THE UNIVERSITY OF

WY WESTERN
s’ AUSTRALIA

Journey Management Form

This form must be completed for trips that are not considered fieldwork but still require a detailed record of the planned
travel. A form must be completed for each vehicle. Air travel booked in Concur is considered an equivalent record and
does not need a journey management form.

| have considered options that eliminate exposure to driving related hazards and have determined
that this trip is still necessary.

Yes

Driver 1: Does the driver Yes Mobile:

hold a valid in date
Driver 2: driver’s licence for Yes Mobile:

the class of vehicle

' ?
Driver 3; being operated? | yoq Mobile:
Vehicle Make, Model & Colour: Rego No:
University: Private: Hire Vehicle:
Passenger 1: Mobile: Passenger 2: Mobile:
Passenger 3: Mobile: Include a passenger list with mobile numbers,
if trip involves more than 3 passengers.

Flights / helicopter details (if applicable):

By signing this form, all drivers agree:
1

2

3.
4.

Appropriate valid licenses are being held by all drivers.

Before the start of the trip, they will be fit to drive, well rested and alert, not under the influence of drugs,
alcohol, medications, or other substances that may impair their ability to drive.

All vehicle occupants will wear seatbelts.

To check the weather, road, and traffic conditions prior to commencing and as required during the trip.

For weather: Bureau of Meteorology http://www.bom.gov.au/

For road conditions: Main Roads WA: https://travelmap.mainroads.wa.gov.au/Home/Map

For traffic conditions: Google Maps: https://www.google.com.au/maps

The vehicle used is inspected, roadworthy, free of mechanical faults and fit to handle the weather and driving
conditions.

Sufficient time has been allowed to complete the trip based on road, weather, and traffic conditions at the time
of this trip.

2WD vehicles will not be driven on roads suitable for 4WD vehicles.

To review the information on vehicle operation, fatigue and any available insurance in the UWA-WHS-GUI-004
Fieldwork Guideline.

A driver or rider of a vehicle can only touch a mobile phone to make or receive a phone call if the phone is
secured in a mounting affixed to the vehicle or if they use hands free (no texting, emails or video calls). GPS
may be used by a driver whilst driving if no touch of the keypad or screen is required.

List all travel information including the return journey.

Date of Travel Start Location Destination Start Time Est. Finish Time

Hardcopies of this document are considered uncontrolled. Please refer to UWA website or intranet for the latest version.

Health, Safety and Wellbeing Journey Management Form Ref No: UWA-WHS-FRM-035

Date: = 27/06/2024 Next Review Date: = 27/06/2027 Version: | 1.0 Page: @ 1of2




V¥ WESTERN

e AUSTRALIA

Please use box below to include any relevant maps or detailed route, if applicable.

Emergency communication

Name of emergency contact: Mobile No:

Communication must be made with the emergency contact at each of the following:
Departure from start location

Arrival at destination

Unscheduled stops / breakdowns

Route deviations

Any changes in planned activities

The driver is responsible for making contact with their emergency contact person to advise of arrival at the destination.
If a driver fails to make contact within hour(s) of the scheduled arrival time, the nominated emergency
contact person will:

e attempt to contact the driver.

o attempt to contact any passenger(s).

e attempt to contact the destination.
Where no contact has been achieved and the driver has not arrived at the destination, the emergency contact
person will initiate emergency response (see below).

If attempts to contact the driver are unsuccessful, the emergency contact person will proceed as follows:
e Check with University Security on 6488 2222, available 24 hrs. a day and query whether any calls have been
received.
e Call the police station at the destination and check whether police have been contacted.
e Contact the Manager/ Supervisor.

| agree to provide a copy of this document to the emergency contact (and security if required) they
will be made aware of the details of this journey.

Driver 1: Date:
Driver 2: Date:
Driver 3: Date:

Sign off / Approval

Name Signature

Date:

Supervisor

Date:

Head of School (if
required)

Hardcopies of this document are considered uncontrolled. Please refer to UWA website or intranet for the latest version.
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