried out safely, efficiently and in accordance with the
requirements of the worksite.
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Geological and Survey Data
Geological data is the information about the materials and the environment in which you are working. Survey data is
the information used to define work areas and zones.

Geological Data
Geological data is used to:
 Define material types.
 Identify wet and dry areas.
 Define water tables.
 Identify broken ground, faults and joints.
 Identify compaction levels of the ground.
 Determine other job specific requirements – E.g. environmental plans,
waste material plans.

Survey Data
Survey data, marks and information can be used to define work zones,
pick-up areas, dump areas, spill zones, routes or traffic ways.
Knowing where these areas are is essential for the safety of all people
working or moving in the work zone as well as for the smooth
operation of machinery and completion of tasks.
Vehicle movement plans and circuit plans need to be defined clearly
before the works begin. These plans may change regularly depending
upon the worksite layout and changing work requirements. They are
usually discussed at site inductions, site toolbox meetings, pre-start
meetings or team briefings.
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Safety Information and Procedures
Regardless of the type of work you do, when operating a light vehicle there are a number of safety procedures that
need to be followed on a daily basis. Whenever using a light vehicle you need to act accordingly with regard to:

Ignoring any of these items can place you in danger, and may cause damage to the vehicle.
Talk to your supervisor for guidance on what is expected of you as the driver and what responsibilities fall to other
authorised personnel/workers.
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Journey Planning
Before setting off it is important to plan out the journey.
This includes checking the distance that needs to be covered, how long it will take, when and where to take breaks
and making sure you have all of the necessary emergency and ancillary equipment to ensure a safe journey.
Your Estimated Time of Departure (ETD) and Estimated Time of Arrival (ETA) need to be communicated to the
appropriate personnel/workers before you leave.
This will provide them with an expected time of arrival and will allow them to take action if you do not arrive when
you are expected.

Fatigue Management
Sleep deprivation during shift work or from excessive working hours is a known
cause of fatigue. Fatigued employees/workers are at increased risk of
accidents. Shift system design must consider:
 The effect on worker fatigue.
 The effects of activities carried out during rostered and overtime hours.
 The impact on sleep cycles of activities such as the time for commuting to
and from site.
 The monitoring and control of working hours.
Warning signs of fatigue:
 Poor and careless performance Greater tolerance for error.
 Difficulty concentrating and thinking clearly.
 Overlooking minor but potentially important details.
 Decreased attention span.
 Increased irritability.
 Decreased motivation.
 Slow reaction time.
 Impaired communication and cooperation.
 Complaints of headache, stomach, or other problems.
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While there is no substitute for adequate sleep, rest, or time off, you can employ some short-term countermeasures to minimise the hazards presented by fatigue.
Fatigue Counter-Measures include:
 Get plenty of rest before you start the journey.
 Rest for 15 minutes every 2 hours. This will give both your body and
your mind a break.
 Share the driving if you are traveling with another trained and
competent person.
 Don’t eat too much before you leave. Being hungry is a good excuse
to stop and take a break for a quick bite.
 Drink plenty of water to prevent dehydration. Before you leave drink
2 glasses of water, and try to drink at least a litre of water every 2
hours. Dehydration is a real problem when driving in air-conditioned
vehicles.

Equipment and Supplies
Make sure you have adequate supplies to complete the journey. Always plan for the
worst so that you can be prepared for anything that might go wrong. Things to consider
packing are:
 Recovery equipment such as shovels, jacks, jackplates/soleplates, winching
equipment, slings, shackles.
 Extra fuel.
 Extra water.
 Personal Protective Equipment (PPE) such as sunscreen, gloves, safety goggles, work boots, long sleeve clothing.
 Communication equipment.
 Any other equipment required by workplace policies or procedures.

Ancillary Equipment Requirements
Depending on the work you are doing, there are a number of different
types of ancillary equipment that can be used with the light vehicle.
Common ancillary equipment used in the mining and civil construction
sectors are:
 Vehicle loading cranes.
 Tailgate loaders.
 Sprayers.
It is important that you understand your job requirements so that you can select a light vehicle with the correct
ancillary equipment.
Make sure you have had adequate training in how to operate ancillary equipment so that you don’t damage the
equipment. Understanding the limits and operation of the equipment will also allow you to complete your work
safely and efficiently.
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Read the operators manual or relevant work site procedure before operating any equipment for the first time so
that you are aware of the characteristics, technical capabilities and limitations of the equipment.

Communications Equipment
Make sure all communication equipment is working properly before you head
off to the job. This includes CB radios, mobile phones or any other equipment
as required by workplace policies and procedures.
On longer trips, check in with the appropriate personnel/workers during the
trip to update them on your current position or of any incidents that may have
occurred which will have an impact on your planned schedule and ETA.
If you notice a hazard or potentially unsafe situation it is important to warn
any other drivers who may be approaching the area.

Identify, Address and Report Potential Hazards and Risks
In the mining and civil construction sectors there are a wide range of risks or hazards that you may come across in
your day to day work.
Some of these risks or hazards relate to the work environment, while other relate to the equipment you are using,
including the light vehicle.
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Not all risk or hazards can be prevented, especially when driving. The best thing you can do is to make sure you know
how to react when something goes wrong.
Hazards you need to keep an eye out for include:
Abandoned equipment.

Adjoining pit walls.

Animals and objects on road.

Contaminants.

Chemicals.

Faulty brakes.

Equipment.

Fences.

Faulty steering mechanism on
vehicle.

Flooded sections of road.

Fire in vehicle.

Holes.

Foggy conditions.

Materials.

Leaking fuel.

Over-hanging rocks.

Oil on road.

Pedestrians crossing the road.

Parked vehicles on the road.

Unsafe ground.

Pot holes.

Vehicles.

Unstable faces.

Windy sections of road.

Wet and iced roads.

Worksite hazards.

Adverse weather conditions (electrical storms, floods, fires).

The best methods for minimising any of the above hazards are to drive at a safe
speed and to always pay attention to what is going on around you while you drive.
If you know you are passing areas where livestock is held and there are gates that
lead onto the path you are driving on it is always wise to keep an eye out and
travel at a slower speed just in case livestock wanders out in front of you.
These hazards need to be minimised, controlled or eliminated wherever possible.
The same level of awareness needs to be maintained in areas where native
animals may cross in front of you. A kangaroo is capable of putting your vehicle
out of commission very quickly.
Conducting proper checks of the vehicle before you use it and
making sure that all minor and major servicing is completed
regularly will keep the vehicle in the best possible operational
condition.
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Sudden Tyre Deflation (Blow Out)
If one of the tyres blows out, the vehicle will instantly lose some traction and stability.
The best method to deal with this is to:
a) Maintain a firm grip on the steering wheel with both hands and try to hold a straight
course. Slowly let up off the accelerator pedal after the tyre blowout to gradually
decrease your speed. If possible shift down gears to aid in slowing the vehicle.
b) Ease your foot onto the brake to further slow-down. Do not slam on the brakes or
try to stop quickly after a blowout; it will increase your chances of losing control.
c) Indicate and drift toward the side of the road, making no sudden turns of the
steering wheel to get out of the way of traffic. Get as far off the road and out of the
way as possible.
d) Park the vehicle and turn on the hazard lights to alert passing traffic. Keep an eye on approaching vehicles and
avoid standing on the side of the vehicle closest to the road.
e) Change the tyre if you have a spare or call/radio for assistance.

Tyre Change Procedure
The procedure for changing a tyre is as follows:
Tyre Change Procedure:
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Park the vehicle in a safe position that will allow you to change the
tyre without putting yourself in danger from other traffic.

2

Put on your hazard lights. Turn the vehicle off and engage the park
brake.

3

Conduct a risk assessment before attempting to change the tyre.
Address any identified hazards such as traffic, manual handling and
equipment use and document the steps taken to address these.

4

Mark out the area around the vehicle with safety/hazard triangles
to direct traffic away from you and warn them of where you are.

5

Chock the wheel that is diagonally opposite the one you are
changing.

6

Put spare under vehicle.

7

Position the jack accordingly and operate it as per the
manufacturer’s specifications. Make sure the jack is set up on firm
level ground. If required the jack should be set up on a soleplate to
prevent it from sinking into the ground.

8

Raise the vehicle so that the tyre is off the ground.

9

Loosen the nuts on the tyre and remove the wheel. Be careful not
to strain yourself or injure your back while lifting the wheel off.

10

Put the flat tyre under the vehicle and get the spare wheel out
from under the vehicle.

11

Swap the wheel over and fasten the nuts tightly.

12

Lower the vehicle and stow the jack.

13

Take the flat tyre and stow it safely in the designated position.

14

Remove the chock and safety/hazard triangle and stow
accordingly.
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Report All Hazards
Any hazard that you come across on site needs to be addressed and reported for the safety of yourself and others.
Follow standard reporting procedures for your site and speak with your supervisor about taking action to eliminate
or minimise the hazard.

Personal Protective Equipment
Depending on the work you are required to carry out it is important that you always have the necessary personal
protective equipment (PPE) available.
 Personal protective equipment includes:
 Hand protection, eye protection.
 Head – hard hats when there is a danger of being struck on the head, sun hats.
 Hearing protection – ear muffs, ear plugs.
 Face – face shield, respiratory protection, dust mask.
 Clothing – high visibility, protective, full body clothing, safety vests, sunscreen or sun protection.
 Footwear – non-slip footwear that encloses the foot.
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Environmental Impact of Light Vehicle Operation
Light vehicle operations have the potential to impact heavily on the environment. All care must be taken to reduce
the impact as much as possible during operations.
Examples of the impacts that can be made on the environment through light vehicle operations are:
Example Of Environmental Impacts:
Breakage and dislodgment of rock and
other formations.

Damage to, or inappropriate behaviour
in, cultural sites.

Compaction of soil and other deposits.

Vegetation tramping and breakage.

Development of facilities and signs.

Disturbance of fauna.

Introduction of new flora and fauna.

Chemical alteration of environments.

Campfire scars.

Reduction in decomposing timber.

Intrusion into private lives and culture.

Noise.

Pollution with foreign matter (human waste, rubbish, soap, detergent).
These impacts can be reduced or avoided by:
 Keeping to roads, tracks and trails (not bush-bashing).
 Complying with land management principles and policies.
 Planning and conducting activities in a manner that minimises environmental impact.
 Demonstrating cooperation and consideration towards other land users.
 Setting up sites at appropriate locations and engaging in campfire management and rehabilitation.
 Avoiding fragile or sensitive environments and threatened species.
 Being aware of upcoming terrain and scouting ahead on foot when terrain gets difficult.
 Limiting the size of the party traveling (number of vehicles).
 Considering seasonal restrictions in some areas.
 Abiding by permits.
 Enforcing company policy and code of ethics and conduct.
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Routine Checks
Before using any light vehicle you must read the owner’s manual and check
that the vehicle is roadworthy. There are two common types of checks made.
These are:
 Pre-start checks are made before the engine is turned on.
 Operational checks are made after the engine is turned on.
A checklist can be found in the owner’s manual or may be available from your
supervisor or other authorised person. Complete all sections of the checklist
to document the checks that you have made.
An example of a Light Vehicle Inspection Checklist can be found in Appendix B.

Safety First
When conducting a check of the vehicle is it important to make sure you take all precautions such as using personal
protective equipment (gloves and safety goggles) when checking battery fluid levels.

Pre-Start Checks
Pre-start checks include a visual inspection of the vehicle to check for damage and wear of different parts and
different fluid levels.
Pre-start checks include checking:
Water.

Battery water & electrolyte levels.

Fuel (main tank and sub tank where
fitted).

Oil.

Coolant.

Brake & transmission fluid levels.

Hydraulic lines & connections.

Air cleaners.

Leads.

Belts.

Windows.

Mirrors.

Tyres including the spare (tread, condition, security, inflation).
Any off road safety equipment in line with manufacturer’s recommendations or
site policies and procedures.
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Check Tyres
Check the conditions and pressure of all tyres. Make sure they are suitable for the terrain. If required, change the
tyres in accordance with workplace procedures.

Cabin Checks
Once in the driver’s seat you need to check:

Operational Checks
Once the vehicle is started you will need to check that all functions
are working correctly. This includes:
 Air conditioner.
 Brakes.
 Lights.
 Horn.
 Gauges and instruments.
 Steering.
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Controls and electrics:
 Warning lights.


Tachometer.



Temperature gauge.



Electrical charging.



Ancillary systems indicator.



Speedometer.



Oil pressure.



Brake warning lights.



Audible warning devices.

Fuel Safety
When refuelling a light vehicle, make sure that you follow the site procedures and conduct the task in the correct
location.
Fuel is a combustible material, which means you must follow the safety requirements for the site. This will include:
 Ensuring there are no flames of any kind.
 Turning off electrical equipment such as phones, radios and pagers.
 Shutting down the engine and all other components.

Jump Start a Flat Battery
Late model cars are generally more dependent on complex electronics to function, and any voltage spike can
damage the delicate electronic circuitry. Where possible, quality jumper leads fitted with a 'spike guard' or 'surge
protector' will eliminate these problems.
Before attempting to jump start the vehicle take the following precautions:
 Ensure that the ignition switch is in the OFF position.


Turn off the lights and power draining functions to help ease the strain off the donor battery.



It is advisable that the vent caps be removed on non-maintenance free batteries. (Use appropriate PPE including
gloves and safety goggles as battery acid is corrosive).



Ensure that the donor battery is the same voltage as the flat battery.



Ensure that the two vehicles are not touching in any way.



Make sure that the vehicles are in either Neutral (Manual) or Park (Auto).
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Jump Starting Procedure
When jump starting a battery you will need to follow these procedures:
Jump Starting Procedure:
With all precautions checked, connect the red coloured jumper lead to
the (+) positive terminal of the booster battery and the other end of the
red jumper lead to the (+) positive terminal of the flat battery.
Connect the black jumper lead to the negative (-) terminal of the
booster battery and the other end of the black jumper lead to a good
earth point on the disabled vehicle (the engine block is typically the
best place for a good earth point).
Start the engine of the disabled vehicle and with the engine speed at
idle, disconnect the jumper leads in the reverse order of connection.

The car has now been started and after any caps and covers have been
replaced it is ready to be driven. The cause of the flat battery should be
identified and rectified as soon as possible.

Report all Faults
Report any faults that you find which you are not able to address yourself to an authorised person for corrective
action, or in accordance with site policies and procedures.
It is your responsibility to make sure that the vehicle you are about to use is safe for use and is roadworthy.
DO NOT, under any circumstances, drive a vehicle that is not roadworthy.
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Secure Loads
Loads need to be placed on or in the vehicle so that there is an even
weight distribution. If the vehicle is heavier on one side than the
other, there is less stability, especially when travelling over rough or
uneven terrain.
Loose or incorrectly retrained loads may cause serious incidents or
accidents.
All loads need to be secured to prevent movement in transit. This will
help to prevent the weight distribution shifting during travel.
Fluids in transit can change their centre of gravity. Lower speeds
on corners or over uneven ground or slopes may be required to
compensate for this.
Any dangerous goods or hazardous materials need to be properly
transported in accordance with workplace and legislative
requirements.
There are various methods for securing a load.
The most appropriate method should be selected based on the size, weight and type of load.
Load securing equipment may include:
 Straps.
 Ropes.
 Nets.
 Tarps.
 Chains.
 Cargo barriers.
 Storage boxes.
Correct load restraint is based on the following:
 The vehicle is appropriate for the load.
 The load is not placed in such a way that makes the vehicle unstable or unsafe.
 The load is secured to make sure it will not fall from the vehicle, using methods appropriate to the load.
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Load Safety Checklist:
The vehicle is suitable – has the required space and capacity to carry the load
without exceeding the manufacturer’s specifications.

Load is positioned correctly – in or on the vehicle in such a way that it does not
affect the vehicle stability, steering and braking.

Suitable restraint equipment is used – load securing equipment and vehicle
structure e.g. roof rack are strong enough to carry the load.

Load restraint is adequate – loads are restrained to prevent load movement
under all expected conditions e.g. sudden braking, up/down steep inclines.

Careful driving – vehicle stability is affected by heavy loads. Be prepared for
longer braking distances and reduced stability over rough or uneven terrain.

Load restraints should be checked throughout the duration of the journey.

Seating Position
Use the following tips to make sure you are in the correct seating position while driving the light vehicle:
1. Adjust your seat slightly forward of your normal position; this enables you to see the ground closer to the front
of the vehicle. This also allows better control in difficult terrain.
2. Ensure that you can fully declutch.
3. Adjust the seat back to enable you to sit up as straight as possible while keeping limbs bent (don’t lock your
elbows or knees).
4. Keep your thumbs on the outside of the steering wheel. If the wheel suddenly jerks to one side because of the
rough terrain you will avoid breaking your thumbs.
5. Make sure your mirrors are adjusted so that you have maximum visibility at all times.
6. When operating in scrub or timbered areas keep the windows up to stop branches coming into the vehicle while
driving. They could injure or distract you while negotiating the terrain.
7. Fit your seat belt.
8. Whenever possible keep both hands on the steering wheel at either the 9 o’clock and 3 o’clock positions or the
10 o’clock and 2 o’clock positions. These are considered the safest positions for driving.
Correct seating position helps to protect you in the event of an accident and also helps to reduce driver fatigue.
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Drive on Normal Roads
Driving on a normal road requires you to follow the same road rules as usual. Conduct all vehicle handling
procedures in a safe way and in accordance with organisational policies and procedures.

This may include procedures for:

Whenever driving a light vehicle make sure both hands are on the steering wheel at either the 9 o’clock and 3 o’clock
positions or the 10 o’clock and 2 o’clock positions. These are considered the safest positions for driving.
Whenever driving the vehicle the System of Car Control should be adopted. The System of Car Control is a system or
drill, each feature of which needs to be considered, in sequence, by the driver at the approach to any hazard such as
intersections, roundabouts and traffic lights, lane changing, overtaking and any other action by another road user
that has an impact on your driving.
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System of Car Control:
Select the course. Choose the safe and legal path through the
hazard.

Check mirrors for following and overtaking traffic and then
signal to warn others of your intention

Brake (adjust speed) so that the vehicle arrives at the hazard at
a safe and controllable speed to negotiate the hazard. Don’t
release the brakes until you can see if it is safe to continue.
When safe, select the appropriate gear (where required) and
check the mirror(s) (and blind spot if applicable) for overtaking
traffic.
Take evasive action as required e.g. horn warning just before
overtaking or if a vehicle is observed in the blind spot

Accelerate through the hazard to leave the hazard quickly and
safely allowing for the road surface and traffic conditions.

Assess Traffic Conditions
Whenever driving on roads you must take all traffic conditions into consideration. This includes:
 Speed limits for operation.
 Legal parking.
On mining sites, lights need to be on AT
 Traffic patterns & density.
ALL TIMES.
 Known peak periods & special community functions.
 Effects of weather on roads.
 Road surface/off road terrain.
 Visibility.

Lights and Indicators
Lights need to be used whenever conditions call for it. This includes:
 Early morning, early evening (dusk) and night.
 Adverse conditions such as fog, heavy rain and storms.
Be considerate when using hi-beams, fog lights or floodlights.
Do not drive up behind another vehicle with these on. Hi-beams also need to
be switched off whenever there is oncoming traffic.
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Maps and Navigation
Make sure the maps you have are current and clearly mark out the
route you plan to travel. Use satellite navigation equipment (satnav),
but do not ignore the need for a real map. If you run into a problem
and don’t have any reception you could end up in a lot of trouble.
Use the scales provided on maps to calculate the distance to be
covered. Knowing what this distance is, combined with the type of
terrain you are expecting to travel over, you can determine how long it
will take to complete the trip.

Techniques for Travelling in a Convoy
It is common for light vehicles to travel in a convoy format. This helps to ensure that all vehicles can get assistance if
required and that all drivers adopt the same principles, techniques and priorities for the journey.

Some guidelines for travelling in a convoy are:
The trip leader must always lead the way. They will
make the decision to move off formed tracks in order to
avoid a hazard.

Maintain contact with other members of the convoy via
radio or mobile phone. A radio channel should be
selected and confirmed before departure.

Wherever possible keep the vehicle behind you in sight
and wait at any turns until the next vehicle can clearly
see you.

Maintain a safe braking distance from the vehicle in front
of you, especially in wet or off-road conditions.

Stick with the convoy at all times or warn the convoy if
you are departing.

When negotiating rough terrain (steep hills, crossing
obstacles) only one vehicle should be moving through an
obstacle at a time. Once a vehicle has safely made it
through then the next one can follow.

Trip Leader to warn of hazards or oncoming vehicles on
gravel roads or when visibility is poor.
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Considerate and Safe Driving
The 3 most important aspects to drive safely are:
Aspects:
Attitude

Awareness

Ability

Description:
Your attitude is important while you are behind the wheel.
A good attitude will keep you calm, understanding, respectful and help to
minimise unnecessary risky behaviour.
Awareness of what is going on around you will allow you to react
accordingly as situations change.
You need to be aware of the conditions you are driving in (wet, dusty, poor
visibility, traffic), movement and behaviour of vehicles that you are sharing
the road with, pedestrians and cyclists in the area and the capabilities of
the vehicle you are driving (braking ability, visibility on the road, space that
you take up).
Driving ability comes with time, experience and practice.
Both your attitude and your level of awareness will contribute to your
ability to safely drive and control the vehicle.

Road Rage
Don’t be an outlet for road rage. These tips will help to keep you calm:
 Get Your Rest – Being tired contributes to mental fatigue and shortened tempers.
 Keep Your Cool – Do not engage in emotionally charged conversations or
arguments with your passengers or other drivers.
 Leave Your Problems Outside – Don’t drive angry. Aggressive
driving increases your chances of getting into an accident,
inflaming other drivers, and being unnecessarily impatient.
 Expect The Unexpected – By engaging in defensive driving
techniques, you will lessen the times that someone "surprises"
or irritates you with their erratic driving.
 Keep Your Distance – If you notice an irresponsible driver, give
them space.
 Relax – Listen to music in your car that puts you in a calm and relaxed mood.
 Allow Enough Time – Running late makes you feel stressed even before you walk out the door. Try to allow
yourself sufficient time to reach your destination.
 Give Yourself A Gentle Reminder – Road rage can be deadly – it is not unheard of for angry drivers to get so out
of control that the incident ends tragically. Velcro a small photo of your loved ones to your dashboard. When
you are feeling stressed on the road and are tempted to lash out at another driver, look at the picture to remind
yourself about what is at stake.
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Take Regular Breaks – When driving long distances, be sure to pull
over frequently to relax, stretch your legs and get a bite to eat. Even a
short stop can make a big difference.
Take A Deep Breath – When you feel yourself getting angry or upset,
take a deep breath and count to ten.
Drive Safely – Avoid tailgating and obey the speed limit.
Mind Your Manners – Everyone makes mistakes, so try to be understanding when another driver makes a mistake
near you. If someone cuts in front of you too closely, drives too slow or turns without a proper signal, try to keep in
mind that at some point, most of us have made a mistake on the road. You probably have too.

Risky Behaviour
Don’t take any risks while on the road. This does not mean you should be timid, but rather that you should never
take chances while driving. Risk taking behaviour can lead to serious injury and damage, not just to the vehicle you
are driving, but also to any other vehicle on the road.

Drugs and Alcohol
Never under any circumstance operate a vehicle while under the influence of alcohol or drugs. Both of these things
can affect your reaction time, judgment and level of rationality.
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Environmental Factors
Other factors that might influence the way you drive are:
 Driving Situation, for example:
 Day or night.
 Typical weather conditions.
 On open roads.
 During an emergency.
 Driving the vehicle while at a client’s workplace or worksite.
 Operational characteristics of the type of vehicle.
 Workplace procedures.
 Traffic conditions.
 Levels of emergency response.
 Adverse weather.
 Traffic regulations.
 Warning devices.
 Adverse terrain.

Braking Distance
There are many factors that contribute to the distance required to come to a complete stop:

Make sure you are aware of any environmental factors that may influence the braking distance required and that
you adapt to suit these requirements (e.g. drive slower, brake sooner, leave bigger gaps between your vehicle and
the one in front).
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In normal conditions a vehicle travelling at 60km/h will still take approximately 40 metres to come to a complete
stop. Under wet conditions this distance increases to around 55 metres and in icy conditions up to 70 metres or
more.

Defensive Driving Techniques
It is important to stay calm whenever driving the light vehicle and allow for other drivers on the road to make
mistakes. Defensive driving is always being prepared to take corrective action if required.

Listed here are some tips for defensive driving:
Always maintain a good vision ahead and around
your vehicle.

Stay alert and be prepared to react to the
unexpected.

Slow-down in unfamiliar areas, or where livestock
or native animals are in the area.

Follow the road rules and give way whenever
necessary.

Drive at the right speed for the conditions and
know when to slow down and stop.

Slow down near road works and follow speed limits
as instructed.

Watch for the reverse lights of any vehicle ahead
of you.

Use headlights in rain, snow, fog, in evening, or
early morning.

Use your horn to warn pedestrians or other drivers
of possible trouble or to avoid accidents.

Be cautious of cyclists or children playing anywhere
near the road.

Pay close attention to pedestrian crossings or
when driving near playgrounds, schools, and
shopping centre car parks.

Anticipate the mistakes or unsafe manoeuvres of
the other drivers, especially when negotiating or
crossing obstacles.

Keep the vehicle in good working order (tyres,
windows, fluids etc.).

If you plan to drive a long distance, stop and rest or
stretch after every two hours.

Allow extra space between heavy-equipment
vehicles, motorcycles, or bicycles and your vehicle.

If a tailgater is following you, move to another lane
if possible or pull to the side of the road and let the
tailgater pass you.

Always wear your seat belt.

DO NOT weave in and out of traffic.
DO NOT drive in another driver's blind spot.
DO NOT tailgate others, especially when on unsealed roads.
DO NOT drive if you have been drinking, are on medication, or are very tired.
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Drive Off-Road
Whenever operating the light vehicle off-road you need to be aware of the differences of vehicle handling and other
environmental factors that will influence the way you drive.
Always comply with workplace procedures whenever operating the vehicle off-road.
Driving off-road includes driving over terrain that may be:
 Smooth.
 Uneven or rough/rocky.
 Slippery or snowy/icy.
 Boggy or sandy.
 Steep and hilly.
 Covered in water.
 Or a combination of the above.
Each of these types of terrain needs to be handled in a particular way and may require you to use diff locks or special
equipment such as tyre chains.

Vehicle Warning Devices and Gauges
Make sure the light vehicle is operated in accordance with the Manufacturer’s Specifications, including:
 Engine characteristics.
 Systems warning functions.
 Four wheel drive operation.
 Radius of turning circle.
 Safety procedures.
Pushing the vehicle too hard may result in breakdowns and could put you and other
road users in danger.
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Things that need to be working correctly and that you need to be aware of while driving include:
 Oil temperature.
 Brake air pressure.
 Brake oil temperature.
 Computer indicators.
 Engine oil pressure.
 Service meter.
 Fuel filter.
 Parking brake.
 Retarder.
 Speedometer/odometer.
 Steering filters.
 Tachometer.
 Torque converter.
 Transmission filter.
 Voltmeter.
 Water temperature.
Keep an eye on your instruments and act immediately if any warning devices go off.

Use Ancillary Equipment
All ancillary equipment needs to be operated within its limitations and
capabilities.
If at any time the ancillary equipment becomes faulty, damaged or
unresponsive you should immediately stop using it, render the area safe and
report the problem to an authorised person. They will be able to tell you what
action needs to be taken to resolve the situation.
You may need to coordinate with other personnel/workers to organise safe access to certain areas in order to carry
out your work. Always conduct operations safely in accordance with site procedures.

Loading and Unloading Procedures
Common ancillary equipment used with light vehicles relates to the
loading and unloading of the vehicle. Equipment such as vehicle loading
cranes and tailgate loaders allow you to move heavy and bulky loads
easily.
Always handle loads safely and take steps not to injure yourself by
attempting to lift or move anything beyond your capability.
Where manual handling of the load is required always refer to existing
instructions and procedures (for example using team lifting).
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If the ancillary equipment requires you to work with other personnel/workers (for example using a vehicle loading
crane to load/unload a truck) it is important that you talk about how you are going to carry out the job and what
signals (if any) you will use to coordinate the operation.

Skidding
In the event of the light vehicle skidding while you are driving. The following are some techniques to help you control
the vehicle.

Oversteer
The tendency of a car to oversteer is affected by several factors such
as mechanical traction, aerodynamics, suspension and driver control, and may be
applicable at any level of lateral acceleration.
Generally, oversteer is the condition when the slip angle of the rear tyres exceeds
that of the front tyres, even when they are both small.
In other words, oversteer is where a corner is taken to hard, too fast and the back
wheels lose traction and the rear of the vehicle swings out sideways.
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The driving technique called opposite lock is meant to cope in this
circumstance.
Opposite lock involves turning the wheel to the opposite direction of
the turn to straighten up the vehicle and regain traction.
Rear wheel drive cars are more prone to oversteer, in particular when
applying power in a tight corner. This occurs because the rear tyres
must handle both the lateral cornering force and engine torque.

Understeer
Understeer is a term for a car handling condition in which the application of
cornering force (lateral force) also applies a rotational torque (or moment) to
the car in the opposite direction of the turn.
The effect is opposite to that of oversteer. In simpler words, understeer is the
condition in which the vehicle does not follow the trajectory the driver is trying
to impose while taking the corner, instead following a less curved trajectory.
Understeer is a dynamically stable condition; in other words, if control is lost,
the vehicle continues to point and travel in the direction that it is already
pointing and travelling in.

Wheel Lock Up
Braking hard in an emergency may result in locking up the wheels. When this happens the vehicle will continue to
slide along the road. ABS attempts to prevent this by automatically releasing and re-applying the brakes when wheel
lock up is detected.
You can mimic this yourself by easing off the brakes and re-applying them quickly over and over until you come to a
complete stop. A skidding car with locked wheels has no traction and pumping the brakes can help to create
traction, which shortens the braking distance.
This technique can also be used on gravel or surfaces with loose debris.
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Road Accidents
If your vehicle becomes involved in a road accident (collision with another vehicle or structure) you need to abide by
organisational procedures. Check the requirements of your organisation for reporting accidents.

Complete Operations
Once all work has been completed you will need to pack up in accordance with the work plan.
Correctly pack up or stow any ancillary equipment you have used.
Check that all items on the work plan have been completed to organisational standards and that the work area is left
in a safe condition.
Make sure you leave the area as you found it, taking any unwanted rubbish or debris away with you.
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Park and Shut-Down Light Vehicle
Once you have finished with the light vehicle it needs to be parked in a safe place or designated parking area and
shut down in accordance with workplace and manufacturer requirements for example:

Make sure the vehicle is parked in a way that it will not cause a hazard for other personnel/workers in the area.
Part of the shutdown procedure may be conducting post-operational checks. These checks are similar to the prestart checks.

Check Safety Mechanisms
Always check that all lights and the horn are operational before leaving the vehicle.
These checks should be followed up by a visual inspection and minor routine servicing in accordance with site
procedures.
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Conduct a Visual Inspection
Part of routine maintenance of light vehicles is conducting a visual inspection to see if there is any damage, or faults
that need to be repaired before the vehicle is driven again.
Walk around the vehicle and check for the following items:
Cab condition (no rags in air conditioner
vent, dirt around brake and accelerator
pedals, seat condition, all gear secured).

Oil leaks (engine, hydraulic hoses, ground)
fuel leaks (engine, on ground), water leaks
(radiator, hoses).

Cab mounts.

Damage to equipment.

Engine oil to be checked before starting
engine.

Fire suppression unit (pins in position in
triggers).

Grease lines.

Wheel nuts and studs.

Isolation and lock-out.

Windows (clean, emergency exit tag in
place).

Light positioning and cleanliness.

No combustible material around exhaust.

Personal proximity.

Radiator top up tank.

Tyres and rim condition.

Vehicle number.

Portable fire extinguisher (bracket, gauge,
hose, ease of access).
Always use an inspection checklist (if available) to maintain a consistent standard for checking the vehicles.

Conduct Routine Servicing
Check workplace policy and the manufacturer’s instructions for guidance
on the routine servicing requirements for the light vehicle.
Routine servicing needs to be conducted at regular, pre-determined
intervals. This servicing may include:
 Checking fluid levels.
 Degreasing.
 Greasing parts.
 Cleaning the cabin (vacuuming).
 Changing filters.
 Tightening loose fittings.
 Cleaning the exterior of the vehicle (forced air, steam
cleaning, pressure washing).
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Minor Maintenance and Repairs
Appropriate action needs to be taken if any faults or defects are detected during the inspection. This action will be
outlined by site procedures.
Minor maintenance and repairs may include:
 The replacement of blown globes in vehicle lights.
 Replacement of broken fan belt.

Replacement of blown fuse.

Door mirrors.

Changing of tyres.

Repairs to rear tail-light lens.

Repair of tyre punctures.

Replacement of coolant and other fluids.

Any defects you find need to be fixed if possible, providing you have the parts, training and authorisation to do so.
Defects also need to be reported to an authorised person and recorded according to site procedures.

Clean Vehicle and Equipment
Clean the vehicle and equipment once you have completed the post-operational checks and minor routine servicing
in accordance with workplace policy. The vehicle needs to be ready for the next person to use it.

Store Equipment
Check that all other equipment is working correctly and is ready for the next operator to use.
Clean it and conduct any required maintenance in accordance with manufacturer’s specification or workplace policy
and store it in the designated area.
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Report Defects to Relevant Personnel/Workers
If during operation, inspection or servicing you find something that is not right with
the vehicle you need to document the defect and report it, in accordance with site
procedures, to an appropriate person for corrective action.
No vehicles should be used that are defective or a danger to the driver or
personnel/workers in or around the vehicle.
Once corrective action has been taken and the vehicle has been repaired it can be
returned to active service.

Complete Required Documentation
You may be required to complete records of vehicle use such as kilometres driven, fuel consumed, incident reports,
trip/journey/itinerary reports or any other maintenance or servicing reports and documentation required by your
workplace.
Talk to your supervisor or an authorised person to make sure you have completed the required paperwork and get
them to help you if required.
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Appendix A – Work Health & Safety Common Terms and Definitions
Person Conducting a A ‘person conducting a business or undertaking’ (PCBU) replaces the term ‘employer’. A
Business or
PCBU includes all employers, sole traders, principal contractors, unincorporated
Undertaking (PCBU) associations, partnerships and franchisees. Volunteer organisations that also employ
people will be PCBUs.
A PCBU’s primary duty of care is to ensure the health and safety of everyone in the
workplace, so far as is reasonably practicable.
Officers

An ‘Officer’ is a person who makes, or participates in making, decisions that affect the
whole or a substantial part of a corporation. This includes Health and Safety
Representatives (HSR).

Workers

‘Worker’ replaces the term ‘employee’. It is defined broadly to mean a person who
carries out work in any capacity for a PCBU.
A ‘worker’ covers employees, contractors, sub-contractors (and their employees), labour
hire employees, outworkers, apprentices, trainees, work experience students and
volunteers.

Reasonably
Practicable

Reasonably Practicable is defined as action that is, or was at a particular time, reasonably
able to be done to help ensure health and safety based on the following factors:
a) Chances of the hazard or risk occurring (likelihood).
b) The degree of harm (consequence).
c) The knowledge of persons involved in the situation relating to the hazard or risk
and methods of eliminating or controlling it.
d) The availability and suitability of ways to eliminate or control the hazard or risk.
e) The costs involved in taking action to eliminate or control the hazard or risk
including consideration of whether the cost involved is inconsistent to the level
of risk.

Due Diligence

The Work Health and Safety Act 2011 (the WHS Act 2011) imposes a specific duty on
officers of corporations to exercise due diligence to ensure that the corporation meets its
work health and safety obligations. In short, they have a responsibility to ensure that the
PCBU is doing everything it should to ensure health and safety.
The duty requires officers to be proactive in ensuring that the corporation complies with
its duty.
Due diligence may be demonstrated through the following courses of action:
1. Acquiring knowledge of health and safety issues.
2. Understanding operations and associated hazards and risks.
3. Ensuring that appropriate resources and processes are used to eliminate or
minimise risks to health and safety.
4. Implementing processes for receiving and responding to information about
incidents, hazards and risks.
5. Establishing and maintaining compliance processes.
6. Verifying the provision and use of the resources mentioned in 1-5.
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Appendix B – Light Vehicle Inspection Checklist
Light Vehicle Inspection Checklist
Company Name
Operator Name

Site

Machine Number

Date

Item to be checked by driver:
Fuel level (main tank and sub tank where fitted) and leaks
(engine, on ground).
Water levels and leaks (radiator, hoses).

Y

N

/

/

Fault Report

Coolant.
Oil levels (Engine oil to be checked before starting
engine) and leaks (engine, hydraulic hoses, ground.
Brake & transmission fluid levels.
Battery water & electrolyte levels.
Tyres and rims including the spare (tread, condition,
security, inflation) and wheel nuts and studs.
Belts.
Leads.
Hydraulic lines & connections.
Air cleaners.
Windows (clean, emergency exit tag in place).
Mirrors.
Any off road safety equipment in line with manufacturers
recommendations or site policies and procedures.
Out of Service Tag attached?

Yes

No

Action taken to repair truck

Name

Date of Repair

/

/

/

/

Return to Service Authority by Supervisor
Supervisor Name

Comments

Signature

Date
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