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5.3 Vehicle documentation 

All YJNSW vehicles must have copies of a Motor Vehicle Running Sheet Logbook, Instruments of 
Restraint Registry Form and External Movements Use of Instrument of Restraint Register in the 
vehicle folder on board; all of which are to be completed at the beginning and end of each vehicle 
journey, as required.    

If a secure vehicle is damaged, has broken down and/or involved in an accident, a Vehicle Fault / 
Damage Report Form must be completed and submitted to the Absence Supervisor. If the vehicle 
is part of the CLU fleet of secure vehicles, the Vehicle Fault / Damage Report Form must also be 
scanned to the CLU Logistics Officers. 

6 Vehicle Safety and Maintenance 
Vehicles may be required at any time to transport young people or assist at a serious incident or 
event. Therefore, all YJNSW vehicles must be maintained so that they are always ready and safe 
to drive.  

6.1 Visual inspections 

 Vehicles must be thoroughly visually inspected at the: 

• beginning of each trip involving an escorted absence,  

• before transporting a young person, 
• going on another type of journey,  

• during breaks, or  

• before transporting a new young person or group of young people.  

This visual inspection involves checking serviceable condition of the vehicle and equipment , such 
as checking the oil, water tire pressure etc. All problems must be reported to the Absence 
Supervisor.  

6.2 Vehicle maintenance 

Vehicles must be cleaned and washed regularly and, where required, to particular standards 
outlined in each centre’s COVID action plan. It is the responsibility of either the centre or CLU to 
arrange for this to occur.  Part of this maintenance work includes physically testing the security and 
safety fixtures of the vehicle and equipment as outlined on the Safety Checklists for Registered 
Vehicles Form.    

6.3 Vehicle Safety  

Whilst travelling in a vehicle transporting officers must adhere to all road and traffic laws (e.g. wear 
provided seatbelts, abide by speed limits etc.), report on roadworthiness of vehicle or damage and 
check safety equipment at the start and end every transport shift.  

Any risk to the safety of employees or young people (e.g. identified hazards, risks and/or incidents) 
must be reported to the relevant absence supervisor ,  recorded in the online Workplace Safety tab 
in Justice SAP and the relevant report submitted (e.g. completion of an Incident Report (CIMS) 
when incident involves one or more young people.  

6.4 Manoeuvring in confined spaces or reversing vehicles 
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7 Vehicle Accidents and Breakdown 
All YJNSW vehicles are covered for roadside assistance, vehicle repair and equipment 
replacement if involved in an accident or broken down.  

7.1 Dealing with vehicle problems 

 
   

 
 

. 

7.2 State Government (SG) Fleet authorisation 

The SG Fleet must approve and authorise all work on departmental vehicles, prior to work taking 
place.  Appointed repairers must be informed of the approval process as SG Fleet will be invoiced 
the repair costs. Most major repairers will carry out repairs under these conditions.  

7.3 Roadside Assistance 

All departmental vehicles are covered by a roadside assistance provider.  Roadside Assistance 
services can be called to help with minor problems like flat batteries, running out of fuel, changing 
tyres if  the driver cannot, removing keys locked in vehicles and/or minor mechanical and electrical 
problems.   

If the problem is more serious and the vehicle must be towed away for repairs, decisions and 
arrangements are to be made by the Absence Supervisor.   

7.4 Involving Police at the scene of an accident 

 

   

  

   
   

  

  

 
  

7.5 Accidents with young people in vehicle 
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9 Communication During Transportation 

9.1 Using the Government Radio Network (GRN) 

YJNSW employees who use a GRN Radio must be considerate of others, by always answering 
direct calls, listening to messages carefully and not interrupting another user unless in an 
emergency.  

It is the responsibility of both transporting officers and absence supervisors to turn on the radio, 
check that it is working and the line is clear before sending a message. 

9.2 Sending a message via a GRN Radio 

All conversations and messages relayed through a GRN Radio must be operational and 
appropriate; messages that only relay information related to the arrival, departure, travel route 
and/or status report of the vehicle.  

Messages must be clear, concise and as accurate as possible so airtime is not congested. 
Transporting officers for this reason are to use the phonetic alphabet   as well as the following 
Radio Protocols listed below when using GRN Radios: 

• Copy – message heard and understood 

• Go Ahead – ready to receive a message 

• Stand By – not ready to receive message 

• Say Again – message not understood, repeat message 
• Copy So Far – more parts of this message will follow 

• Over – finished, response required 

• Out – finished, no response required 

If another user needs to send a higher priority message they may interrupt between messages , 
using “emergency, emergency, emergency”. The current user must stand by until the higher priority 
message is sent, and the sender finishes with “out”. 

9.3 Communication with supervisor during movement 

Regular contact with the absence supervisor throughout the movement must be maintained in 
order to inform of  changes in status, agreed travel route and/or location, estimated arrival times at 
the destination and the number of young people being moved at any given time.  

It is also important that the Absence Supervisor is advised as soon as practical, of an incident, 
issues and/or when the vehicle is out of radio contact.  

9.4 Communication with and supervision of young people during a 
movement 

 
 

 
 

.  

9.5 Communication with the destination 
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