Mobility Office Documentation – Draft for Comment


TENNANT CREEK TRANSPORT 

Policies and Procedures

Aim of the project

To assist non-profit community based agencies to help their clients to address mobility and access issues.

How this will be achieved

By establishing a “Tennant Creek Transport”.

Purpose 

 The purpose of the Mobility Office will be to:

· gather, collate and make available information on local transport;

· make more vehicles available to non-profit agencies by establishing a vehicle sharing pool;

· increase the number of available drivers by establishing a driver pool for use by non-profit agencies;

· increase the number of available carers/assistants by establishing a social support pool for use by non-profit agencies;

· provide information on the purchase of commercial transport services; and

· administer a pool of service subsidy funds to be used to subsidise transport services that benefit the target group(s).

Target groups

The services of the Mobility Office will be aimed at relieving transport disadvantage on the Gold Coast. Transport disadvantage is to be found among the following groups and individuals:

· older people particularly those with mobility difficulties;

· parents with young children;

· people with disabilities;

· young people;

· people on low incomes;

· people who do not have access to a private vehicle;

· people who are locationally disadvantaged.

Particular target groups may also be defined by funding bodies and in funding agreements 

Priority of access to services

Priority of access to Mobility Office services will be given to non-profit agencies based on the Gold Coast who are members of the GCMC and individuals who are seeking information about or referrals to transport services and providers in the region. 

Priority will be given to groups funded by or individuals targeted by funding programs that support the work of the Mobility Office. 

Access to Mobility Office Services

Access to the services of the Mobility Office by groups or agencies will be limited to:

· those that are based on the Gold Coast;

· those that have a current membership of the Gold Coast Mobility Consortium;

· those that agree to abide by the policies and procedures of the Mobility Office.

Access to services by individuals shall be limited to:

· people who live on the Gold Coast; and

· people who are transport disadvantaged.

The Gold Coast Mobility Consortium

The purpose of the Gold Coast Mobility Consortium (GCMC) is to: 

· provide advice on the development of a policy framework for access and mobility on the Gold Coast  and related policy instruments;

· provide the Mobility Office with advice and support;

· to encourage membership of the GCMC;

· to promote the work of the GCMC and the Mobility Office;

· to encourage the use of the Mobility Office; and

· to seek funding and other support for the work of the Mobility Office.

Who makes up the Gold Coast Mobility Consortium?

Membership of the GCMC will include agencies and individuals with an interest in mobility and access issues on the Gold Coast. Agencies that wish to make use of the services of the Mobility Office will be required to become members of the Gold Coast Mobility Consortium.

All membership fees collected will be used to fund the Mobility Office.   

There are four categories of membership for the GCMC. These are:

General membership

This will be open to agencies and individuals with an interest in access issues on the Gold Coast. This will attract a nominal membership fee.

Lender membership

These are the agencies that make their vehicles available to the vehicle pool. This will attract a nominal membership fee.

Hirer membership

These are the agencies that hire vehicles or obtain drivers through the scheme. An annual membership fee will be payable.  Occasional hirers will pay a lower rate than regular hirers. Agencies with more than one branch will pay an annual membership fee for the core organisation and a lower fee for each branch that hires through the scheme.

Individual membership

This is available to any individual that is involved in the scheme such as volunteer drivers or escorts.  This will attract a nominal membership fee.

Obtaining membership

Application forms for membership will be made available through the Mobility Office. Applications will be assessed by the Mobility Office sub-committee of the Management Committee of Volunteering Gold Coast. This sub-committee shall have the right to accept or refuse an application for membership. 

Advantages of membership

Members will be able to make use of the scheme by lending vehicles and getting a financial return or by borrowing from the vehicle or driver pool or using the commercial transport referral list.

Individual and general members will be kept informed about the scheme through a newsletter. All members will be given an opportunity to have a say in the running of the scheme through periodic meetings where they will be able to discuss the operation of the Mobility Office and to suggest changes and improvements.

Membership fees

Membership fees will be set by the Mobility Office sub-committee of the Management Committee of Volunteering Gold Coast within the guidelines described above. Membership fees will be payable annually. Failure to pay for a renewal will mean that the membership will lapse and the group, agency or individual will no longer be eligible to obtain the services of the Mobility Office.

What happens to the membership fees?

The membership fees will be lodged in a separate account held by Volunteering Gold Coast. The monies in the account will only be spent on the activities of the Mobility Office. Financial reports on account activity will be provided to the GCMC on a quarterly basis and will be audited as part of the Volunteering Gold Coast accounts each year.

	Procedures related to membership

	Applications for membership will be made on a “Membership Application Form” which shall be available from the Mobility Office.

Applications shall be assessed by the Mobility Office sub-committee of the Management Committee of Volunteering Gold Coast. The membership shall become active after the application has been approved and the appropriate fee paid.

Each member shall be provided with a unique number or code. This number or code is to be used when using the services of the Mobility Office and as evidence of the right to attend meetings of the GCMC.

Details about each member shall be recorded on a database to be maintained by the Mobility Office. The details shall include:

· the membership number or code;

· the name and contact details of the group or person;

· the category of membership;

· membership fees paid; and

· when the membership renewal is due.

New members shall receive a package of information about the services offered by the Mobility Office and about how the GCMC operates.

Such a package will be made available to existing members on request.




The Mobility Office

The role of the Mobility Office (MO)

The Mobility Office will have six main roles.

1. To implement the Mobility Office policies.

2. To collate and provide transport information.

3. To operate a transport brokerage scheme.

4. To support transport operators that address transport disadvantage on the Gold Coast.

5. To act as an advocate on mobility issues on behalf of Gold Coast residents.

6. To resource the Gold Coast Mobility Consortium.

Information

The main streams of information to be collated by the Mobility Office will be:

· general information about public transport route services including Surfside Buslines  the railway and some courtesy buses;

· information about accessibility features of route services;

· information about the taxi system including wheelchair accessible cabs;

· information about the Taxi Subsidy Scheme including advice on eligibility, use of the scheme and how to apply; and

· information about other commercial transport providers including limousines and charter operators (the Commercial Operator Pool).

Vehicle brokerage

The Mobility Office will manage the vehicle pool. This will include:

· arranging written agreements between the Mobility Office and owners of pool vehicles;

· arranging written agreements between the Mobility Office and borrowers of vehicles;

· providing insurance cover for pool vehicles in respect of loss of no claims bonuses, loss of excess and the cost of providing replacement vehicles;

· ensuring that vehicle owners have appropriate insurance in place;

· ensuring that vehicle owners and borrowers are aware of the extent and limitations of any insurances that are in place.

· establishing an insurance claims process;

· establishing and maintaining emergency procedures;

· processing applications to provide vehicles;

· maintaining a register of suitable vehicles for the vehicle pool;

· processing requests for vehicles;

· arranging access to vehicles and keys; 

· arranging replacement vehicles when necessary; 

· administering billing and payments; and

· collecting and collating data on the use of the vehicle pool.

· ensuring the accurate completion of documentation that relates to pool vehicle hire including:

· The Pool Vehicle Agreement and Declaration

· The Pool Vehicle Hirer Conditions

· The Pool Vehicle Handover Form

· ensuring that information about the brokerage service is kept up to date and provided to pool vehicle owners, hirers and borrowers and drivers. This information includes:

· The Pool Vehicles Guidelines

· The Pool Vehicle Emergency Procedures

· The Vehicle Pool Policies and Procedures

	Procedures related to providing a vehicle for the pool 

	The following procedure shall be followed when an agency offers a vehicle for use in the vehicle pool:

1. The arrangements shall be discussed informally with the vehicle owners beforehand and any possible problems identified at this stage (eg access to keys, restrictive use policies etc.). 

2. The MO will confirm that the agency is a member of the GCMC.

3. If the owner want to proceed they shall be sent a copy of the “Vehicle Brokerage Pool – Owners Agreement”.

4. The owners will fill in and sign the agreement and send it back to the Mobility Office.

5. Relevant details from the agreement form will be entered onto the Vehicle Brokerage Database. Arrangements for accessing and returning keys and what to do in the case of an accident or emergency shall be clearly documented.




	Procedures related to hiring a vehicle from the pool 

	To hire a vehicle.

The Mobility Office will:

1. Ensure that the hirer is a member of the GCMC.

2. Provide the hirer with a copy of the “Vehicle Hire Agreement”.

3. Check MO records to ensure that the hirer has received a copy of the “Hirer Conditions”, the “Breakdown & Emergency Procedures Guide” and other policies and procedures that relate to bus hire and provide a copies if necessary.

4. Tell the hirer that the “Breakdown & Emergency Procedures Guide” should remain in the vehicle.

5. Obtain evidence of competency to drive from the proposed driver of the vehicle. The driver’s driving licence should be sighted and this acknowledged on the application form under the signature of the MO worker taking the booking or an approved contact person. the licence should be photocopied by the worker and kept on file. A photocopy of the licence is not sufficient evidence of competence to drive. These details may be kept on record and the procedure need not be repeated unless the licence is due for renewal. Occasional checks should be made to ensure that drivers have not been disqualified from driving.

6. Ensure that the licence category is appropriate for the vehicle to be hired.

7. Obtain evidence that the hirer has adequate public liability insurance.

8. Provide the hirer with a list of all equipment on the vehicle to be hired (eg fire extinguisher, first aid kit etc).

9. Inform the hirer that if they cancel a booking with less than 24 hours notice that a cancellation fee will apply.

10. The MO will take a deposit for the hire of the vehicle.

11. Before a vehicle is collected a Pool Vehicle Handover Form will be completed.

12. The MO will describe the arrangements for accessing the vehicle keys and for their return on the Pool Vehicle Handover Form.

13. On collection of the vehicle the Pool Vehicle Handover Form will be signed by the person handing the vehicle over and the driver or hirer representative. 

14. After the hire has finished the driver and the person receiving the vehicle shall countersign the Pool Vehicle Handover Form and return the form to the MO.  This form  will indicate the distances travelled, any damage to the vehicle, any automated motoring offences (eg illegal parking) that may have been committed and any incidents or emergencies that happened during the trip.




The Office will also manage the driver and escort pools. This will include:

· liaising with Volunteering Gold Coast about recruiting volunteers;

· liaising with agencies on the Gold Coast who may have volunteers available to join the pools;

· recruiting casual drivers to join the driver pool;

· informing pool members of emergency procedures;

· ensuring that pool members have appropriate skills or qualifications;

· maintaining volunteer accident insurance;

· maintaining a register of pool members that will include personal details such as contact details, qualifications and availability; 

· administering billing and payments; and 

· collecting and collating data on the use of the driver and escort pools.

The transport subsidy pool

If funding becomes available a transport subsidy pool can be established. The purpose of the pool will be:

· To assist non-profit community based groups that are providing transport with support for volunteer reimbursements.

· To assist non-profit community based groups with the purchase of transport (from the vehicle and driver pools or from commercial sources) when they have no other means to do so;

· To provide taxi vouchers to non-profit community based groups to distribute to clients in circumstances where no other transport services are available;

· To subsidise innovative practices by commercial transport operators where those practices will benefit the target groups of the agencies that provide funds for the subsidy pool.

Advocacy

The Office will have a role in advocating on mobility issues on the Gold Coast. This may include:

· encouraging funding bodies to mandate involvement in the pool for all funded vehicles on the Gold Coast;

· advocating for new or modified transport services;

· pressing for an increase in accessible transport for people with disabilities and people with mobility restrictions; 

· seeking funding for transport infrastructure, services and research; and

· supporting the work of transport action groups and other informal groups that are working to improve public and community transport. 

Resourcing the Gold Coast Mobility Consortium (GCMC)

As the GCMC will not be an entity in its own right, it will require the support of the Mobility Office staff in order to function. The Mobility Office will therefore:

· call meetings of the agency as agreed by agency members and the auspice body (Volunteering Gold Coast);

· record and distribute minutes of agency meetings;

· provide reports detailing the activities of the Mobility Office;

· provide advice with regard to the training needs of members of the driver and escort pools and other staff in the public transport industry.

General

To develop and implement a grievance procedure for members.

