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Community Bus
Application Form


Recreation Services Community Bus
Hire agreement and booking form
	Name of club / organisation: 
	     

	Postal address: 
	     

	Street address: 
	     

	Club / organisation ABN: 
	     

	Authorised person/role: to make this application

	Name: 
	

	Title / position: 
	

	E -mail:
	

	Business hours telephone: 
	     

	Mobile:

	


Legal and insurance status

	Is your club / organisation Incorporated with Consumer Affairs?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No 

	Public Liability Insurance Certificate of organisation. (copy must be attached)

Policy number:       



Amount covered:      


Bus Operator Registration and Driver Details

	Registered Operator Registration Number:      
Certificate Date of commencement:      
Name of Designated Driver:       


 FORMCHECKBOX 
 Copy of License attached

License No:      




Expiry Date:      
 FORMCHECKBOX 
  I have attached a copy of a secondary drivers license


Booking Details

	Purpose of Hire: 
	

	Anticipated attendance
	Numbers:      

	Hirer type:
	 FORMCHECKBOX 
 Community
 
 FORMCHECKBOX 
 School         FORMCHECKBOX 
 Private


	Where is the club / organisation based:
	 FORMCHECKBOX 
 Within Moreland 
 FORMCHECKBOX 
 Outside Moreland 


	Frequency of use:
	 FORMCHECKBOX 
 Once/casual

 FORMCHECKBOX 
 Weekly 
 FORMCHECKBOX 
 Fortnightly 


 FORMCHECKBOX 
 Separate list attached with dates, times facilities

	Facility
	 FORMCHECKBOX 
 CB1 (12 seats)   FORMCHECKBOX 
 CB2 (8 seats with wheelchair hoist)   FORMCHECKBOX 
 CB3 (12 seats)

Capacity numbers includes the driver


Enter date and select all other details from drop down options.
	Start Date
	End Date
	Day 
	Start time
	End Time
	Select bus/s

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 
 
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 
  
	 FORMDROPDOWN 
 
	 FORMDROPDOWN 


	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	  / FORMDROPDOWN 
/ FORMDROPDOWN 

	 FORMDROPDOWN 

	 FORMDROPDOWN 
  
	 FORMDROPDOWN 

	 FORMDROPDOWN 



Contact us 

· E-mail: recreation@moreland.vic.gov.au 

· In person or mail: 90 Bell Street, Coburg VIC 3058 / Locked Bag 10, Moreland Vic 3058

· Telephone 9240 2301 - Monday to Friday 8.30 am to 5 pm 
General
1. Once the application has been processed and approved the applicant will receive a confirmation notification via email from Council.

2. For any booking that cannot be accommodated, Council will contact the applicant and other arrangements may be explored.

Moreland City Council’s community buses are available for use by local not-for-profit organisations and community groups to support activities and programs that directly benefit residents of Moreland. The buses are allocated to eligible organisations according to the needs of priority groups, including frail older people, people with a disability, people from a culturally and linguistic diverse communities and young people.

Eligibility

The Community buses are available for use by non-profit organisations operating within the municipality of Moreland. Probationary licenses will not be accepted, and drivers must be 21 years of age or over.

Community buses will NOT be hired to groups who fail to STRICTLY adhere to the following the agreement outlined.

Council reserves the right to refuse any group that does not meet or adhere to the Guidelines and/or Conditions of Use. 

Priority Groups

Priority shall be given to special needs and disadvantaged groups in the municipality, such as, people with disabilities, youth groups, isolated people and people from a non-English speaking background.

If demand for bus hire exceeds availability, the following factors will be taken into consideration when determining priority:

First priority

Not for profit locally based Community groups which support Moreland residents with age related disabilities or other disabilities who are unable to access public transport, and who would otherwise be socially isolated;

Not for profit locally based community groups which support Moreland residents at risk of social isolation for a variety of reasons including financial disadvantage and cultural issues;

Not for profit groups which operate cultural, sporting, recreation and leisure activities for disadvantaged youth;

Second priority

Other not for profit community groups that provide social and recreational activities, where health, social, cultural or financial disadvantage is not evident, but where there is an identifiable benefit to the wider Moreland community;

Community groups providing transport to groups where the proportion of Moreland residents is low, but there is an identifiable benefit to the wider Moreland community;

Community based organisations servicing eligible Moreland residents (occasional use).
Ineligible groups and activities

Social and recreational activities for private parties;

Activities for people residing outside the City of Moreland;

Groups which have previously breached the terms and conditions of use. 

Vehicles

There are three Community Buses available.

	BUS
	MAKE
	PASSENGERS

	CB1
	TOYOTA (Diesel)
	Driver plus 11 passengers

	CB2
	TOYOTA (Diesel)
	Driver plus 7 or 8 passengers with wheelchair hoist

	CB3
	TOYOTA (Diesel)
	Driver plus 11 passengers


Bus Safety Act 

The Bus Safety Act (2009) requires that all operators of a bus service that use buses with seating positions for 10 or more adults (including the driver) be either accredited or registered to provide that bus service.

The following types of bus operators must be registered to provide a bus service:

· Operators that only use buses with 10 – 12 seats ( including the driver)

· Operators of a bus service that is not a commercial bus service or a local bus service. This includes:

· Community and private service

· Non commercial courtesy bus service, and 

· Hire and drive bus services.

Council is committed to ensuring the safety of the community and in response to changes in the bus safety act, all user groups of Council’s community busses must be Registered Operators with Transport Safety Victoria to access Councils community buses. Information provided by Transport Safety Victoria can be found at www.transportsafety.vic.gov.au.
Visit the Transport Safety Victoria website to obtain the registration application form and obtain more information about the application process. Allow at least 2-3 weeks. Once registered, you must provide a copy of the registration to Council for our records. Council requires all community groups to be Registered Operators with Transport Safety Victoria prior to use of the bus. 
It is the hirer is responsibility to develop, maintain and implement a written alcohol and drug management policy and notify Bus Safety Victoria of any bus incident in accordance with the Act. The Hirer must keep their certificate of registration and be able to produce if requested by Council or Bus Safety Victoria.
It is Councils responsibility for all busses to be serviced regularly, Annual Bus safety inspections are undertaken and notify Bus Safety Victoria of any bus incident in accordance with the Act.

Availability

Community Busses are available for use at any time on a day-to-day basis, subject to availability. Overnight usage is not allowed.
Fees and Charges

A Hire Fee is charged to cover some of the costs incurred. 
	4 Hours
	8 Hours
	Full Day (8 Hours +)

	$ 41.50
	$ 67.40
	$ 98.25


Bookings

Each application for use must be made on a booking form. Applications to use the bus is made by the group and a driver nominated by the group. The agreement must be read and signed by the applicant and containing the applicant's undertaking to comply with these conditions of hire. Bookings can be made up to three months in advance. A Council Officer will then confirm the booking and notify collection of key timelines.

Your designated driver (and co-driver if relevant) will need to produce the completed application form and his/her driver’s license at least five working days prior to the date of bus use. Failure to do this before the designated time will automatically cancel the booking. 

If posting the forms in the mail, please provide a photocopy of the license of the person nominated to drive the bus along with all supporting documents as outlined in the checklist. Groups hiring the bus must ensure that the bus is not re-let.

For bus enquiries or bookings please contact Recreation Services on 9240 2372, fax 9240 1212 or email recreation@moreland.vic.gov.au 

Cancellations

Failure to notify at least 24 hours prior to the date of required use will result in a cancellation fee of $25 charged for each day that the bus was booked. If you are unable to speak to the bookings officer please advise in writing by email info@moreland.vic.gov.au
Methods of Payment

Payment can be made either online, Phone, BPAY, Post or In person and is detailed on the invoice supplied to the group once the booking is confirmed.
Bus Location

The buses are housed at the car park behind the Moreland City Council Municipal Offices. Please ensure you return the bus to the car park and lock the bus cage. Buses are to be caged overnight at Councils lock-up facility.
Driver’s Car
The driver’s car may be parked in the bus cage car park whilst the bus is being used. 

Council will not accept any responsibility for any damage sustained in this instance.
Key Collection

Keys are to be collected from Recreation Services at the Moreland City Council during the business hours of 8:30 am to 5 pm Monday to Friday.

Keys are to be collected on the day of use. If this is not possible, please arrange another collection time must be arranged. All bookings on weekends must have keys collected by close of business on Friday.

All keys are to be returned to the mail box (in the envelope provided) on the right-hand side of the front door at the municipal Offices, after returning the bus to the car park refueled.
Smoking, Alcohol & Food
No alcohol or food is to be consumed in the bus. There is strictly no smoking in the buses. 

Drivers are to register a 0.00 alcohol reading whilst driving the bus.
Destination
The bus must be driven only within the Melbourne Metropolitan Area.  

Fines
Whilst in possession of the bus, it is the user’s responsibility to pay all parking fines and driving violations.

Insurance

The hirer must supply a certificate of currency for public liability insurance for the groups outing at least 14 days prior to usage and must include the following information:

· Name of Insured: Your club/Organisations details

· Interest Insured: Legal liability to third parties for bodily injury and property damage arising out of the activities of the Insured.

· Sum Insured: Public Liability $10,000,000 any one occurrence
Community Buses are vehicles comprehensively insured via Councils Motor Vehicle & Fleet Policy. 
Council’s Insurance Policy excess is $500. In the event of an accident, the hiring organisation will incur either the excess amount or the cost of repair, whichever is less. The hiring organisation will be liable for the cost of Council’s Insurance Policy excess which is $500 or full costs if any loss results from negligence due to any unlawful act.
Hiring organisations need to ensure that they have the financial capacity to pay the insurance excess in the event of an accident or Public Liability Claim and forward Council with evidence that they hold Insurance Cover for the activity of operating a Community Bus prior to approval being granted by Council.
Risk Management 

As part of Councils Risk Management Policy the following requirements are in place to adequately manage Councils exposure to risks that are associated with the provision of its services.
The hirer/organisation must provide a copy of their drivers Victorian Motor Vehicle Drivers License and current Driver Demerit History Report.  Vehicles will not be made available until this information has been provided.  Reports are available by calling VicRoads on 13 11 71 (Mon - Fri 8.30am - 5pm, Sat 8.30am - 2pm) or accessing www.vicroads.vic.gov.au
The Driver Demerit History Report will be reviewed to assess the likely risk exposures to Council with any hire request and requests maybe refused if it is deemed that the drivers driving performance is not satisfactory.
The hirer/organisation and driver must adhere to Victorian Road Laws including the use of mobile and hand held devices.
The Driver is not permitted to consume alcohol whilst they are hiring the Community Bus.
The vehicle is NOT INSURED if the driver's blood alcohol limit exceeds the legal limit. Council will recover all costs associated with an accident/loss from the hiring organisation where the legal blood alcohol limit is exceeded. 

Where multiple losses are recorded hiring organisations/drivers may become non eligible for further hirer. 
Community Buses undertake scheduled servicing by Moreland City Council Fleet Maintenance and are also annually inspected by Transport Safety Victoria.

Busses are fitted with tracking devices for the safety of the users and security of the bus. The location of the vehicle will only be released on the following instances, vehicle is lost or stolen, vehicle has been involved in an accident or incident or information has been requested by Victoria Police. Group will be notified prior should the information be extracted during the times of bookings.
Accidents, Vehicle Damage & Breakdowns

Any mechanical defect, body damage or accident in which personal injury or property damage has been sustained, must be reported to the Council on the same day or next business day.
An incident must be reported to Council immediately. A report incident report must be completed and submitted to Council within 24 hours of the incident and further instructions and reports may be requested in line with Transport Safety Victoria and OHS incident / accident reporting requirements.  
Any damage (e.g. accidents, slashed seats or interior etc.), done during a group’s outing will be dealt with as follows:

· In cases of significant willful damage, the hirer will be fully responsible for paying all costs related to repairing the bus and the bus will not be made available to that particular group again. 

· In the case of an accident, the hirer is responsible for the insurance excess payment.

· The responsible hirer is to pay for any minor repairs and damage if the total cost is less than the insurance excess.
All accidents or vehicle loss will be investigated.
Breakdowns

In the event of a breakdown during business hours, notify Council for further instructions. 

For after hours breakdowns call the Council Depot on 0401 107 241 or RACV Road Service on 131 111 the membership number is 121 8537.
 
After Hours Emergency Contact
If an emergency occurs after hours or on a weekend, please contact the Moreland City Council On-call Service on 0419 512 527 where assistance will be given. 

Council After Hours Fleet: 0401 107 241

Fire, Police, Ambulance: 000 

City Link: 13 26 29     




RACV: 131 111 

Emergency Driver
A person other than the driver designated on the application form may drive the vehicle; if the health of the nominated driver is affected, if a long trip is being undertaken 

This occurs on the condition that the nominated driver is in the vehicle whilst it is being driven by the emergency driver.

Log Book

A Book kept in each of the buses must be completed prior and at the end of the allocated usage time. Failure to complete the logbook may result in future access to the vehicle being restricted or withdrawn.

Refueling

The bus must be returned with a FULL tank of fuel. A receipt, confirming payment of fuel is to be returned along with the vehicle keys.

When a bus is not returned to Council full of fuel, a $20 fuel fee will be applied to your account plus the cost of fuel. 

Bus Cleaning

The bus must be returned in a CLEAN condition; similar to the condition it is in when picked up. Specifically, it is required that:
· all rubbish is removed

· seats are wiped
· the floor is swept

· if muddy, the exterior and floor are to be washed.

Ensure that the buses are not driven through an automatic car wash or driven into a commercial parking station as these have height restrictions and damage can easily occur. 

If the bus is left in an unsatisfactory condition, the cost of cleaning will be invoiced to the user.

Vehicle condition reporting and refueling
Please refer to the document titled “Steps to be followed by the drivers of Moreland Community Bus”.  
This document is found beside the bus console within the vehicle along with a vehicle condition register, and a damage chart showing the existing damages.  Copies of unmarked damage charts are also available in the console to record any further incidents. 
· Any noticeable condition (e.g. Brakes, lights, etc.) must be recorded in the vehicle condition register and new damages noted on a new damage chart and placed in the bus with driver’s name and date of the inspection.  
· An incident report on any new damages must be sent via email to recreation@moreland.vic.gov.au with photos if possible at the beginning of the journey.  
· If there are no damages identified, the driver is still required to sign off the bus damage chart.  
· If any new damages are reported by the nominated driver at the beginning of the journey, after satisfactory investigation by Moreland City Council, the organisation who hired the bus prior will be contacted and may be liable for damages.  
Check list

Before submitting your application, please check to confirm you have: 

 FORMCHECKBOX 
 Signed the application form

Attached copies of the following documents:

 FORMCHECKBOX 
 Copy of drivers’ license attached (mandatory)

 FORMCHECKBOX 
 Copy of Operator Registration Certificate attached (mandatory)

 FORMCHECKBOX 
 Copy of Certificate of Public Liability Insurance for the group (mandatory)

 FORMCHECKBOX 
 Has the Driver been involved in any motor vehicle accidents in the past 24 months? Please specify date, incident date and claim amount.

 FORMCHECKBOX 
  Driver Demerit History Report
Declaration

I state that the information provided in this application is true and correct.  I also declare that this form has been submitted with the full support of the applicant group / organisation and I understand that making any false statements can lead to Council rejecting the application and pursuing other penalties available under law. I understand that this is an application only and may not necessarily result in approval.
I declare that I have read the Community Bus Agreement; I am aware of the group / organisation responsibilities when using the Community Bus and costs incurred as a result and will abide by the conditions in the Community Bus Agreement.

Signature: 










Position: 
Date of declaration 

/
/20  
This section is to be signed by designated driver

I declare that I have read the Community Bus Agreement; I am aware of my responsibilities as a driver when using the Community Bus and will abide by the conditions in the Community Bus Guidelines.

Signature: ___________________________________________

Date: ___________________________________________
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