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Responsibilities and Accountabilities
This template helps you create a safety policy that outlines your business’s commitment to safety. Sample content has been provided to assist you to develop content for your own business—review the sample content provided and tailor it to the size, type, nature and complexity of your transport activities and operating environment. Add your own content where relevant. For example, you may have employed mechanics, loaders / unloaders with specific responsibilities and accountabilities that should be defined. 
The first time you enter the name of your business in the ‘Business Name’ field it will automatically update all other instances of the field in this template.
Paste your logo into the ‘Insert Logo Here’ box in the header on this cover page and on page 2 (double-click in header to open). To increase or decrease the size of your logo, click the logo to display a box around the image and then drag a sizing handle from a corner of the box away from or toward the centre.
*** Delete this text before printing (click in text and then press Delete) ***


Responsibilities and Accountabilities
Introduction
Enter Business Name is committed to managing the safety risks arising from our heavy vehicle transport activities and the driving of a heavy vehicle, in a way that eliminates, or where it is not possible to eliminate, minimises those risks so far as is reasonably practicable.
Enter Business Name shall clearly assign roles, responsibilities, and accountabilities for managing safety and ensure that those with responsibilities have the appropriate level of support, information, training, knowledge, and skills needed to safely perform their role. This will be achieved through communication and engagement with those holding the responsibilities and be regularly reviewed to ensure that they are appropriate to the successful management of the business’s operations. 
Should a position be vacant, through a worker being on leave or otherwise absent, management shall be responsible for ensuring that the responsibilities, tasks, and duties assigned to the position are managed. 
[The below is optional depending on size and structure of the business]
Enter Business Name operates with the following structure.
[Insert organisational chart]
The below outlines the responsibilities and accountabilities of each role within the business. These responsibilities and accountabilities may change under certain circumstances such as changes to the size and context of the business, newly identified functions, business practices or risks, amendments to legislation or industry best practice. 
	Role
	Responsibilities

	Executive Officer / Operator
	Whilst the Executive Officer may delegate specific responsibilities to workers within the business, the ultimate accountability for the management of public risks arising from the operation’s transport activities remains with the Executive Officer.
The Executive Officer is responsible for:
· having a sound understanding of the business’s operating context including the nature and scope of its heavy vehicle transport activities, the hazards and public risks created by those activities, and the controls in place to eliminate of minimise those risks
· having practical knowledge of the policies, procedures and systems of work established by the business
· setting measurable safety performance objectives and targets
· having arrangements in place for assigning responsibilities for key safety related functions
· ensuring that the Safety Management System (SMS) is implemented, maintained, and monitored and reviewed for effectiveness and continual improvement
· ensuring adequate resources (human, financial, technological) are allocated to effectively manage safety risks
· ensuring persons within the business have the appropriate level of information, knowledge, skills, and training to enable them to perform their duties effectively
· monitoring and reviewing the safety performance of the business and implementing corrective actions where appropriate
· proactively promoting a positive safety culture throughout the business
· encouraging and empowering workers to raise safety related concerns without fear of reprisal
· providing clear and concise safety related communication
· providing suitable well-maintained plant, equipment, and facilities to ensure the health, safety and welfare of workers, contractors, subcontractors and third parties where appropriate
· overseeing the overall management of the business’s transport activities to ensure compliance with the Heavy Vehicle National Law (HVNL) and other relevant legislation and jurisdictional obligations

	Safety / Compliance Manager
	The safety / compliance manager is responsible for:
complying with Enter Business Name policies and procedures
· supporting management to meet their primary duty obligations under the HVNL
· fostering and promoting a positive safety culture throughout the business and engage leaders and frontline staff to embed safety into day-to-day operations
· implementing and maintaining an SMS that aligns with the management of hazards and risks arising from the business’s transport activities and its obligations under the HVNL
· ensuring risk management activities are carried out and regularly reviewed
· implementing and monitoring Chain of Responsibility (CoR) obligations across all relevant parties
· monitoring regulatory amendments to ensure policies and procedures remain current
· undertaking internal monitoring and review activities to ensure the business’s operations are effectively managing hazards and risks associated with its transport activities
· investigating incidents, near misses and identified hazards and implementing corrective actions 
· overseeing the management of corrective actions and ensure appropriate close out
· communicating the outcomes of investigations, safety performance, monitoring and review activities to management and operational teams
· maintaining accurate, auditable safety related documentation 
· identifying emerging risks and opportunities for safety improvement
· integrating safety considerations into operational changes, new contracts etc.

	Managers / Supervisors
	Managers are responsible for:
· complying with Enter Business Name policies and procedures
· maintaining a working environment that eliminates or minimises safety risks so far as is reasonably practicable
· monitoring and reviewing hazard and risk controls to ensure that control measures remain effective
· implementing safe systems of work in accordance with the business’s SMS and agreed work arrangements
· providing timely information, training, and instruction to workers to ensure the safe conduct of the business’s transport activities
· reporting safety risks, incident, near misses or other concerns to the Safety Manager and assist with any subsequent investigation activities
· reviewing investigation reports and other safety related reports to ensure that adequate corrective actions have been implemented to prevent recurrence
· maintaining accurate, auditable records to demonstrate compliance with the business’s SMS and regulatory obligations 
· promoting a positive safety culture throughout the business


	Scheduler
	A Scheduler is responsible for:
· complying with Enter Business Name policies and procedures
· collaborating with consignors and consignees and research routes to ensure adequate time is allowed for completion of work
· ensuring the appropriate vehicles and equipment are assigned to enable safe completion of transport activities
· coordinating drivers to ensure work allocations are allotted, taking into account the driver’s qualifications, skills, and experience
· monitoring driver activities to ensure adherence to work and rest requirements and apply appropriate fatigue management practices
· communicating with drivers and other parties in the Chain of Responsibility to ensure transport activities can be completed without risk to the public
· collaborating with drivers and other parties to adjust schedules or implement contingency plans in response to unforeseen delays or unexpected disruptions
· reporting breaches and incidents and participate in investigations where applicable
· maintaining accurate, auditable records of schedules and transport activities
· collaborating with other work groups to facilitate vehicle maintenance schedules

	Drivers
	Drivers are responsible for: 
· complying with Enter Business Name policies and procedures
· ensuring that you report fit for duty and are free of the effects of fatigue, alcohol, drugs or any medical or psychological condition that may impair your ability to perform your duty in a safe manner
· co-operating with management to ensure safety obligations are complied with
· ensuring the safe operation and use of plant and equipment
· advising management as soon as practicable of any symptoms that may lead to adverse health issues or may render you unfit to drive
· reporting any unsafe conditions, equipment, or circumstances to management as soon as practicable
· cooperating with any incident investigations as required
· maintaining accurate, auditable records and completing National Work Diary records as required under the HVNL
· completing pre-start vehicle inspections and reporting any faults or defects
· ensuring that loads, loaded vehicles do not exceed mass or dimension limits and that all loads are properly restrained and transported within permits or classifications
· undertaking in journey vehicle checks to ensure mass, dimension, and load restraint compliance
· report any in journey fault reporting as per the business’s policies and procedures 

	All / Other workers
	Other workers are responsible for:
· complying with Enter Business Name policies and procedures
· participating in company workplace safety inductions
· reporting any safety events, hazards or near misses
· participating in and cooperating with investigations as appropriate
· participating in risk management activities as required
· not undertaking any work or other activities for which you do not have the adequate training, qualification, skills, or experience
· ensuring you are fit for duty
· managing fatigue in line with work / rest requirements
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