TRANS
TRAINING

TLIF3013
Coordinate breakdowns and emergencies

LEARNER GUIDE



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANS
TRAINING

Version Control

TLIF3013 22.08.2025 Second edition

Copyright
Copyright © 2025 by GJ Trans-Training.

Copyright protects this material. No part of this publication may be reproduced, distributed, or
transmitted in any form or by any means, including photocopying, recording, or other electronic
or mechanical methods, without the prior written permission of the publisher, except in the case
of brief quotations embodied in critical reviews and certain other non-commercial uses permitted
by Copyright Act 1968 (Cth). For permission requests, write to the publisher, addressed
“Attention: Permissions Coordinator,” at the address below.

Enquiries should be addressed to:
GJ Trans-Training

25 Sydney Parkinson Ave.,
Endeavour Hills, Victoria - 3802
Australia
www.gjtranstraining.com.au

Disclaimer

Although the author and publisher have made every effort to ensure that the information in this
book was correct at press time, the author and publisher do not assume and hereby disclaim any
liability to any party for any direct, indirect, incidental, or consequential loss, damage, or
disruption caused by errors or omissions, whether such errors or omissions result from
negligence, accident, or any other cause. Data and case study examples are intended to be
fictional. Any resemblance to real persons or organisations is coincidental.

If you believe that information of any kind in this publication is an infringement of copyright, in
material in which you either own copyright or are authorised to exercise the rights of a copyright
owner, and then please advise us by contacting, GJ Trans-Training, 25 Sydney Parkinson Ave.,
Endeavour Hills, Victoria - 3802

Acknowledgement

This remains the property of GJ Trans-Training.



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANIS
TRAINING

Table of Contents

Table of Contents ......cciiiiiiiiaire s v s s s s s s s 2
5 1 g T« LT T ot o o T 3
............................................................................................................................. 4
CHAPTER 1: EVALUATE BREAKDOWN AND EMERGENCY SITUATIONS........csceaueuas 4

1.1 Causes and effects of breakdown/emergency situations are identified and clarified.8

1.2 Breakdown/emergency coordination procedures are applied in accordance with workplace

970 ol =T PP 13

1.3 Assistance is provided to injured persons within limitations of duty of care responsibilities

and workplace requUIrEmMENES ... i e 18

1.4 Load is identified and nature of risks and hazards are established and communicated to

(S LSAVZ= T a L= LU ol Lo o 1= 22

1.5 Appropriate precautions and actions are taken where load is identified as including
dangerous goods, explosives or hazardous substances, in accordance with relevant codes

of practice, regulations and related procedures .......cccviiiiiiiiiiiiiii i 26
........................................................................................................................... 31
CHAPTER 2: CONSULT WITH RELEVANT PERSONS AND AUTHORITIES.......ccavuses 31

2.1 Details of causes and effects of breakdown/emergency are reported in accordance with

00T o] F= ol o] Yol =Ta LU o =TS R 34

2.2 Assistance and cooperation is provided to relevant authorities within legal and workplace
1] o= o o 1= PP 39
2.3 Information about breakdown/emergency is obtained and/or exchanged in accordance
with legal and workplace requirements ......cooiiiiiiiii 44
CHAPTER 3: COORDINATE BREAKDOWN AND EMERGENCY SITUATIONS............ 49
3.1 Suitable measures are taken to control, warn, stop or divert traffic
breakdown/emMergeNCY Site .. cuiiiiiiii i i e e e e 52
3.2 Personal security precautions are taken in accordance with workplace procedures 57
3.3 Assistance is requested to minimise possibility of further damage to people or property, in
accordance with workplace policy, and relevant rules and regulations................. 61
3.4 Appropriate measures are taken to control and protect breakdown/emergency sites66
3.5 Traffic at breakdown/emergency site is controlled, as required, in accordance with

regulatory requirements and workplace procedures .........cooeviiiiiiiiiiiiiniiea e, 70

CHAPTER 4: COMPLETE DOCUMENTATION.....cctiicirm i sssassnsnassnsnassnsnnnsnnnnnnnnns 75
4.1 Required breakdown/emergency documentation and report procedures and processes are

(oo a1 0 1= S 78

4.2 Documentation and reports are filled in legibly and proofread .................ccoieil. 82
4.3 Documentation and reports are processed in accordance with workplace requirements

.................................................................................................................. 86
CHAPTER 5: ADDITIONAL CHAPTER .ciutictatiemariasarsssarsnsarsssarassasassassssasassnsassnsnsnnnas 91
Knowledge evidence (KE) COompliance ....cccivrrmrammrasmrasmsasssasssasssasssasssnsssnnsnnnss 100

2 =] ] =Y 3 o= 101



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide

TRANS
TRAINING

Introduction

This unit involves the skills and knowledge required to coordinate breakdowns and emergencies
when driving or monitoring a commercial vehicle on a transport network, in accordance with
relevant licensing requirements and regulations.

It includes evaluating breakdown and emergency situations, consulting with relevant
personnel/emergency authorities, coordinating activities at a breakdown/emergency site, and

completing all required reports and documentation.

Work is performed with limited or minimum supervision. It involves judgement and discretion
when coordinating breakdowns and emergencies that occur when driving a commercial vehicle.

No licensing, legislative or certification requirements apply to this unit at the time of publication.
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CHAPTER 1: EVALUATE BREAKDOWN
EMERGENCY SITUATIONS
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The transport and logistics industry is one of the most critical sectors underpinning modern
economies. Within this dynamic and demanding environment, vehicle operators are responsible
not only for delivering goods and services but also for ensuring that they manage risks associated
with breakdowns and emergency situations. The ability to evaluate such incidents effectively
forms a core competency for drivers and operational staff alike, particularly those responsible for
heavy vehicle operations or the movement of dangerous goods, hazardous substances, or
sensitive cargo.

Breakdowns and emergencies can occur at any time and often without warning. These events
disrupt routine operations and can present serious safety risks to drivers, passengers,
surrounding road users, pedestrians, cargo, and the environment. Timely and accurate evaluation
of the situation enables prompt and effective responses, minimising harm and supporting the safe
continuation or resolution of the transport task. Without proper assessment, the incident may
escalate, resulting in injury, environmental damage, legal liability, or reputational harm for the
business.

In the context of road transport, a breakdown refers to a mechanical, electrical, or operational
failure that renders a vehicle partially or completely immobile. An emergency, on the other hand,
encompasses a broader category of unexpected and potentially dangerous situations, such as
accidents, hazardous goods leaks, vehicle fires, or medical crises. In either scenario, a structured
and informed approach to evaluation is essential. Drivers, supervisors, and other relevant
personnel must apply their knowledge of the vehicle, load characteristics, surrounding hazards,
and legal responsibilities to make accurate assessments and initiate the appropriate actions.

The evaluation process must take into account a number of factors. Firstly, the type and severity
of the incident must be identified. This may involve visual inspection, listening for unusual noises,
observing warning lights, checking fluid levels, or consulting instrumentation and onboard
diagnostic systems. In some cases, especially with advanced fleet management systems,
electronic data may provide alerts or fault codes that assist in diagnosing the issue. Where
dangerous goods or hazardous materials are involved, evaluation must also consider the specific
nature of the substances being transported and the potential consequences of exposure or
spillage.

Secondly, the location and environmental context must be assessed. The setting of the breakdown
or emergency whether it occurs on a busy highway, remote rural road, urban delivery zone, or
private industrial site will influence the actions required to protect people and property. Road
conditions, weather, lighting, visibility, and surrounding traffic all contribute to the level of risk.
In some situations, simply exiting the vehicle may place a person in danger, especially on high-
speed roads or in areas with poor sight lines. Recognising these factors quickly allows the operator
to take immediate precautions, such as setting up warning signage, calling for assistance, or
initiating traffic diversion procedures.

The third critical component of evaluation involves assessing personal and public safety. Duty of
care obligations under work health and safety legislation require that workers take reasonable
steps to protect themselves and others. This means checking whether injuries have occurred,
whether anyone is trapped or in need of urgent medical attention, and whether any bystanders,
other drivers, or vulnerable road users are at risk. In more serious cases, the evaluation may
extend to securing the scene, calling emergency services, and implementing parts of an
established emergency response plan. For those operating under the requirements of a chain of
responsibility framework, there may also be obligations to notify employers, dispatch centres, or
regulators.
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Communication plays a pivotal role in evaluating breakdowns and emergencies. Once a situation
has been assessed, relevant information must be shared with the appropriate authorities,
including emergency services, road transport regulators, supervisors, or clients. The accuracy,
clarity, and timeliness of this communication can affect not only the safety outcomes but also the
legal and operational consequences. For example, if a vehicle carrying a regulated substance is
involved in an incident, failing to report the situation correctly could result in penalties or breaches
of licence conditions. Effective communication also supports coordinated responses, such as traffic
management or recovery vehicle dispatch.

Another important consideration during evaluation is the presence of external risks that may not
be immediately visible. These could include secondary hazards, such as fuel leaks that have not
yet ignited, unstable cargo that may shift further, chemical reactions involving spilled substances,
or psychological distress affecting drivers or passengers. Trained personnel must be capable of
identifying these risks and responding proportionately, rather than assuming that the visible
impact represents the full extent of the problem. Evaluation, in this context, is as much about
anticipating possible developments as it is about observing what has already occurred.

In the commercial road transport sector, especially where goods are being carried for reward,
there are stringent compliance obligations. Evaluation of incidents must be aligned with industry
standards, company procedures, and legal frameworks such as the Heavy Vehicle National Law,
Dangerous Goods (Road and Rail Transport) legislation, and the Model Work Health and Safety
Laws. These laws outline responsibilities not only for the driver but also for the broader transport
operation, including consignors, loaders, schedulers, and managers. An inadequate evaluation or
poorly informed decision made at the time of an incident may have flow-on effects, resulting in
enforcement action or public scrutiny.

Emergency evaluation also intersects with the concept of workplace preparedness. A well-
evaluated breakdown is one where the driver has been trained to identify the issue, understands
their obligations, and is supported by clear procedures and reliable equipment. This level of
preparedness does not happen by chance, it is the result of proactive planning, staff development,
and organisational commitment to safety and compliance. Evaluation, therefore, is not a stand-
alone activity; it is part of a larger safety system that includes preventive maintenance,
emergency drills, equipment checks, and continuous learning.

The skills required to evaluate a breakdown or emergency include both technical knowledge and
behavioural competence. Drivers must understand vehicle systems, load dynamics, and safety
protocols, but they must also possess situational awareness, critical thinking, and emotional
regulation. In stressful or unfamiliar situations, it is natural for adrenaline to affect decision-
making. However, those who have practiced evaluations in training scenarios, or who have access
to checklists and guidance tools, are more likely to respond effectively. VET programs play a
central role in developing these skills, ensuring that workers are equipped not only with theory
but with practical experience in simulated or real-world contexts.

The evaluation process also has implications for documentation and reporting. A comprehensive
assessment enables accurate incident reports, which are required under various regulatory and
insurance frameworks. These reports may later inform internal investigations, root cause
analyses, or safety reviews. They also contribute to organisational learning and the prevention of
future incidents. Therefore, an evaluation is not merely an operational necessity, it is a foundation
for continuous improvement in safety culture.

Furthermore, evaluating a breakdown or emergency situation requires collaboration with others.
This includes communicating with emergency responders, traffic controllers, tow truck operators,
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supervisors, and in some cases, the public. Interpersonal communication, respectful conduct, and
the ability to explain the situation clearly are essential. The evaluation must be shared,
understood, and acted upon by multiple parties, each with their own responsibilities and
expectations. Inconsistent or incomplete evaluations can lead to delays, misunderstandings, or
inappropriate responses.

There is also an economic dimension to breakdown and emergency evaluations. Every incident
has the potential to result in downtime, lost productivity, cargo damage, or increased operating
costs. Businesses that invest in proper evaluation processes are more likely to limit these impacts,
resume operations quickly, and protect their commercial reputation. Insurance premiums, repair
costs, and customer satisfaction are all influenced by how well a breakdown or emergency is
handled from the outset. Therefore, evaluation is not just about safety, it is also about operational
resilience and financial sustainability.

Finally, in a society increasingly focused on sustainability, emergency evaluations must consider
environmental implications. Spills, emissions, waste, and damaged materials all carry
environmental consequences. Evaluating the scale, type, and location of the incident allows
responders to activate the appropriate environmental protection measures. This may include
deploying containment materials, notify environmental regulators, or removing contaminated
items for safe disposal. In the transport sector, environmental compliance is no longer optional,
it is integral to the social licence to operate.



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANS
TRAINING

1.1 Causes and effects of breakdown/emergency situations
are identified and clarified

Transport and logistics systems rely on uninterrupted vehicle operation, efficient route planning,
and effective safety practices. Despite preventive measures, breakdowns and emergencies do
occur. A professional approach to managing these situations begins with accurately identifying
what caused the incident and understanding the resulting effects. This knowledge not only assists
in controlling the immediate risks but also supports incident reporting, legal compliance, and
future prevention efforts.

The ability to identify and clarify the causes and effects of breakdown and emergency situations
is essential for transport workers operating commercial vehicles. It ensures timely and informed
decision-making during stressful and potentially dangerous events, where incorrect judgement or
inaction could lead to injuries, environmental damage, or major financial losses.

Defining Vehicle Breakdowns and Emergencies

Breakdowns refer to instances where the vehicle becomes non-operational due to a mechanical,
electrical, or structural failure. Emergencies are broader and may involve injury, accidents,
hazardous material spills, fires, or security threats. While breakdowns may develop gradually,
emergencies often arise without warning and require immediate intervention.

Breakdowns may be inconvenient, but emergencies present safety-critical scenarios.
Differentiating between the two allows drivers and operators to select the most appropriate
response. For example, a flat tyre in a safe stopping area may be managed through standard
roadside assistance, while a tyre blowout on a high-speed motorway resulting in a collision would
trigger emergency protocols and external notifications.
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Common Causes of Vehicle Breakdowns
Understanding the root causes of breakdowns allows for preventative action, as well as effective
management during an incident. Mechanical and electrical failures are among the most frequent
causes.
Mechanical causes may include:

e Engine overheating due to coolant leaks or thermostat failure

e Transmission faults causing loss of drive

e Brake system failure from worn components or hydraulic issues

e Suspension collapse or loss of structural integrity

e Clutch failure or gearbox malfunction

Electrical causes often include:

e Battery depletion or failure to hold charge

Faulty alternators or charging systems

Blown fuses or damaged wiring looms

Sensor or ECU (engine control unit) failure

e Immobiliser system faults preventing engine start
Professionals should be trained to observe the early indicators of these issues, including
dashboard warning lights, noise, vibration, power loss, or unusual odours. Identifying these signs
can prevent further deterioration or allow safe positioning of the vehicle before complete failure
occurs.
Environmental and Road Factors Influencing Emergencies
Australia’s unique environment poses additional challenges for vehicle reliability. Breakdowns may
be caused or worsened by external environmental conditions and the quality of road
infrastructure.

Environmental contributors include:

e Extreme heat leading to tyre blowouts or engine overheating

Heavy rainfall causing road flooding or electrical shorting

Bushfire-prone areas where radiant heat may ignite components

e Dust ingress into filters and engine components in arid areas

e Cold climates in alpine regions affecting fuel combustion or battery life
Road conditions that increase breakdown risk include:

e Potholes or rough roads damaging suspension or wheel alignment

e Poorly lit or unsigned roads reducing hazard visibility
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e Roadside debris causing punctures or underbody damage
e Unsealed rural roads increasing vibration and wear

A sound understanding of environmental and surface-related risks allows drivers to plan routes,
adjust driving techniques, and carry appropriate spare parts or equipment.

Human Error and Behavioural Factors

While mechanical issues can often be anticipated, human error remains a leading cause of
incidents. A well-trained and alert driver is the strongest safeguard against emergencies.

Human factors contributing to breakdowns or emergencies include:

Driving while fatigued or exceeding regulated work hours

Distracted driving, including phone use or inattention

Inexperience or unfamiliarity with vehicle systems

Poor decision-making during adverse conditions

Failure to conduct pre-departure checks

Operators should be aware of fatigue management obligations under the Heavy Vehicle National
Law and applicable regulations. Recognising the signs of fatigue, such as microsleeps or lapses in
attention, is essential to preventing crashes or incorrect vehicle handling during a breakdown.

Load Type and Cargo-Related Risks

The type of load being carried can have a significant influence on the likelihood and seriousness
of breakdowns or emergencies.

Key cargo-related risk factors include:

e Overloaded vehicles increasing brake wear and heat stress

e Poor load restraint causing load shift or damage to vehicle structure

e Transportation of hazardous materials increasing fire or chemical risk

e Perishable goods reliant on functioning refrigeration systems

e Live animal transport requiring timely intervention and welfare compliance
If a breakdown occurs involving dangerous goods, procedures outlined in the Australian
Dangerous Goods Code must be followed. This includes notifying authorities, isolating the area,
displaying correct signage, and using spill containment equipment where necessary.
Drivers must also identify the potential effects of different cargo types. For example, if
refrigeration fails on a seafood delivery, financial losses are immediate. In contrast, a breakdown
while transporting oxygen tanks or fuel cylinders poses a potential public safety threat.
Clarifying Effects of a Breakdown or Emergency
The effects of a breakdown or emergency can be physical, financial, legal, and reputational. Clarity

around these outcomes supports accurate incident reporting and ensures appropriate support
from insurers, regulators, and employers.
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Typical effects include:
e Injury or fatality to the driver, passengers, or other road users
e Damage to the vehicle, load, or surrounding infrastructure
e Traffic disruption, congestion, or forced detours
e Missed delivery windows and contractual penalties
e Environmental harm through spills or emissions
e Legal scrutiny or prosecution if laws or safety standards were breached
e Psychological impact on the driver, such as stress or trauma

Drivers should be supported in the aftermath of serious incidents. Access to debriefing, mental
health services, and fair investigations contributes to workforce resilience and safety culture.

Legal and Compliance Considerations

Transport workers in Australia operate within a highly regulated environment. When a breakdown
or emergency occurs, understanding legal obligations and clarifying what happened is essential.

Relevant legislation and compliance frameworks include:

e Heavy Vehicle National Law (HVNL) for fatigue, mass, load restraint and vehicle standards

e Work Health and Safety (WHS) Acts and Regulations in the applicable jurisdiction

e Chain of Responsibility (CoR) provisions for shared legal accountability

e National Heavy Vehicle Regulator (NHVR) compliance codes

e Dangerous Goods Transport Regulations and the Australian Dangerous Goods Code
When clarifying the effects of an incident, drivers may need to provide reports to:

e Emergency services (police, fire, ambulance)

e Company supervisors or safety officers

e Regulatory inspectors or auditors

e Insurance providers

Reports must be factual, timely, and clearly describe what occurred, what was affected, and what
immediate actions were taken.

Communicating Causes and Effects Effectively

The ability to clearly articulate what happened during a breakdown or emergency is a professional
skill. Whether speaking to emergency personnel, control centres, or managers, the information
provided must be accurate, timely, and complete.

Effective communication may include:

e Describing symptoms prior to failure (e.g., “engine lost power after loud knocking sound”)
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Outlining external conditions (e.g., weather, visibility, traffic congestion)

Identifying the cargo or type of load involved

Providing timeline of events leading up to and following the incident

Sharing any mitigation measures taken (e.g., deploying triangles, calling tow truck)
Drivers should also be trained to use the correct terminology when communicating technical or
hazardous situations. Miscommunication can delay response and increase risk.

Organisational Role in Prevention and Response

Organisations must ensure that drivers and support staff are equipped to prevent and manage
breakdowns. This includes:

e Providing regular training in emergency procedures

e Scheduling and logging preventative maintenance

e Enforcing pre-departure vehicle checks

e Monitoring driver fitness for duty and shift length

e Establishing communication protocols and escalation procedures
e Maintaining current emergency contact lists

When breakdowns occur, immediate response teams should be available to assist. This may
include mobile mechanics, recovery vehicles, or designated emergency liaisons.

Organisations are also responsible for conducting post-incident investigations and using findings
to improve future safety systems and planning.

Importance of Early Recognition and Intervention

Identifying the cause of a breakdown early, even before full failure, is the best-case scenario.
Drivers should be encouraged to trust their instincts and report even minor abnormalities.

Indicators to look out for include:
e Unusual engine noise or vibrations
e Warning lights or repeated fault codes
e Smoke or burning smells
e Fluid puddles beneath the vehicle
e Reduced responsiveness when steering or braking

Stopping safely and reporting the issue may prevent more serious damage or risk. Timely action
demonstrates professionalism and protects both public safety and the business.
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1.2 Breakdown/emergency coordination procedures are
applied in accordance with workplace policies

o

A1POLICES

4m-—C

Coordinating a breakdown or emergency on the road requires more than technical know-how; it
demands the correct application of workplace procedures that have been developed to meet
legislative, operational, and safety requirements. Transport businesses throughout the country
operate under structured policies designed to provide clear guidance when breakdowns or
emergencies occur. These policies support a uniform response, reduce risk, ensure compliance
with regulations, and promote safety for all involved parties including drivers, passengers, road
users, and emergency personnel.

The application of coordination procedures involves putting these policies into action in a timely
and systematic manner. A consistent response is particularly important in environments where
time is critical, and the presence of hazardous materials, traffic congestion, or remote locations
can complicate the situation. Drivers must be trained to confidently follow procedural steps as
outlined in company manuals, safe work method statements, and emergency management plans.

Understanding Organisational Policies and Procedures

Workplace policies governing breakdown and emergency coordination are often established
through a combination of legal compliance, risk assessments, industry best practices, and
operational requirements. These documents may be contained in employee handbooks, vehicle
operation manuals, or electronic portals accessed through company systems.

Policies outline responsibilities, communication hierarchies, documentation protocols, and site-
specific procedures. It is not enough to understand these policies in theory; workers must know
how to apply them practically under stress and time pressure.
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Typical documents that define workplace coordination procedures include:

e Emergency Response Plans (ERPs)

Breakdown response checklists

e Communication and escalation protocols

e Site traffic management plans

e Hazardous goods incident management procedures

e Safety Management System (SMS) protocols

e Driver handbooks and induction manuals
Each organisation may differ in its approach, depending on its fleet, routes, cargo, and size.
However, what remains consistent across the industry is the requirement for these policies to be
followed precisely, particularly when serious safety implications are involved.
Initiating Immediate Action
The first step when a breakdown or emergency is identified is to act quickly and calmly. Drivers
are expected to secure the vehicle, protect the scene, and notify appropriate personnel as outlined
in their company procedures. This early response is critical in preventing secondary accidents and
maintaining legal compliance.

Immediate actions generally involve:

e Parking the vehicle safely, using hazard lights and wheel chocks

Placing safety triangles or cones to warn oncoming traffic

e Activating any onboard emergency alert systems

e Assessing the situation and confirming whether it is a breakdown or an emergency

e Referring to the vehicle's load manifest for dangerous or sensitive cargo

e Following communication protocols as set by the company
These actions not only assist in managing the situation but also demonstrate adherence to a
defined process that has been developed and tested by the organisation. In many cases, this
initial action will dictate the success of the entire emergency response.
Communication Protocols and Escalation Processes
Workplace policies usually include detailed communication flowcharts or escalation procedures
that must be followed during breakdown or emergency events. Drivers must be familiar with
whom to contact, in what order, and using what method. These details are often reinforced during
driver induction and refresher training.
Effective communication protocols may include:

e Notifying the transport operations manager or shift supervisor

e Providing accurate location information, often using GPS or route reference points
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Describing the nature and severity of the incident
e Communicating the type of cargo on board, especially if hazardous
e Confirming whether emergency services have been called or need to be involved

e Using designated two-way radios, satellite phones, or in-cab telematics platforms where
required

A breakdown in communication can lead to confusion, delays, or even risk escalation.
Organisations develop procedures to ensure that the right people receive the right information at
the right time, reducing uncertainty and speeding up the response.

Coordinating Third-Party Assistance

In many cases, external assistance will be required to resolve the breakdown or emergency. This
may include roadside assistance providers, mobile mechanics, tow truck operators, emergency
services, or specialist responders in the case of hazardous goods or medical emergencies.
Coordination of these parties must be done in accordance with workplace procedures to ensure
service level agreements, cost control, and safety protocols are upheld.

Company policies often include preferred supplier lists or contracts with breakdown service
providers. In some cases, workplace policies prohibit employees from engaging unauthorised third
parties, especially when transporting sensitive or dangerous loads.

Key coordination tasks may include:

e Requesting roadside assistance through authorised channels

Providing accurate descriptions of the issue to the technician

e Liaising between the company operations team and the third-party provider

e Ensuring the load is protected or monitored while the vehicle is immobilised

e Remaining with the vehicle if company policy requires it

e Documenting all communications and assistance received for future reporting
Drivers and other workers must always refer to current workplace policies before authorising
recovery or repair actions, particularly in high-risk scenarios. Failure to follow these policies could
result in safety breaches or insurance complications.
Applying Safety Procedures on Site
A core element of coordination involves protecting the safety of the driver, bystanders, and the
general public. Company procedures typically outline how to manage the breakdown or
emergency site safely. These procedures are often supported by industry codes such as the
National Heavy Vehicle Regulator's guidelines or those issued under WHS legislation.Workplace
procedures may direct the driver to:

e Assess the surrounding environment for secondary hazards

e Use high-visibility clothing and appropriate personal protective equipment (PPE)

e Isolate the area from unauthorised personnel or traffic

e Deploy emergency signage or cones based on location and traffic conditions
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e Follow dangerous goods protocols where relevant

e Remain in a safe zone until support arrives
These actions are designed to minimise the risk of further accidents and to provide clear, visible
indicators to other road users that an incident has occurred. Failure to follow these steps may
result in avoidable injury or additional property damage.
Maintaining Compliance with Chain of Responsibility
Under Australia’s Chain of Responsibility (CoR) laws, multiple parties across the transport supply
chain share responsibility for ensuring safety and legal compliance. Applying coordination
procedures in accordance with workplace policies helps ensure that everyone in the chain can
demonstrate they took reasonable steps to prevent harm.
If a driver deviates from established procedures during a breakdown or emergency, not only can
this endanger lives, it can also expose the employer or other parties (such as schedulers or
consignors) to legal consequences. That is why strict adherence to internal policies is vital.
Examples of CoR-aligned coordination steps include:

e Reporting fatigue-related breakdowns to enable roster adjustments

e Logging maintenance faults that contributed to the incident

e Notifying the compliance team when dangerous goods are involved

e Recording any site conditions that made emergency response difficult
Organisations must maintain logs, vehicle history, and incident reports as part of their safety
management systems. The consistent application of coordination procedures feeds directly into
these systems and contributes to operational transparency and compliance.
Documentation and Recordkeeping Responsibilities
A major component of breakdown and emergency coordination procedures is ensuring that
accurate documentation is completed. This includes driver incident reports, hazard logs, third-
party service receipts, photos of the scene, and supervisor follow-up reports. All of this data is
essential not only for insurance or investigation purposes but also for the continuous improvement
of organisational response strategies.
Procedural documents may include:

e Initial breakdown/emergency log

e Vehicle fault report

e WHS incident report form

e Dangerous goods incident documentation (if applicable)

e Internal communication records

e Driver statements and witness accounts

e Job cards from third-party responders
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Drivers and support personnel should be trained to complete these records thoroughly and legibly.
Most companies provide either paper-based forms or mobile apps to simplify the reporting
process. Submitting incomplete or incorrect documentation can compromise the company’s legal
standing and prevent learning from the incident.
Coordinating Response Across Shift Transitions
In 24/7 operations, coordination procedures often extend across shift changes. For example, if a
breakdown occurs near the end of a driver’s shift, policies may require a formal handover process.
This ensures continuity in communication and risk management.
Common workplace procedures for shift transition include:

e Notifying the incoming shift manager or fleet coordinator

e Handing over contact details of external services already involved

e Ensuring the next driver is briefed on unresolved issues or hazards

e Verifying any required vehicle inspections before return to service
These practices reflect a broader organisational commitment to continuity, safety, and
accountability. Clear documentation and verbal handover play an essential role in ensuring no
aspect of the emergency response is missed or mishandled.
Flexibility Within Structured Procedures
While policies are designed to provide structure, they also allow for some degree of flexibility.
Drivers are often given discretion to assess on-the-ground conditions and adapt their actions
accordingly. However, this flexibility is limited by the overall requirement to act in a safe, lawful,
and accountable manner.
Workplace policies may include provisions for:

e Making independent decisions when communication is unavailable

e Acting in the best interest of life safety when facing unpredictable hazards

e Delaying load recovery until support personnel arrive

e Modifying vehicle positioning to improve visibility or safety
Training programs must prepare drivers to think critically, apply judgement, and understand when

it is appropriate to deviate slightly from a standard procedure due to real-time variables. In these
cases, full documentation of the decision and its rationale is essential.
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1.3 Assistance is provided to injured persons within
limitations of duty of care responsibilities and workplace
requirements

m

During a breakdown or emergency, the safety and wellbeing of people always come first. If
someone has been injured, whether it is the driver, a passenger, another road user, or a
bystander, it is important to know how to help without putting yourself or others at further risk.
The support provided should reflect workplace expectations, legal responsibilities, and what you
are trained and authorised to do.

While many transport workers are not trained health professionals, they still carry a duty of care.
That means taking reasonable steps to assist someone who is injured, without going beyond their
skills or breaching any legal boundaries. Providing the right help, at the right time, in the right
way can make a meaningful difference, even if it is simply calling for help, offering reassurance,
or making the area safe.

Understanding Duty of Care in Emergency Situations

In simple terms, duty of care means doing what a reasonable person would do to prevent harm
or further injury. It applies to anyone in the workplace, including drivers, supervisors, and support
staff. In a transport context, this duty becomes especially important on the road, where conditions
can change quickly and risks can escalate fast.

Duty of care does not mean doing everything yourself. It means:

e Checking if it is safe to approach the injured person

e Calling emergency services as soon as possible
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e Giving basic first aid only if you are trained and confident

e Staying with the person to keep them calm and reassured

e Making sure the area is safe to avoid further injury
You are not expected to move people with serious injuries, diagnose their condition, or take any
action that could make things worse. If you are unsure, the safest and most responsible thing to
do is wait for emergency responders while keeping the injured person safe and supported.
What Workplace Policies Usually Require
Each transport company will have its own set of procedures for responding to injuries and
emergencies. These are designed to help staff stay safe and ensure compliance with the law. You
should always follow the policies set out by your workplace, and if you are unsure what to do,
contact your supervisor or emergency contact person listed in your company materials.
Most policies will direct you to:

e Check that the environment is safe before acting

e Use hazard lights, triangles, or cones to alert traffic

e Wear high-visibility gear and use PPE if available

e Call 000 and give clear, accurate details about the incident

e Use your first aid training only within your limits

e Notify the transport coordinator or manager as soon as possible

e Complete an incident report after the situation is under control

These steps help ensure your actions are lawful, consistent with company expectations, and
focused on keeping everyone safe.

What to Do When Someone Is Injured

When a breakdown or emergency involves injury, it is natural to want to help, but how you help
is just as important as the help itself. The way you respond should be based on your training, the
situation, and the guidance provided in your company’s emergency procedures.

A calm, thoughtful approach includes:

1. Checking your own safety first: Do not run into traffic or approach a fire or fuel leak.
Always assess the risks before acting.

2. Calling for help immediately: Dial 000 and give your location using GPS or nearby road
markers. Tell them how many people are involved and what injuries are visible.

3. Providing reassurance: If the person is conscious, talk to them calmly. Let them know
that help is on the way and that they are not alone.

4. Using first aid only if trained: If you have up to date first aid training, apply it where
appropriate (e.g., stopping bleeding, helping someone lie still). If not, avoid touching or
moving the person unless they are in immediate danger.
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5. Monitoring their condition: Stay with the person, watch for any changes in breathing
or consciousness, and be ready to update emergency services.

6. Avoiding risky decisions: Never try to “rescue” someone from a situation that could also
harm you. You are not expected to be a hero; your duty of care includes protecting yourself
too.

Tools and Equipment That Support Your Response

Many commercial vehicles are required to carry a basic first aid kit. You should know where this
kit is stored, what it contains, and how to use it properly. Your workplace may also provide extra
safety gear like fire extinguishers, gloves, eye wash kits, and emergency information sheets for
dangerous goods.

Common items in a vehicle first aid kit may include:

e Bandages and sterile pads

e Gloves and antiseptic wipes

e Thermal blanket

e Scissors and tweezers

e Basic resuscitation mask or shield

e Eye wash solution

e Burn treatment dressings

Using this equipment correctly and safely is part of your responsibility. If anything is used or
missing, it should be reported and replaced as soon as possible.

Working Within Your Limits
It is important to understand that there are legal and personal limits to what you can and should
do in an emergency. Your duty of care is not the same as having full medical responsibility. Acting
outside your level of training can cause further harm or expose you to legal consequences.
You should not:
e Move an injured person unless they are in danger (e.g., fire or collapse)
e Administer medication or use injections
e Perform CPR or advanced procedures without proper training
e Delay calling emergency services while trying to “fix” the problem
e Share photos or details about the incident publicly or online
Knowing when to step back is just as important as knowing when to step in.
Communicating With Emergency Services
One of the most effective ways you can help in an emergency is to give clear, useful information

to first responders. This helps them prepare the right resources and respond quickly when they
arrive.
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Make sure to provide:
e Your exact location (using GPS, landmarks, signs)
e The number of people involved
e The nature of their injuries (e.g., bleeding, unconscious, pain)
e Any hazards on site (e.g., fuel, smoke, traffic)
e What assistance you have already provided
e Whether dangerous goods are involved and their type

Staying calm during this call, and speaking clearly, will help get the right help as quickly as
possible.

Emotional Support and Mental Health Awareness
People injured in accidents are often frightened or in shock. Simple human support like sitting
with them, holding their hand (if safe), or shielding them from weather can make a big difference.
Emotional first aid is about presence and kindness.
At the same time, it is normal for drivers or witnesses to feel overwhelmed after serious incidents.
Some companies offer access to Employee Assistance Programs (EAPs) or debrief sessions
after critical events. You are encouraged to use these services if you feel affected.
Reporting and Following Up
Once the situation is safe and emergency services have taken over, your role shifts to
documentation and follow-up. Workplace procedures often require written reports of what
happened, how you responded, and what assistance was provided.
This may include:

e Filling out an incident or injury report form

e Logging any use of first aid supplies

e Speaking with a supervisor or safety representative

e Cooperating with any formal investigation or review

Accurate and honest reporting is essential for compliance, learning, and continuous safety
improvement.
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1.4 Load is identified and nature of risks and hazards are
established and communicated to relevant authorities

When a commercial vehicle breaks down or is involved in an emergency, one of the first and most
important responsibilities is to identify the load being carried. Whether the load is general freight,
perishables, livestock, dangerous goods, or oversized equipment, its nature directly influences
the level of risk involved in the situation.

Understanding the contents of the vehicle allows the driver or operator to assess possible hazards
and relay this information accurately to supervisors, emergency responders, and other relevant
authorities. The safety of everyone involved (including the driver, support teams, first responders,
and the public) may depend on how well this information is recognised, communicated, and acted
upon.

The Importance of Load Identification

Every vehicle transporting goods must have detailed documentation that describes what it is
carrying. This information is not only required under transport laws and workplace procedures
but is also vital for emergency response. If a breakdown or accident occurs, emergency services
need to know exactly what they are dealing with.

Some loads may appear harmless but present hidden risks if not handled correctly. For example:

e A refrigerated container carrying seafood could quickly become a health risk if left in the
sun without power

e A sealed drum might contain corrosive chemicals

e A flatbed truck might carry unstable or awkwardly secured construction materials
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Knowing the exact contents of the load helps assess the situation properly and guides decisions
about traffic control, evacuation, containment, and further support.

Types of Loads and Their Associated Hazards
Loads vary greatly across the transport industry, and each type carries specific risks. Drivers must
be able to quickly assess the nature of the load during a breakdown or emergency and consider
how it may influence the situation.
Common load types and potential risks:
1. General Freight
o Includes packaged goods, boxes, pallets, and non-sensitive items
o Risks: load shift, obstruction of emergency access, fire hazard if flammable
2. Perishable Goods
o Includes fresh produce, dairy, meat, frozen food
o Risks: spoilage, strong odours, biohazard if left unrefrigerated too long
3. Dangerous Goods
o Includes flammable liquids, gases, corrosives, explosives
o Risks: leaks, spills, chemical burns, toxic fumes, environmental harm, explosions
4. Livestock
o Includes cattle, sheep, pigs, or other live animals
o Risks: injury to animals or humans, escape, animal distress, biosecurity concerns
5. Oversize or Overmass Loads
o Includes mining equipment, heavy machinery, large structures

o Risks: instability, difficult recovery, road blockage, damage to roadside
infrastructure

6. Bulk Materials
o Includes grain, sand, fertiliser, liquids in tankers
o Risks: load shifting, rolling during recovery, inhalation or spillage

Understanding how these risks affect breakdown and emergency coordination is key to planning
the next steps and keeping everyone safe.

Workplace Requirements for Load Identification

Organisations involved in freight transport are required to maintain clear and accurate records of
all loads. This typically includes:

e Consignment notes
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e Load manifests

e Dangerous Goods Declarations (where relevant)

e Container weight declarations

e Special handling instructions or hazard warnings

e Emergency response guidebooks for hazardous materials
At the start of every job, the driver should be familiar with what they are carrying, how it is
secured, and what hazards are involved. If a breakdown occurs, this information must be made
available to both the workplace and emergency authorities as part of the incident response
process.
Using Visual Indicators and Labels
For vehicles transporting dangerous or regulated goods, it is a legal requirement to display
placards or signage that indicate the hazard class of the load. These symbols must meet Australian
Dangerous Goods Code standards and be visible on all sides of the vehicle.
Common examples include:

e Red diamond (Class 3) — Flammable liquids

e Yellow diamond (Class 5.1) — Oxidising substances

e Skull and crossbones (Class 6.1) — Toxic substances

e Corrosive symbol (Class 8) — Corrosive materials

e Gas cylinder (Class 2) - Compressed gases

During an emergency, these labels help responders decide how to approach the vehicle, what PPE
to use, and what containment procedures to follow.

Assessing Hazards in Real-Time
In a real-world situation, drivers must think on their feet. Even if the load is not classified as
dangerous, it can still present safety concerns if it shifts, spills, or obstructs recovery operations.
For example:

e A collapsed pallet may block the side door needed for rescue access

e A load tied with straps may loosen if the trailer is tilted during towing

e A spilled liquid could make the ground slippery, increasing fall risks
The driver’s role is to visually assess the situation, using their knowledge and experience to decide
what risks are present. They should not attempt to fix or move the load unless it is clearly safe
to do so.
Communicating with Authorities
Once the risks are understood, the next step is to inform the right people. The workplace, traffic

control teams, emergency services, and regulatory agencies all need accurate, timely information
to respond properly.
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Effective communication should include:

e A clear description of the load (e.g., "4 pallets of industrial cleaner, Class 8 corrosive”)

e Whether any leaks, spills, or strong odours are present

e The location and orientation of the load (e.g., has it shifted or broken open?)

e If special handling or isolation is required

e Whether the load poses a risk to public traffic, the environment, or emergency responders

e Reference to any dangerous goods documentation available on site or in the cab
This information should be given clearly, calmly, and using consistent language. If the driver is
unsure, they should refer to the workplace’s emergency information pack, safety data sheets, or
contact a supervisor for clarification.
Escalation and Notifications
In certain circumstances, workplace policy or national legislation may require immediate
notification to external authorities, particularly when dangerous goods are involved or there is a
risk to public safety.
Authorities that may need to be notified include:

e Fire and Rescue

e Police and Traffic Management

e Environmental Protection Agency

e Workplace Health and Safety Regulators

e The National Heavy Vehicle Regulator (NHVR)

e The company’s own emergency control centre or compliance team
If a fuel leak, chemical spill, or major load disturbance is detected, escalation protocols must be
followed precisely. Delays in reporting or incomplete information can increase the danger and
may breach legal obligations.

Maintaining Calm and Following Procedure

In the middle of a breakdown or emergency, it is normal to feel pressure. The key is to stay calm,
follow what you have been trained to do, and rely on the procedures your workplace has provided.

Helpful practices include:
e Taking a breath before making any radio or phone call
e Checking documentation for dangerous goods or special instructions
e Using the vehicle’s emergency equipment if needed (e.g., PPE, containment kits)
e Waiting for instructions if unsure, never act beyond your trainin

e Keeping bystanders clear of the load or affected area
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Remember that effective coordination depends not just on your actions, but on your ability to
pass clear, useful information to others who can assist.

The Role of Training and Experience

Knowing how to identify a load and assess its risks comes from a combination of training, routine
practice, and real-world experience. Many workplaces include this as part of their induction or
refresher programs for drivers and operators.

Topics usually covered include:

Load restraint and securement

Interpreting dangerous goods classifications
Reading manifests and consignment notes
Emergency response actions for specific load types

Using communications protocols in emergencies

As part of continuous improvement, workers are encouraged to ask questions, clarify unfamiliar
terms, and speak up if they are unsure about what they are transporting.

1.5 Appropriate precautions and actions are taken where

load is identified as including dangerous goods,
explosives or hazardous substances, in accordance with
relevant codes of practice, regulations and related
procedures

Breakdowns and emergencies involving dangerous goods, explosives or hazardous substances
are not only high-risk situations, they are also highly regulated. Responding safely requires a
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clear understanding of the load, the potential hazards it presents, and the specific actions required
by law and workplace procedures.

When these types of loads are involved, the role of the driver or operator becomes more complex.
Not only do they need to protect themselves and the public, but they must also follow nationally
recognised guidelines, such as the Australian Dangerous Goods Code and relevant state or
territory laws. These rules are in place to protect lives, prevent environmental harm, and reduce
the potential for a minor breakdown to become a major incident.
Knowing when to take action, when to isolate the scene, and when to step back and notify
authorities is a crucial part of working professionally and lawfully in the transport of dangerous
goods and hazardous materials.
Understanding Dangerous Goods and Hazardous Substances
In Australia, dangerous goods are substances or articles that pose an immediate risk to people,
property or the environment due to their chemical or physical properties. These include flammable
liquids, corrosives, explosives, toxic substances, compressed gases, radioactive materials and
more.
Hazardous substances may not be immediately dangerous in the same way, but can cause harm
through repeated exposure, inhalation, absorption, or environmental contamination. Explosives,
due to their instability, require very specific controls and monitoring at all times.
Common examples of regulated materials include:

e Petrol, diesel, and LPG (Class 3 - Flammable liquids)

e Industrial gas cylinders (Class 2 - Gases)

e Chlorine or ammonia (Class 8 — Corrosive substances)

e Pesticides and poisons (Class 6 — Toxic substances)

e Fireworks and blasting agents (Class 1 — Explosives)

Transporting these materials brings a higher level of responsibility and requires knowledge of
specific emergency procedures and regulatory frameworks.

Legislative and Regulatory Requirements

Several national and jurisdictional regulations apply to the transport of dangerous goods and
hazardous substances in Australia. Drivers, operators and transport companies must comply with:

e The Australian Code for the Transport of Dangerous Goods by Road and Rail (ADG
Code)

e Work Health and Safety Act and Regulations (State and Territory specific)
e The Heavy Vehicle National Law (HVNL)

e EPA and Environmental Protection legislation

e The Explosives Act and related regulations for applicable jurisdictions

e Chain of Responsibility (CoR) obligations
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These frameworks mandate how dangerous goods are to be stored, labelled, transported,
documented, and handled during emergencies.

All drivers of vehicles carrying regulated quantities of dangerous goods must also hold a
Dangerous Goods Driver Licence issued by the relevant state or territory authority. This
training includes incident response procedures, risk management, and legal compliance.
Recognising Signs of Danger
During a breakdown or emergency, quick recognition of potential threats is essential. Dangerous
goods can pose risks not just through spills or leaks, but also through heat exposure, collision
damage, or prolonged exposure to unstable conditions.
Signs that precautions may be required include:

e Spilled liquids or fumes escaping from the vehicle

e Fire, smoke, or strong chemical odours

e Unusual pressure or noise from containers

e Labels or placards indicating hazardous goods

e Any sign of damage to tanks, drums, or packages

e Vehicle instability due to shifting hazardous loads

e Weather conditions intensifying risk (e.g., heat near flammables)

If any of these are present, the driver must take immediate steps to reduce harm without putting
themselves at further risk.

Immediate Actions and Precautions

When a breakdown involves dangerous goods or hazardous substances, workplace procedures
and legislation clearly outline what steps must be taken. These are not optional. They are part of
the legal and safety obligations of any person involved in transporting these loads.

Key actions include:

1. Isolate the area: Move away from the vehicle if there is a risk of explosion, fire or
inhalation. Establish a safety zone if safe to do so.

2. Use PPE if trained and equipped: Gloves, respirators, goggles or coveralls may be
required but only if using them has been part of training and you are confident.

3. Notify emergency services immediately: Call 000 and explain clearly that dangerous
goods are involved. Provide the UN number or hazard class from placards if possible.

4. Use placards and emergency info: Reference vehicle documentation (e.g., Emergency
Information Panel, Safety Data Sheet) to inform emergency services or the supervisor.

5. Avoid touching, moving or opening containers: Unless specially trained and
authorised, do not attempt to stop a leak, move damaged packages or open containers.

6. Activate emergency systems if equipped: Use in-vehicle alarms or beacons, deploy
warning triangles, and follow any workplace-specified emergency actions.
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7. Warn others and prevent access: Prevent public entry to the affected area and advise
other road users to keep clear if possible.

These steps may vary depending on the material involved, the scale of the incident, and your role
in the organisation but they form the basic foundation of any lawful response.

Special Considerations for Explosives

Explosives require the highest level of caution. These materials are often unstable, reactive to
heat, shock or friction, and may pose serious public danger.

If transporting explosives and a breakdown occurs:

e Do not allow ignition sources (e.g., mobile phones, lighters, electrical tools) near the
vehicle

e Establish exclusion zones as per training and the Australian Explosives Code
e Remove yourself and others from the immediate vicinity

e Notify police and emergency services immediately

e Do not attempt to move the load under any circumstances

Only specially trained responders or authorities are permitted to handle, remove or secure
explosive materials after an incident.

Communication with Authorities

Providing timely and accurate information to authorities is critical. Emergency services rely on
the driver’s initial assessment to decide how to approach the scene, what protective gear is
required, and whether evacuation is necessary.

Essential information includes:

e Vehicle registration and location

UN number and class of dangerous goods

e Quantity of product involved

e Whether the container is intact or damaged

e Any visible smoke, leaks, or injuries

e Type of vehicle (e.g., tanker, flatbed, container)

Clear communication enables faster, safer, and more coordinated responses from police, fire
services, and hazmat units.

Working Within Workplace Procedures
Each transport company that handles dangerous goods must have a clear and detailed emergency
response plan. These documents outline exactly what steps staff must take during an incident

and who must be contacted.

Workplace procedures often include:
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Chain of communication (supervisor, compliance officer, emergency response provider)
Use of Emergency Information Panels (EIPs) and documentation kits

Notification forms and reporting templates

Load-specific instructions depending on the hazard class

Roles of different team members during a major incident

Contact details for regulatory reporting

Drivers are expected to know these procedures in advance and follow them closely during
emergencies.

Post-Incident Responsibilities

Once the situation is under control, reporting and documentation are essential. Most workplace
policies require the following:

An incident report detailing what happened

Notes on what actions were taken and by whom
Dangerous goods incident notification form (if required)
Photos or evidence of the scene if safe to collect
Supervisor or regulator notification confirmation

Maintenance checks and repairs (if vehicle is damaged)

Some incidents may trigger internal investigations, audits, or regulator involvement, particularly
if the material involved poses a public risk.

Training and Preparedness

No worker is expected to handle a hazardous goods incident without preparation. This is why
training is such a vital part of the industry.

Regular training should include:

Dangerous goods awareness

Identifying hazard classes and placards
Reading and using safety data sheets (SDS)
Using PPE safely

Responding to fires, spills, and leaks
Notifying emergency services

Legal obligations and CoR responsibilities

Drivers should also take part in regular drills or simulated breakdown scenarios to build confidence
and familiarity with the steps required.
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CHAPTER 2: CONSULT WITH RELEVANT PERSONS
AND AUTHORITIES
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Effective consultation is a cornerstone of safe, lawful, and efficient responses to breakdowns and
emergency situations in the road transport and logistics industry. When a vehicle or freight
operation is disrupted due to mechanical failure, environmental hazard, collision, or exposure to
hazardous substances, no single worker or agency can manage the entire situation in isolation. A
coordinated and collaborative approach anchored in clear communication with relevant persons
and authorities is essential for achieving the best possible outcome for health, safety, operations,
and compliance.

Consultation, in this context, refers to the process of communicating and collaborating with
individuals and organisations that have a role, responsibility, or stake in managing the breakdown
or emergency. This includes but is not limited to supervisors, emergency services, road traffic
authorities, environmental protection agencies, tow operators, insurers, site controllers, WHS
personnel, and in some cases, the general public or media. Each of these stakeholders brings
unique knowledge, jurisdiction, or resources that contribute to resolving the situation safely and
within the bounds of the law.

In the initial moments following a breakdown or emergency, the driver or first responder must
assess the need for assistance and determine who must be notified. This assessment forms part
of a broader response plan and should be guided by company procedures, the nature of the
incident, the presence of dangerous goods, the location, and the potential risks to people or the
environment. Accurate and timely consultation ensures that the right help arrives at the right
time and that decisions made on site are supported by expert input or regulatory authority.

It is important to distinguish between consultation for operational support and consultation for
regulatory or legal compliance. Operational consultation may involve contacting a fleet
manager to arrange a recovery vehicle, liaising with a depot to reschedule deliveries, or briefing
a customer on a delayed load. Legal or regulatory consultation, on the other hand, may include
notifying emergency services under dangerous goods legislation, reporting environmental
damage to a state agency, or advising authorities of a serious workplace injury under WHS laws.
In either case, the ability to accurately identify the relevant person or body, and to convey the
required information clearly, is a key skill for transport workers.

The legal framework in Australia places a strong emphasis on consultation. Under the Model Work
Health and Safety (WHS) Act and associated regulations, persons conducting a business or
undertaking (PCBUs) have a duty to consult with workers, regulators, and emergency services in
circumstances involving health and safety risks. This duty extends beyond the workplace into the
field when incidents arise that could impact human life, property, or the environment. Failure to
consult appropriately may result in prosecution, financial penalties, or reputational harm,
especially if the failure leads to avoidable harm or breach of licence conditions.

In breakdown or emergency situations involving dangerous goods, explosives, or hazardous
substances, consultation requirements become even more specific and urgent. For example, the
Dangerous Goods (Road and Rail Transport) Regulations require immediate notification to
emergency services if there is a spill, leak, fire, or exposure involving regulated substances. In
such cases, consulting with the relevant authorities ensures that response teams arrive equipped
with the correct knowledge and tools, and that isolation, containment, and decontamination
procedures are executed without delay. Accurate consultation in this context is a matter of public
safety.

Consultation is not only reactive; it is also preventive and preparatory. During induction, pre-start
briefings, and transport planning, drivers and operational staff should be familiarised with the
contact points, protocols, and escalation pathways relevant to their work. This includes knowing
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who to call in the event of a breakdown, how to access emergency procedures, and what
information must be relayed to each stakeholder. Consultation during the planning phase also
includes checking permit requirements with road traffic authorities, verifying access
arrangements with site controllers, and reviewing WHS responsibilities with supervisors.

Modern consultation also involves the use of technology. Fleet communication systems, GPS
tracking platforms, mobile apps, and digital reporting tools are now standard features in transport
operations. These tools enable real-time alerts to be sent to dispatch centres, status updates to
be shared with clients, and two-way communication to be maintained with regulatory agencies.
However, the effectiveness of these systems depends on the human element—drivers and staff
must be trained to use them correctly and must know when digital communication needs to be
supplemented by voice calls or face-to-face consultation.

A further aspect of consultation involves emotional intelligence and interpersonal
communication. In high-stress situations such as road crashes or chemical spills, responders
may be dealing with distressed individuals, conflicting priorities, and uncertain information. The
ability to listen actively, remain calm, and provide accurate and reassuring updates is essential.
Consultation must be clear, respectful, and adapted to the audience. For example, the language
used with an emergency call centre will differ from that used with a bystander or a customer
waiting for delayed freight. Workers must understand their scope of communication, what they
are authorised to say, what must be kept confidential, and when to escalate a matter to more
senior personnel.

In remote, regional, or rural settings, consultation may involve different challenges. Delays in
reaching authorities, lack of mobile coverage, or absence of local emergency resources may
require alternative approaches. In such cases, it is essential to rely on pre-established emergency
protocols, satellite communication where available, and local knowledge. Workers must be trained
to act with initiative while still aligning with legal and procedural requirements. Consultation in
such contexts often includes liaising with rural fire services, community first responders, or
agricultural site owners—each of whom may play a crucial role in initial incident management
before official responders arrive.

There are also significant environmental considerations in breakdown and emergency
consultation. If an incident involves the release of fuel, oil, refrigerants, or other pollutants,
consultation with environmental regulators or local councils may be required. Some transport
companies maintain internal environmental response teams or third-party contractors who must
be contacted immediately. The procedures for such consultation are usually outlined in the
company’s environmental management plan, emergency response plan, or dangerous goods
transport policy. Failure to report an environmental incident or to consult the correct agency can
result in regulatory action or prosecution.

Consultation must also include accurate record-keeping and documentation. Every
communication with an authority or relevant person must be recorded in line with workplace
procedures, not only for insurance or legal purposes but also for review and analysis. This may
include completing an incident report, capturing digital communications, filing hazard or near-
miss reports, or logging communication with control centres. These records provide transparency
and accountability and support continual improvement in safety practices.

Cultural and linguistic diversity in the workforce also plays a role in consultation practices.
Workers must be supported to communicate clearly across language barriers where necessary,
and systems should allow for interpretation or translation if required. Where multiple agencies or
teams are involved in an incident response, consultation must align with common terminology
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and shared situational understanding to avoid confusion or duplication of effort. Standard
emergency command structures such as the Australasian Inter-Service Incident Management
System (AIIMS) may apply in larger-scale emergencies, and workers need to be aware of their
place in that structure.

2.1 Details of causes and effects of breakdown/emergency
are reported in accordance with workplace procedures

2

Accurate reporting is a fundamental part of managing breakdowns and emergencies in the
transport and logistics industry. It is not enough to simply respond to an incident, every
breakdown, near miss or emergency must be formally documented so that the causes and effects
are understood, safety risks can be reduced, and compliance with legal and workplace
requirements is maintained.

Whether the incident involves a mechanical failure, environmental hazard, load disturbance or
injury, the ability to report clearly and thoroughly helps ensure proper follow-up and future
prevention. This responsibility often falls to the driver, vehicle operator or first responder on site,
and must be carried out in accordance with the reporting procedures outlined in the organisation’s
policies.

Effective reporting contributes to safety, accountability, legal protection, and operational
improvement. In some cases, failure to report an incident properly may lead to disciplinary action
or even legal consequences especially if the incident involves dangerous goods, damage to public
infrastructure, or personal injury.
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Why Reporting Matters

Reporting is more than just paperwork, it provides critical information that supports the
organisation's ability to respond, investigate and take corrective action. A clear, timely and
detailed report helps the right people understand what occurred and why. It allows teams to fix
problems quickly, reduce risk to other workers, and meet compliance obligations under work
health and safety and transport legislation.

Additionally, accurate reporting supports:
e Claims to insurers or regulators
e Internal reviews and investigations
e Compliance with the Heavy Vehicle National Law and Work Health and Safety legislation
e Incident trend analysis
e Maintenance and vehicle reliability programs
e Chain of Responsibility documentation

Each report becomes part of a broader picture of workplace safety and performance. Consistency
and honesty are essential, even when the incident seems minor or when no visible damage has
occurred.

What Must Be Reported

Not all breakdowns or emergencies look the same, but every event that impacts vehicle function,
public safety, the load, the driver’s health or company operations must be reported. Workplace
policies clearly define what types of incidents need to be logged.

Examples of reportable situations include:
e Mechanical or electrical failures that delay operations
e Collisions with other vehicles, objects or infrastructure
e Spills, leaks or loss of load
e Fire, smoke or overheating
e Exposure to hazardous substances
e Injuries to driver or others at the scene
e Dangerous goods incidents
e Environmental damage (e.g., fuel spill, wildlife collision)
e Tyre blowouts, brake failures or steering loss
e Equipment failure, including straps, refrigeration or communication systems

Even if a situation is quickly resolved, if there was a risk of harm or an impact on the job, it is
generally safer to report it than not.
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Understanding the Causes of the Incident

A core part of any report is identifying and explaining the cause of the breakdown or emergency.
In some cases, the cause may be clear such as an overheated engine due to low coolant or a
brake system failure caused by worn components. In other cases, the cause may be unclear at
first and require further investigation.

As the driver or first person on the scene, you are not expected to provide a technical diagnosis.
However, you are expected to describe what happened before the breakdown or emergency
occurred, including any warning signs, unusual behaviour, or changes in vehicle performance.

To help identify the cause, consider:
e Were there any dashboard warning lights?
e Did the vehicle make unusual noises or vibrations?
e Were you travelling uphill, downbhill, or fully loaded at the time?
e Did the weather or road conditions play a part?
e Had the vehicle been recently serviced or repaired?
e Did any load movement or restraint failure occur?

This information helps mechanics, supervisors and safety teams determine the root cause and
prevent recurrence.

Describing the Effects of the Incident

Alongside the cause, a complete report must describe the effects of the incident. This includes
what was damaged, who was affected, what was delayed or disrupted, and what risks were
present. Understanding the full impact of the event is essential for assessing the seriousness of
the situation and deciding what action should follow.

Effects may include:
e Injury to the driver, another person or animal
e Damage to the vehicle, load or surrounding infrastructure
e Environmental exposure (e.g., fuel or coolant leaks)
e Disruption to delivery schedules
e Public traffic delays or road closures
e Involvement of emergency services
e Temporary vehicle immobilisation or towing
e Loss of goods or deterioration due to delay

Reports should be specific and fact-based. Avoid emotional language or personal opinions, and
instead focus on observable impacts. If you are unsure about the extent of the damage or
consequences, state what you know for certain and flag any areas that need further investigation.
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Using Workplace Reporting Tools and Templates

Each transport organisation will have its own method of recording incidents. Some companies use
paper-based forms, while others require drivers to submit electronic reports using tablets, mobile
apps or internal systems. Regardless of the platform, the structure and expectations are generally
the same.

Key sections of a typical breakdown or emergency report include:

e Driver name and contact details

Vehicle ID and registration

e Date, time and exact location

e Description of events leading up to the incident
e Observed cause or suspected trigger

e Effects on vehicle, load, people and environment
e Emergency services contacted and time of call

e Actions taken by the driver

e Witness names or contact details if available

e Supporting photos, videos or documents

It is important to complete the report as soon as practicable after the incident. Delays in reporting
may lead to missed details, memory gaps, or even breach of workplace requirements.

Communicating with Supervisors and Relevant Personnel

Most workplaces require that any breakdown or emergency is reported directly to a supervisor or
designated contact person. This may be the transport operations manager, fleet coordinator,
compliance officer or WHS representative.

Your responsibility includes:

e Making a verbal call or radio report immediately after ensuring safety

Recording the key details and providing updates if the situation changes

Following any directions provided by your supervisor

Submitting formal written documentation after the event
e Participating in any required incident debrief or review

If the incident involves dangerous goods, serious injury, a fatality or a significant environmental
release, there may also be a requirement to notify external regulators such as WorkSafe, NHVR,
the Environmental Protection Authority (EPA) or the police.

Your workplace procedures will clearly define who must be notified and in what order.
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Maintaining Accuracy and Integrity in Reports

Honest and accurate reporting is essential for both individual and organisational protection.
Attempting to downplay or omit details from a report whether to avoid blame or save time can
have serious consequences. Safety investigations rely on complete information, and incomplete
reports can lead to missed risks or repeated incidents.

Best practices for accurate reporting include:

e \Writing clearly and legibly (or typing using correct spelling and grammar)

Keeping personal opinions separate from facts

Including only what was seen, heard or experienced directly

Using time stamps, photos, or other evidence to support the account

Revisiting your report once to check for errors before submission

It is better to submit a detailed and careful report than to rush through it and risk missing
important information.

Supporting Organisational Learning and Safety Culture

Reporting is not just about compliance; it also supports a stronger safety culture. By accurately
describing causes and effects, you contribute to a workplace that learns from its incidents,
strengthens its procedures, and protects everyone on the road.

Organisations use incident data to:

e Review vehicle maintenance and servicing schedules

Improve training programs

e Modify routes or transport procedures

e Address common fatigue or load-related concerns

e Share lessons learned across the business

e Meet legal obligations under the Chain of Responsibility

You may not see the changes immediately, but your report plays a key role in making the
workplace safer over time.
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2.2 Assistance and cooperation is provided to relevant
authorities within legal and workplace limitations

A T

Providing Assistance and Cooperation to Authorities Within Legal and Workplace
Boundaries

During a breakdown or emergency, coordination between drivers, support staff and relevant
authorities is critical. When police, emergency services, environmental protection officers or
safety regulators arrive on the scene, the cooperation of transport workers is essential to ensure
safety, maintain legal compliance and assist in resolving the incident.

Providing assistance and cooperating with these authorities must always occur within the
boundaries of both the law and the procedures set out by the worker's employer. This means
understanding where your responsibilities begin and end, what kind of information you are
authorised to share, and how to support authorities without exposing yourself or others to
additional risk.

Being cooperative does not mean taking over or going beyond your training. It means being
respectful, informative, and following instructions while also understanding your rights, duties
and limits in the situation.

Who Are Relevant Authorities in Breakdown or Emergency Situations?

In road transport operations, several authorities may become involved during a breakdown or
emergency. Understanding who they are and what roles they play helps you interact with them
professionally and appropriately.

Relevant authorities may include:
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Police - Manage traffic, investigate collisions, secure the scene, enforce road safety laws
Ambulance and Paramedics - Provide medical support to injured persons
Fire and Rescue - Respond to fire, fuel spills, chemical leaks, or entrapment

Environmental Protection Agencies (EPAs) - Manage spills, pollution, and hazardous
material containment

Work Health and Safety Inspectors - Investigate workplace injuries or incidents

Transport and heavy vehicle regulators - Monitor compliance with road rules and
transport law

Utility service authorities - Attend where power lines, water mains or gas infrastructure
are affected

Road maintenance or traffic management teams - Assist with site control and vehicle
recovery

When these authorities attend, the driver or site representative is often the first point of contact.
How you respond sets the tone for the entire emergency response process.

Your Role in Assisting Authorities

As the driver or operator involved in the breakdown or emergency, you are responsible for sharing
key information, keeping the site safe, and following directions given by authorities. However,
the level of assistance you provide must match your level of responsibility and training.

Ways you may be expected to assist include:

Providing factual information - Explain what happened, what was observed, and what
actions have been taken

Sharing documentation - Show the load manifest, consignment notes, dangerous goods
declarations, or vehicle service logs if requested

Describing the load - Identify whether hazardous or dangerous goods are onboard

Explaining vehicle status - Describe any mechanical faults, warning lights, or driver
concerns leading up to the breakdown

Staying on scene - Remain present until given permission to leave (unless your safety
is at risk)

Directing traffic or warning others - If trained and it is safe, help manage minor traffic
until official control is established

Answering questions respectfully - Cooperate with police or investigators without
hostility or resistance

Being calm, honest and clear will help authorities make faster decisions and reduce delays.
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Legal and Workplace Boundaries You Must Respect

While you are expected to assist, it is important to know where to draw the line. There are legal
and workplace-defined boundaries that determine what you can and cannot do when dealing with
external agencies.

Do not:

e Admit personal or company fault without advice

Speculate or give opinions about what caused the incident

e Move injured persons unless they are in immediate danger

e Provide access to company-sensitive data without approval

e Operate machinery or perform recovery tasks beyond your training

e Engage with the media or public about the event

e Interfere with investigations or attempt to clean the scene prematurely

Workplace procedures are in place to protect you, the business, and the integrity of the
investigation. Your job is to assist within those guidelines not to take over the situation.

Workplace Policies About Cooperation

Most transport companies have formal procedures that explain exactly how workers should
engage with authorities during an emergency. These are usually found in the company’s
emergency response plan, driver handbook, or WHS policies.

Workplace instructions may include:
e Who to notify before speaking to media or third parties
e Whether a supervisor must attend before documents are handed over
e What forms of ID or vehicle paperwork should be shown
e Whether legal or compliance officers should be consulted before interviews
e What statements should be written versus spoken
e Requirements to log or report all communications with authorities
e The use of bodycams, in-cab telematics, or vehicle cameras as part of investigations

If you are ever unsure, the safest action is to contact your supervisor or emergency contact
person within the company before releasing information or taking further action.

Communicating Effectively Under Pressure

Breakdowns and emergencies can be stressful and confusing. Staying calm, listening carefully,
and speaking clearly are key parts of cooperating effectively with authorities.
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Tips for clear communication include:
e Use plain English, avoid jargon or assumptions
e Stick to facts — what you saw, heard, or did
e Take a breath before answering to stay calm
e Ask for clarification if you do not understand a question
e Do not argue or challenge the authority of responders
e Write down key points if asked to give a verbal report
e Maintain a professional and respectful tone at all times

Remember, first responders are there to help, they rely on your knowledge of the vehicle, load
and conditions to do their job safely and effectively.

Managing Emotional or Confrontational Situations

In high-stress situations, tempers can flare and emotions may run high. If another driver,
authority figure, or bystander becomes aggressive, your role is not to escalate the situation.
Workplace policies usually direct drivers to:

e Remain professional and avoid arguments

e Step away if the situation becomes unsafe

e Call a supervisor or designated contact person immediately

e Follow any legal instructions given by police or emergency services

e Refrain from placing blame or accepting it on behalf of others
Dealing with conflict calmly and maturely will reflect well on both you and your organisation.
Situations That May Require Limited Cooperation

There are rare situations where you may need to withhold or delay providing certain information
until authorised. These situations may include:

e Serious legal investigations

e Dangerous goods incidents under regulatory control

e Involvement of classified or sensitive freight

e Serious workplace injury or fatality investigations

e When media or unauthorised persons request information

In such cases, company procedures may require you to direct all enquiries to a designated
contact, such as a compliance officer or manager. This ensures consistent, lawful responses and
protects your legal standing.
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Documentation and Follow-Up

After assisting authorities during a breakdown or emergency, you will likely be required to
complete workplace documentation that outlines what occurred, what was said or done, and who
was involved.

This may include:
e Driver incident reports
e Witness statements
e Contact details of attending officers
e Case or reference numbers issued by police or regulators
e A timeline of events and communications
e Supervisor or management briefings
e Any documents provided to or received from authorities

Maintaining a clear, honest record supports internal investigations, insurance claims, and
compliance reviews.

Your Role in Public Safety and Industry Reputation

Every time you assist authorities professionally and respectfully, you contribute to the wider
reputation of the transport industry. Emergencies and breakdowns are often highly visible events
both on the road and in the media. Your conduct shapes how the public, emergency services and
regulators view commercial drivers.

By following procedures, staying within your limits, and cooperating fully but appropriately, you
demonstrate responsibility, accountability and professionalism — qualities that strengthen both
your role and the broader safety culture across the industry.



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANS
TRAINING

2.3 Information about breakdown/emergency is obtained
and/or exchanged in accordance with legal and
workplace requirements

In the transport industry, accurate and timely communication is essential when breakdowns or
emergencies occur. One of the most important responsibilities of a driver or operator is to obtain
relevant information about the incident and exchange it with the appropriate people whether they
are internal staff, emergency responders, other parties involved, or regulatory authorities. This
information must be gathered and shared according to both workplace procedures and legal
requirements.

Communication during a critical incident is not just about talking. It involves listening, recording,
clarifying, and verifying key facts that influence how the situation is managed. Good information
flow reduces confusion, prevents delays, and supports safe, legal and effective resolution of the
event.

Why Information Exchange Matters

Breakdowns and emergencies often involve more than one party. Police, tow operators, fire
services, road authorities, fellow drivers and company staff may all need access to accurate details
to carry out their responsibilities. At the same time, the transport worker may also require
information from these parties to inform their next steps.

Proper information exchange:

e Supports coordinated emergency response
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e Ensures the right equipment and personnel are dispatched

e Protects the safety of people at the scene

e Satisfies reporting and regulatory requirements

e Provides evidence for insurance and workplace investigations

e Ensures compliance with the Chain of Responsibility (CoR) and WHS laws
e Promotes professionalism and transparency

Failing to obtain or share necessary information can create serious safety, legal and operational
risks.

What Kind of Information Should Be Collected or Shared

The type of information that needs to be gathered or passed on will depend on the nature of the
incident, but in most cases, the following categories are critical:

Details to obtain or share may include:
e Time, date and location of the incident
e Vehicle identification (registration number, fleet number, make/model)
e Nature of the incident (e.g. mechanical failure, collision, hazardous spill)
e Injuries or medical issues sustained by any person
e Load details, including dangerous goods or special handling requirements
e Visible damage to vehicle, cargo or infrastructure
¢ Environmental conditions (weather, road hazards, visibility)
¢ Emergency services involved and their arrival time
e Witness names or contact details
e Actions taken so far (e.g. use of hazard signs, calls made, load checks)

This information should be noted down as clearly and accurately as possible, using tools such as
notebooks, mobile devices or reporting templates provided by the workplace.

Workplace Procedures for Information Gathering and Communication

Transport organisations in Australia are required to have structured procedures in place for
incident communication. These ensure that information is not only exchanged effectively, but also
stored, shared and handled according to company policy and applicable legislation.

Typical workplace communication procedures may include:
e Using designated emergency contact numbers

e Following a communication chain (driver — supervisor — compliance team)
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Logging all phone calls and radio communications

e Recording information in an incident reporting app or manual form

e Using in-vehicle telematics systems to transmit real-time data

e Taking photos or videos of the scene, where safe and allowed

e Referring to pre-loaded documentation (e.g. load manifest, route plan)

Many companies require drivers to contact a supervisor immediately after the scene is made safe.
In some cases, the supervisor may take over direct communication with external responders or
insurers. All communication should be documented where possible.

Legal Responsibilities in Information Exchange

Several Australian laws and standards govern how and what information must be shared during
a breakdown or emergency. These include:

e Work Health and Safety Acts and Regulations - requiring incident notifications,
hazard reporting and documentation

e Heavy Vehicle National Law (HVNL) - covering responsibilities for fatigue, load safety,
maintenance and incident notification

e Australian Road Rules - covering accident reporting, driver responsibilities and
obligations to remain at the scene

e Dangerous Goods legislation and the ADG Code - requiring specific notification,
placarding and documentation for incidents involving hazardous materials

e Privacy laws - setting limits on how personal or sensitive information is collected and
shared

You must follow legal procedures for notifying serious injuries, dangerous spills, or property
damage including contacting emergency services, WorkSafe, the Environmental Protection
Authority (EPA), or other regulators where required.

It is also essential not to share personal, medical or company-sensitive information with
unauthorised parties, including media or members of the public.

Exchanging Information with Emergency Services

When emergency services arrive, they rely on the driver or site representative to give them a
quick, accurate picture of what is going on. This allows them to assess the situation, respond
appropriately, and keep everyone safe.

Information commonly shared with emergency services includes:
e The type of load and any known risks
e Whether dangerous goods are involved (UN number, class, quantity)
e Location of injured persons or hazards

e Vehicle condition and load stability
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e What actions have already been taken
e What assistance is required (fire suppression, medical, recovery)

Clear, respectful, and fact-based communication allows responders to do their job safely and
efficiently. If you do not know the answer to a question, it is better to say so than to guess.

Exchanging Information with Other Drivers or Involved Parties

In cases where a collision or multi-vehicle incident has occurred, drivers may need to exchange
details with others involved. This should be done respectfully and calmly, following all legal
requirements.

You may be required to provide:
e Name and address
e Licence details
e Vehicle registration number
e Insurance provider (if applicable)
e Company contact information

You are not required and should avoid assigning blame, arguing, or discussing the cause of the
incident in detail. This is the role of insurers or investigators.

If tensions rise, or another party becomes aggressive, remove yourself from the conversation and
wait for authorities to manage the interaction.

Using Technology to Assist Information Exchange

Modern transport operations often involve tools that simplify and strengthen communication
during emergencies. These may include:

¢ In-vehicle telematics systems - send real-time fault codes, location data, and speed
¢ Dashcams or onboard video - support later analysis or investigation

e Mobile reporting apps - streamline documentation and supervisor contact

e GPS tracking platforms - pinpoint location for emergency support

¢ Load tracking software - confirms type, weight and handling requirements

e Tablet-based driver systems - include emergency instructions and prefilled reporting
templates

Using these tools can greatly reduce confusion and improve the accuracy of information shared
provided the driver is trained and confident in their use.

Keeping Information Accurate and Confidential
All information collected and shared during a breakdown or emergency must be:

e Accurate - based on facts, not speculation
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e Relevant - focused on what responders or supervisors need to know
e Legible and well-documented - in case it is reviewed later
e Confidential - shared only with authorised persons

Transport companies must also comply with privacy laws and may have policies restricting what
can be recorded or transmitted. Always check before sharing photos, audio recordings or personal
statements.

Supporting Post-Incident Processes

The information obtained and shared during the event does not stop being important once the

incident is resolved. It feeds into post-incident reviews, insurance claims, root-cause analysis,
and sometimes legal investigations.

As part of the follow-up, you may be required to:

e Complete detailed incident reports

Review your initial communication

Participate in a debrief or lessons-learned session

Provide evidence (e.g. notes, GPS logs, camera footage)
e Follow up with supervisors or compliance staff for clarification

Timely and truthful information not only supports safety outcomes, it also demonstrates
professionalism and helps strengthen future planning and risk management.
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CHAPTER 3: COORDINATE BREAKDOWN AND
EMERGENCY SITUATIONS
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Breakdowns and emergency situations in the road transport sector are dynamic, high-stakes
events that demand immediate, informed, and well-coordinated responses. Unlike routine
operational duties, emergencies require workers to exercise a combination of technical
competence, leadership, situational awareness, and regulatory compliance often under pressure.
The effectiveness with which a breakdown or emergency is managed on-site has a direct impact
on the safety of individuals, the protection of assets and the environment, the continuity of
logistics operations, and legal exposure under state and territory legislation.

This chapter introduces the fundamental principles, responsibilities, and best-practice strategies
involved in coordinating breakdown and emergency situations. Coordination in this context
refers to the structured organisation of activities, resources, people, and information during a
breakdown or incident response. The aim is to ensure a safe, timely, and compliant resolution
that minimises harm and restores operations as efficiently as possible. Coordination goes beyond
initial response, it involves multi-tasking, problem-solving, and decision-making across a
spectrum of actions including traffic control, site containment, emergency equipment use,
authority engagement, hazard mitigation, and personnel protection.

The ability to coordinate effectively begins with a clear understanding of roles and
responsibilities. In transport operations, the driver or vehicle operator is often the first and
most crucial responder. While their primary responsibility is to ensure personal safety and alert
relevant authorities, they also act as the central coordinator until relieved by a supervisor,
emergency services, or a higher authority. In line with workplace procedures, the driver may be
required to secure the scene, deploy warning devices, isolate hazardous materials, assist injured
persons within their duty of care, communicate accurate information to controllers, and support
further response actions. Coordination in such scenarios must occur within the scope of the
individual’s training, authorisation, and workplace expectations.

Effective coordination requires the activation of pre-established emergency response plans.
These documents outline step-by-step procedures for responding to specific scenarios such as
mechanical breakdowns, rollovers, fires, fuel spills, exposure to hazardous substances, vehicle
collisions, or incidents involving the release of dangerous goods. Emergency response plans are
typically aligned with the Australian Standard AS 3745 (Planning for Emergencies) and
incorporate risk assessments, communication protocols, resource maps, contact directories, and
isolation procedures. Workers coordinating a response must be thoroughly familiar with the plan
and know how to apply it under variable field conditions.

A central task in coordinating any emergency is scene control and hazard containment. This
involves establishing a safe perimeter, managing traffic flow around the site, isolating dangerous
areas, and reducing the risk of secondary incidents. Coordination in this area may involve
deploying warning signage, activating vehicle hazard lights, placing cones or flares, or requesting
road closures through appropriate authorities. In some cases, a rapid risk assessment must be
conducted to determine whether further hazards are present, such as fuel ignition sources,
unstable cargo, or environmental threats. Responders must remain vigilant and responsive,
adapting their coordination efforts as the situation evolves.

An essential aspect of coordination is protecting the breakdown or emergency site. Site
protection ensures the integrity of evidence (especially in legal or insurance-related incidents),
limits access by unauthorised persons, and supports the safe and efficient arrival of emergency
services. Depending on the severity and type of event, the site may be secured using physical
barriers, signage, or staff posted to control entry. In all cases, workers must follow instructions
issued by emergency responders and comply with regulatory requirements such as those outlined
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by state police, WHS regulators, or environmental authorities. Where dangerous goods are
involved, containment measures and emergency equipment use must comply with the Australian
Dangerous Goods Code (ADG Code).

Another key coordination function is the deployment and use of emergency equipment. Most
transport vehicles, particularly those carrying regulated goods, are fitted with emergency Kkits
including fire extinguishers, spill containment gear, chemical absorbents, first aid kits, high-
visibility vests, warning triangles, and torches. Coordinating their use requires knowledge of their
location, operational limits, and correct application procedures. For example, the use of a fire
extinguisher requires assessment of the fire’s class and the operator’s training; spill kits must be
used in a way that contains leaks without endangering the operator or the environment.
Equipment use must be reported and replaced after the incident.

Coordination must also address the human element including the provision of support to injured
persons, emotional reassurance to bystanders or co-workers, and managing the communication
flow between parties involved. The mental state of those present at the scene can vary widely,
and responders must be prepared to deal with panic, confusion, or confrontation. Clear, calm,
and assertive communication is essential. Coordination also includes requesting additional
assistance, such as medical evacuation, fire control, or technical rescue, and providing responding
personnel with accurate details on access, hazards, and casualty status.

Coordination duties must be carried out within the boundaries of legal and organisational
limitations. Workers are not expected to act beyond their training or authority. For example,
while a driver may provide basic first aid or attempt to control traffic, they must not interfere with
active crime scenes or enter confined spaces without proper certification. Duty of care remains
central—actions must be justifiable, safe, and aligned with company policies. Where uncertainty
exists, consultation with supervisors or emergency services is advised before proceeding.

Transport workers must also coordinate communication and documentation efforts. This
includes keeping the control centre or supervisor informed of the situation's development, logging
times and details of events, and completing incident reports when safe to do so. Digital tools,
radios, or mobile apps may be used for this purpose, depending on the company’s infrastructure.
Real-time updates are critical, especially in time-sensitive emergencies or when freight contains
perishable, valuable, or high-risk cargo.

Where multiple parties are involved such as police, fire and rescue, environmental officers, or
other road users coordination becomes an exercise in cooperation and teamwork. Workers must
recognise and respect the chain of command, and understand their role within multi-agency
incident management structures. In major incidents, responders may be required to brief external
agencies, follow their lead, or provide access to load manifests, vehicle records, or GPS data.
Familiarity with the National Incident Management System (or local equivalents) is an advantage
in these situations.

Environmental considerations also play a role in on-site coordination. Spills, smoke, debris, or
contamination must be managed according to environmental regulations, and may require liaison
with local councils or the Environmental Protection Authority. Coordinating such responses may
involve isolating stormwater drains, blocking off access to sensitive areas, or engaging licensed
clean-up contractors. The overall aim is to minimise the impact on the environment while
maintaining operational and legal integrity.

In certain cases, breakdowns or emergencies occur in remote or high-risk locations, such as
mountainous terrain, remote highways, or industrial zones. Here, coordination challenges include
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delayed emergency response times, limited access to communications, and increased exposure
to environmental risks. Workers must be trained in remote area protocols, including satellite
device use, survival planning, and emergency contact procedures. Workplace emergency plans
should reflect the realities of these settings and empower workers to coordinate responses with
autonomy until external help arrives.

Coordination also includes post-incident activities. Once the immediate crisis is resolved,
workers may be responsible for initiating recovery procedures such as vehicle towing, load
transfer, cleanup operations, and site restoration. This phase may involve different service
providers and require documentation of costs, time delays, or lost freight. Coordination of these
aspects must be efficient and aligned with insurance, regulatory, and workplace reporting
expectations.

At a broader level, coordination also contributes to organisational learning and continual
improvement. Feedback gathered from each incident about what went well, what went wrong,
and how responses can be improved should be recorded and shared. These lessons help refine
emergency response plans, training modules, and safety systems, contributing to better
preparedness for future events.

3.1 Suitable measures are taken to control, warn, stop or
divert traffic at breakdown/emergency site

When a commercial vehicle breaks down or is involved in an emergency on the road, one of the
most urgent and critical actions to take is ensuring the safety of surrounding traffic. This means
taking suitable measures to control, warn, stop or divert other road users away from the incident
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site. Acting quickly to alert and protect other vehicles on the road helps prevent further accidents,
minimises disruption, and supports the work of emergency responders.

Drivers and operators are often the first people at the scene. Until emergency services or traffic
authorities arrive, it is the responsibility of the person managing the vehicle to implement
immediate and appropriate safety controls, within their training and workplace procedures. These
actions must be based on good judgement, an understanding of road safety requirements, and
the legal obligations that apply under Australian transport and workplace safety laws.

The Importance of Immediate Traffic Control

Breakdowns and emergencies are unpredictable. They may happen in remote rural areas or in
fast-moving city traffic. Regardless of the location, the sudden presence of a stationary or
damaged vehicle on the road can present serious hazards to passing motorists, pedestrians and
emergency personnel.

Implementing effective traffic control:
e Reduces the risk of secondary collisions
e Provides a buffer zone for the safety of injured persons
e Creates safe access for emergency responders
e Warns approaching drivers in time to reduce speed or change lanes
e Complies with road transport and WHS obligations
e Preserves the integrity of the breakdown or accident scene

Failure to warn or manage traffic appropriately could lead to further injury, legal consequences,
or claims of negligence under the Chain of Responsibility and WHS legislation.

Situational Awareness and Risk Assessment

Before taking any action at the site of a breakdown or emergency, it is important to stop and
assess the situation. The measures taken must be appropriate to the specific conditions, including
the type of road, visibility, weather, traffic volume and type of load being carried.

Ask yourself:
e Is it safe to exit the vehicle?
e Are there blind corners, hills or limited sight distance nearby?
e Is the breakdown on a highway, rural road, or urban street?
e Are you near an intersection, pedestrian crossing or tunnel?
e Are dangerous goods involved?
e Is the road wet, dark, or slippery?

By answering these questions, you can determine the safest and most effective steps to manage
traffic in the moments following the incident.
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Standard Measures to Control or Warn Traffic

There are several common methods used by drivers and operators to control or warn traffic before
authorities arrive. These are taught during driver training and supported by workplace policies
and procedures. The chosen method depends on the severity of the incident, your location, and
the equipment available.

Typical traffic control measures may include:

1.

Activating hazard warning lights: This is the first and most basic step. Hazard lights
alert other drivers that your vehicle is stationary or impaired.

Deploying warning triangles or cones: Most heavy vehicles are equipped with
reflective warning triangles or road cones. These must be placed at appropriate distances
(e.g., 50 to 150 metres) behind the vehicle, depending on road speed, terrain and
visibility.

Using vehicle signage or reflective vests: Wearing high-visibility clothing while
attending the site and using signage (e.g., "Accident Ahead" or "Slow Down") improves
driver visibility and awareness.

Calling traffic control support: For major incidents or multi-lane roads, drivers may
request formal traffic control through the local road authority or emergency services.

Positioning the vehicle strategically: Where safe, the vehicle may be angled or
partially moved to create a visual barrier or reduce impact risk.

Communicating with passing traffic: If trained and safe to do so, the driver may signal
to approaching vehicles to slow down or change lanes using hand signals or torches at
night.

Using radio channels or CB alerts: In rural or remote areas, drivers may use CB radio
to warn nearby transport operators about an incident ahead.

All these measures must be conducted with personal safety in mind. Never walk into traffic, and
always maintain a clear escape path in case of danger.

Legal Obligations and Traffic Control Laws

Australian road rules and state-based legislation outline specific responsibilities for vehicle
operators involved in traffic incidents. These laws often require drivers to make their vehicle
visible to others and to act responsibly in managing the road hazard.

Key legal requirements include:

Using hazard lights when a vehicle is broken down on or near a roadway

Placing warning triangles or devices at required distances for heavy vehicles
Remaining at the scene until help arrives or until the vehicle is moved safely

Not obstructing traffic unnecessarily or abandoning the vehicle in a dangerous position

Cooperating with emergency services or traffic management officers
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Some jurisdictions also impose penalties for failure to warn other drivers, especially where the
lack of warning contributed to a secondary incident.

Workplace procedures often reflect these legal obligations and expand on them by including
additional steps such as internal notification protocols, supervisor contact, and reporting
obligations.

Responding on Different Road Types
The type of road plays a significant role in determining how you manage traffic during an incident.
On highways or motorways:
e Pull over as far left as possible, away from traffic lanes
e Use emergency stopping bays if available
e Set up warning triangles well behind the vehicle (at least 150m if traffic is fast)
e Call for immediate support, these roads pose high-speed risk
On rural or regional roads:
e Use CB or two-way radio if in a remote area
e Watch for curves or blind spots
e Be cautious about wildlife or poor shoulders
e Ensure visibility from both directions
In city or urban settings:
e Warn nearby pedestrians or cyclists
e Turn wheels away from the curb if on a hill
e Stay aware of parked vehicles or narrow streets
e Use internal hazard protocols if in a depot or delivery yard

Being flexible and adapting your response to the environment is part of responsible incident
management.

Personal Safety Comes First

While protecting other road users is important, your own safety is the top priority. Never attempt
to control traffic in conditions where doing so puts you at risk.

Avoid actions such as:
e Standing in live traffic lanes to direct cars
e Attempting to move large debris without assistance

e Entering the road in poor visibility without PPE
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e Operating recovery equipment unless trained and authorised

If the situation is dangerous or beyond your control, withdraw to a safe area and wait for trained
traffic controllers or emergency services to manage the site.

Communicating with Support Personnel

Once the site is stabilised, you must contact your supervisor, emergency contacts or designated
safety officer as outlined in your company’s procedures. Clear and timely communication ensures
that additional resources such as traffic controllers, signage vehicles, or mechanical recovery are
dispatched if needed.

You should be prepared to provide:

e Your exact location (using GPS or landmarks)

e A description of the incident and whether traffic is blocked

e Whether other road users are at risk

e Whether you have deployed traffic control measures

e What assistance you need (e.g., police, towing, signage support)
This information supports a coordinated and professional response.
Supporting Safe Recovery

Once traffic is managed and the situation is under control, you may be involved in supporting
recovery crews or emergency responders. Follow all directions, avoid interfering with their work,
and maintain the traffic control setup until it is safe to remove it.

Only remove warning signs or barriers once:
e The vehicle is operational or has been towed
e The scene is clear of hazards
e You have approval from your supervisor or attending authority

Premature removal of safety equipment could put others at risk and may breach workplace or
legal requirements.
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3.2 Personal security precautions are taken in accordance
with workplace procedures

When a breakdown or emergency occurs on the road, physical danger is not the only concern,
personal security must also be considered. Transport workers may find themselves in unfamiliar,
isolated, or high-risk locations, sometimes at odd hours or in unpredictable circumstances. In
these situations, being alert to personal threats including theft, assault, harassment, or
aggressive behaviour is just as important as managing mechanical faults or traffic hazards.

Taking personal security precautions is a vital part of managing breakdowns and emergencies.
These precautions protect the driver or operator from harm, ensure safe interaction with the
public or other drivers, and help maintain control over the scene until appropriate help arrives.
All actions taken must align with company policies, WHS laws, and relevant industry standards.

Personal security is not only about physical protection, it also includes being aware of emotional,
psychological, and environmental risks that may arise when a worker is isolated or under stress.
Knowing how to act calmly, communicate effectively, and avoid escalating situations is essential
in safeguarding yourself and others during these incidents.

Why Personal Security Matters

Breakdowns and emergencies can happen at any time and in any place — on busy city roads,
isolated regional highways, remote rural locations, or even industrial sites. Each of these settings
may introduce different personal security risks. Drivers may be alone, out of mobile coverage, or
approached by unknown individuals while waiting for help.

Taking personal security seriously:
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Reduces the chance of physical assault or theft

e Protects the driver from harassment or intimidation

e Helps the worker remain calm and in control

e Ensures safe communication with authorities or the public

e Supports the person’s mental wellbeing during high-stress situations

e Aligns with company duty of care responsibilities under WHS legislation

Employers are legally required to provide a safe system of work, which includes preparing staff
to manage personal security risks during breakdowns or emergencies. However, workers also
have a responsibility to follow procedures and use good judgement in the moment.

Common Personal Security Risks Faced by Drivers

When stopped due to a breakdown or incident, especially in public or remote areas, drivers may
encounter various personal security threats. These include:

Environmental risks:
e Stopping in dark or poorly lit areas
e Exposure to severe weather or unsafe terrain
e Proximity to wildlife or stray animals
Social and behavioural risks:
e Aggressive or abusive behaviour from other drivers
e Harassment by bystanders or local individuals
e Intoxicated or mentally unstable persons at the scene
e Being asked to open the vehicle or cargo by unauthorised persons
Criminal risks:
e Theft of vehicle parts, tools or load
e Attempted robbery of fuel, equipment or personal belongings
e Being followed or watched while attending the breakdown
e Vehicle tampering or vandalism during stopovers

Awareness is the first step in managing these risks. Workers must learn to recognise warning
signs, trust their instincts, and act early to protect themselves when they feel unsafe.

Workplace Procedures for Personal Security

Transport companies in Australia are required to include personal security guidance in their driver
manuals, WHS policies and incident response procedures. These are designed to give staff clear,
practical instructions on what to do in potentially dangerous or hostile situations.



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANIS
TRAINING

Common workplace procedures include:
e Staying inside the vehicle with doors locked if unsafe to exit
e Parking under lights or in visible locations where possible
e Avoiding isolated rest stops during late-night hours
e Keeping radios or mobile devices within reach
e Never opening the vehicle to unknown individuals
e Not engaging in arguments with aggressive members of the public
e Using duress alarms or panic buttons if fitted
e Calling supervisors or emergency contacts when concerned
e Refusing to leave the vehicle if instructed to do so by unauthorised persons

These procedures should be followed consistently. If in doubt, the safest approach is to avoid
unnecessary interaction, secure the vehicle, and call for assistance.

Safe Communication Practices

How you communicate during a breakdown or emergency can greatly affect your personal safety.
Speaking clearly, remaining calm, and setting boundaries are important skills for preventing
situations from escalating.

Practical safety communication tips:

e Use neutral, non-confrontational language

Do not share personal information (e.g., home address, travel plans)

e Avoid discussing the load or cargo details with strangers

e Use company identification or emergency phrases if required

e Speak through a closed window when approached by unknown persons
e Record suspicious behaviour discreetly if safe to do so

If emergency services or authorised responders arrive, verify their identity before leaving the
vehicle. Most agencies carry ID, wear uniforms or arrive in marked vehicles. If unsure, request
identification or call your supervisor to confirm their involvement.

Use of Technology for Security

Many transport companies equip their vehicles with technologies that improve personal security.
Drivers should be trained to use these systems confidently and correctly.

Common safety technologies include:
e GPS tracking systems

e Emergency duress buttons or panic alarms
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e In-vehicle communication tools (two-way radios, satellite phones)
e Dashcams and external video cameras

e Security lighting and motion sensors on larger vehicles

e Mobile apps for driver location and welfare checks

Drivers should never disable these systems or ignore notifications. If a company provides welfare
checks or check-in procedures, workers must follow them regularly especially in remote or high-
risk areas.

Managing Aggressive or Unwanted Approaches

Unfortunately, there may be times when members of the public or other drivers become
aggressive, confrontational or threatening during a breakdown. Whether this is due to road rage,
misunderstanding, or criminal intent, your priority is to defuse the situation or remove yourself
from danger.

Do’s in these situations:

e Stay calm and avoid eye contact

Politely decline to engage

e Lock your doors and remain inside

e Call police or emergency services if threatened

e Contact your supervisor for support

e Record details discreetly for follow-up reports
Don’ts in these situations:

e Do not leave your vehicle to confront the person

e Do not physically engage or respond to provocation

e Do not open your load area or vehicle without authorisation

e Do not admit fault or make promises on behalf of the company
Remember, your safety comes first, always remove yourself from confrontation when possible.
Isolated or Remote Area Security

Drivers working in regional or outback areas may be especially vulnerable due to distance, low
traffic, and limited mobile coverage. Workplace procedures should be adapted to include specific
measures for remote-area work.

Precautions may include:
e Carrying satellite phones or UHF radios

e Checking in with supervisors at regular intervals
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e Avoiding travel in high-risk weather or fire danger periods
e Stopping only at known, secure rest areas

e Keeping windows closed when stationary for long periods
e Carrying emergency food, water and survival equipment

In remote locations, planning ahead is essential. A minor breakdown can quickly become
dangerous if the worker is not prepared to wait safely for assistance.

Post-Incident Support

If a driver or worker experiences a personal security incident whether it is harassment, threat,
assault or fear of harm the workplace must offer appropriate support. This may include:

e A debrief with the supervisor or WHS officer

e A formal incident report

e Referral to counselling or Employee Assistance Program (EAP)

e Follow-up communication with police or legal teams

e Risk reassessment and updated procedures for the location or route

Drivers should never feel that reporting personal security concerns is a sign of weakness. Being
proactive about your own safety is a sign of professionalism and self-respect.

3.3 Assistance is requested to minimise possibility of further
damage to people or property, in accordance with
workplace policy, and relevant rules and regulations
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When a breakdown or emergency occurs, the immediate response from the driver or operator
often focuses on stabilising the situation and ensuring basic safety. However, there are many
instances where the complexity, severity or location of the incident means that external assistance
is necessary to prevent further damage to people, property or the environment. Recognising when
to request help and doing so promptly and in accordance with workplace policy is a critical part
of managing any roadside emergency.

This process involves good judgement, clear communication, and an understanding of the limits
of your role. Attempting to manage a high-risk situation alone may lead to worsening conditions
or unintended consequences. By calling for help early, and following the correct procedures,
workers ensure that qualified personnel are dispatched quickly and the scene is brought under
control safely and lawfully.

When Assistance is Needed

Not every breakdown or emergency requires the same level of intervention. In some situations,
the driver can manage the issue with minimal disruption. In others, failing to act quickly or waiting
too long to call for help can lead to injury, damage to the vehicle or cargo, or increased legal
liability.

Assistance should be requested immediately when:
e A person has been injured or is at risk of injury
e There is a fire, fuel leak, smoke or hazardous material spill
e The vehicle is blocking traffic or poses a road safety hazard
e Load stability is compromised, or cargo has spilled onto the road
e Damage to roadside infrastructure or private property has occurred
e Dangerous goods are involved in any capacity
e The breakdown occurs in a high-risk location such as a tunnel, bridge or narrow shoulder
e Weather conditions increase risk (e.g., poor visibility, heat near flammable substances)
e You feel unsafe, threatened or unable to manage the situation on your own

Transport workers are not expected to fix every problem themselves. Knowing when to request
assistance is a core part of professional responsibility.

Types of Assistance That May Be Required

Depending on the nature of the incident, several types of assistance may need to be requested.
These include both internal workplace resources and external emergency services.

Internal workplace assistance may include:
e Contacting your transport or operations manager
e Requesting recovery vehicle dispatch through the company

e Calling the fleet maintenance team or mobile mechanic



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide

TRANS
TRAINING

e Notifying your WHS officer or compliance representative

e Requesting additional drivers or escorts to assist with load recovery
External assistance may include:

e Emergency services (000): for police, fire or ambulance

e Tow truck operators: for mechanical breakdowns or collisions

e Hazardous materials response teams: in the case of chemical or dangerous goods
spills

e Environmental Protection Authority (EPA): for fuel spills or environmental
contamination

e Traffic control contractors or road authorities: for major road obstructions or lane
closures

Workplace policies will outline which type of assistance is appropriate in different situations and
how to access them efficiently.

Workplace Policies and Procedures for Requesting Assistance

Each organisation has established procedures for responding to incidents, including clear steps
for when and how to request support. These procedures are typically documented in emergency
management plans, driver handbooks or company safety protocols.

Workplace policy may require you to:

e Contact a designated emergency coordinator or supervisor first

Use official communication channels (radio, emergency phone, app)

e Provide specific information about the location, nature and severity of the incident

e Avoid contacting third-party services without prior approval unless life or safety is at risk
e Log the request for assistance using internal reporting tools

e Remain at the scene and await further instructions unless it is unsafe to do so

Drivers must be familiar with these expectations before heading out on any job. Refresher training
and induction sessions typically reinforce these protocols.

Information to Provide When Requesting Help

When asking for assistance whether from workplace personnel or emergency services providing
clear and detailed information is critical. The accuracy of your report influences how quickly and
effectively help is provided.

Be prepared to communicate the following:
e Your name, role and company

e Exact location of the incident (GPS coordinates, road names, landmarks)
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e Time the incident occurred

e Description of what happened and what you observed

e Type of load and any known risks (e.g., dangerous goods)

e Whether anyone is injured or in danger

e Immediate hazards (fire, traffic, environmental spill)

e What you have done so far (e.g., hazard lights, triangle placement, first aid)
e What type of assistance you are requesting

Remaining calm and focused during this conversation helps responders assess the situation and
allocate resources appropriately.

Legal Responsibilities When Requesting Assistance

Under Australian WHS laws and the Heavy Vehicle National Law, both employers and workers
have legal duties to prevent harm and manage safety risks. Requesting assistance forms part of
your duty of care particularly where delays could increase risk to life, health, property or the
environment.

Key legal considerations include:
e Prompt notification of serious incidents to authorities (e.g., SafeWork or WHS regulators)
e Immediate reporting of dangerous goods spills, leaks or contamination

e Compliance with the Chain of Responsibility (CoR) — ensuring that risks related to loading,
maintenance and fatigue are not ignored or hidden

e Traffic legislation requiring drivers to remove hazards and cooperate with emergency
responders

e Environmental protection laws mandating rapid response to pollution or spills

Your workplace procedures are designed to align with these laws, following them helps protect
you and the business from penalties or investigation.

Preventing Further Harm Through Timely Action

The goal of requesting assistance is to prevent the situation from getting worse. Delays in seeking
help may result in:

e Secondary collisions due to poor visibility or traffic build-up
e Escalation of fire, fuel leaks or chemical reactions

e Further injury to persons on site

e Load spoilage or environmental contamination

e Additional vehicle damage

e Public complaints or loss of company reputation
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By acting early, you reduce the overall impact of the incident and create safer conditions for
yourself, others on the road, and the responders arriving to assist.

Communication Tools for Requesting Help

Drivers must be trained and comfortable using available communication tools to seek help. These
may include:

Mobile phones or satellite phones

e Two-way radios or CB units

e In-vehicle alert systems (e.g., panic buttons or duress alarms)
e Fleet management apps or online reporting portals

e Manual logbooks or check-in systems

In remote or regional areas, drivers may rely on alternative technologies such as high-frequency
(HF) radios or emergency locator beacons. Knowing how and when to use these devices forms
part of your preparedness.

Cooperating Once Help Arrives

Once assistance arrives on scene whether it is a mobile mechanic, tow operator, emergency
responder or workplace supervisor, your responsibility is to provide support, information and safe
access. Follow any lawful or authorised instructions and remain available for questioning or
documentation if required.

Avoid leaving the site unless:
e You are instructed to do so by a supervisor or authorised responder
e Your personal safety is at risk (e.g., exposure to chemical fumes, ongoing traffic hazard)
e Emergency services take control of the scene and relieve you of further duty

After the incident, you may be asked to assist with reporting, debriefing or investigation.
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3.4 Appropriate measures are taken to control and protect
breakdown/emergency sites

-

When a breakdown or emergency occurs, it is essential not only to manage the immediate hazards
but also to take steps that protect the incident site itself. Controlling and protecting the scene
helps ensure the safety of drivers, bystanders, responders and road users. It also preserves
evidence for investigations, prevents environmental harm, and enables recovery efforts to
proceed safely and efficiently.

Controlling the site means more than just keeping traffic away. It involves securing the area,
reducing ongoing risks, identifying hazards, and putting measures in place that prevent further
harm. This must all be done according to workplace policies, WHS requirements, and road safety
laws and often under pressure, stress, or uncertain conditions.

Transport workers are often the first to arrive or respond to such situations. Understanding how
to assess the site, implement protections, and maintain control until help arrives is a vital
responsibility in professional road transport operations.

Why Site Control is Critical

Breakdown and emergency scenes are dynamic. What starts as a minor incident can escalate
quickly without effective control measures. A stopped vehicle may cause a secondary collision.
An unattended spill may spread. Debris on the road may strike another vehicle. And people
gathering around may be exposed to unnecessary risk.

By taking control of the site early, you:

e Prevent further injury or property damage
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e Alert other road users to the hazard
e Create a safe zone for yourself and others
e Enable emergency services to access the scene quickly
e Maintain the integrity of the site for reporting or investigation
e Fulfil your duty of care as required by law and workplace procedure
Site protection is not just about doing the right thing; it is a core safety function.

Key Actions for Controlling and Protecting the Site

Each situation is different. What is appropriate on a quiet back road may not be suitable on a
multi-lane highway. However, there are some common measures that apply to most breakdown

or emergency scenes.

Standard protective actions include:

1. Activating vehicle hazard lights: These alerts approaching drivers that your vehicle is

stationary or experiencing a problem.

2. Placing warning triangles or cones: Reflective triangles should be placed at legally
required distances behind the vehicle (e.g., 50-150m), depending on road conditions and

speed zones.

3. Wearing high-visibility PPE: Donning a reflective vest or jacket increases your visibility

and safety when outside the vehicle.

4. Isolating the hazard area: This may involve positioning barriers or cones, staying clear
of spilled fluids, or cordoning off areas where there is a risk of fire, explosion or falling

cargo.

5. Securing the load: If the load has shifted or is unstable, do not attempt to fix it without

assistance — instead, secure the area and wait for trained personnel.

6. Minimising ignition sources: Especially important if flammable goods or fuel are
present. Turn off the engine and avoid use of mobile phones or electrical equipment near

spills.

7. Preserving the scene: Unless there is a safety issue, avoid moving vehicles or load until

supervisors or emergency responders arrive and give instructions.

8. Recording details: Take photos or notes from a safe position to support future reporting

or investigation, as long as it does not interfere with safety or privacy requirements.

These steps are practical, low-risk actions that help you maintain control over an unpredictable

situation.

Assessing the Scene Before Taking Action

Before implementing control measures, always assess the scene for safety. Do not rush out of

the vehicle or attempt to fix issues without first checking your surroundings.

Questions to consider:
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Is the location safe to exit the vehicle?

e Are there other vehicles involved or approaching at high speed?
e Is the vehicle at risk of rolling, collapsing or catching fire?

e Are there environmental hazards (e.g., water, cliffs, live wires)?
e Is there enough light to see and be seen?

e Are people or property nearby that could be affected?

Your safety comes first. If the scene is too dangerous to approach, remain in the vehicle (if safe)
and contact emergency services or your supervisor.

Controlling Public Access

In some situations, members of the public or other drivers may try to stop, assist, or take photos

at the scene. While many mean well, their presence may increase risk or interfere with emergency
efforts.

To manage public access:
e Politely advise people to keep a safe distance
e Do not allow bystanders to touch cargo, enter the vehicle or approach dangerous areas
e Avoid discussing fault, causes or company details with the public
e Call for police or traffic control if crowding becomes a risk
e Maintain a calm and professional demeanour to discourage confrontation
If you feel unsafe or threatened at any point, return to your vehicle and contact authorities.
Protecting the Environment

Environmental risks at a breakdown or emergency site must also be managed. Fuel, oil, chemicals
or even perishable goods can cause pollution or harm if released onto the road, into waterways
or onto land.

Environmental protection may involve:

Reporting any spill or leak immediately

Avoiding stormwater drains or creeks near the spill

Using spill kits if trained and available

Notifying the supervisor or EPA where legally required
e Containing or isolating the affected area without attempting clean-up unless trained

Many transport vehicles carry a spill response kit. Workers should be trained in its use and know
when it is safe to deploy it.
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Aligning with Workplace Procedures

Every transport business has its own procedures for incident scene control. These are usually
documented in emergency action plans, safety manuals or driver handbooks.

Procedures often cover:
e Minimum PPE requirements for roadside work
e Approved equipment for traffic and hazard control
e Steps to follow based on load type (e.g., dangerous goods vs general freight)
e Specific instructions for breakdowns on freeways, tunnels or bridges
e Who to notify and how, including supervisor escalation
e Requirements for documenting your control actions in the incident report

Following these procedures ensures you are acting within your role and protecting yourself and
the business.

Legal Obligations for Site Protection

Under Australian road transport law and WHS legislation, workers have legal responsibilities to
ensure that their actions (or inaction) do not create additional risks.

Relevant laws include:

e Heavy Vehicle National Law (HVNL) - obligations to manage vehicle, load and road safety
risks

e Australian Road Rules - requirements for warning triangles, vehicle positioning and scene
behaviour

e Work Health and Safety Act — duty of care to self and others

e Dangerous Goods Regulations — mandatory scene management and emergency response
protocols for hazardous cargo

Failure to control the scene appropriately could result in further damage, fines, or investigation
under the Chain of Responsibility.

Supporting Emergency Services and Recovery Crews

Once emergency responders or recovery crews arrive, your role is to support them by keeping
the site clear, sharing relevant information, and following their instructions.

Do:

Brief responders on what actions you have already taken

Remove yourself from active recovery areas unless directed to assist

Maintain site protection until formally relieved

Cooperate with investigators or police as required



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANS
TRAINING

Do not:

e Attempt to move injured persons, unless safe to do so

e Interfere with recovery equipment

e Leave the site unless directed or unsafe to remain
Your preparation makes their job safer and more efficient.
Keeping the Site Safe Until Help Arrives

There may be a time delay between the incident and the arrival of assistance. During this period,
continue to monitor the site and make adjustments as needed.

Ongoing control actions may include:
e Moving warning triangles further out if traffic builds
e Updating your supervisor with new developments
e Reassuring passengers or injured persons
e Watching for environmental changes (e.g., rising water, smoke, falling debris)

e Remaining alert to changes in vehicle stability or cargo movement

3.5 Traffic at breakdown/emergency site is controlled, as
required, in accordance with regulatory requirements
and workplace procedures

The ability to manage traffic safely at a breakdown or emergency site is a critical skill for transport
workers. Whether dealing with a single-lane highway breakdown, a multi-vehicle collision, or a
hazardous load incident, it is essential to understand how to assess and implement appropriate
traffic control in accordance with legal and workplace obligations.
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Transport professionals are often the first on the scene when a breakdown occurs, and in some
cases, may be solely responsible for taking initial steps to alert other road users and manage
traffic until emergency services arrive. Ensuring that the flow of traffic is either safely diverted,
slowed, or stopped depending on the circumstances can prevent secondary accidents, protect
people, and maintain road safety.

Controlling traffic is not simply a matter of standing in the road or waving vehicles down. It
requires a sound understanding of risk management, legal requirements under road laws and
safety legislation, proper use of equipment, and alignment with company policy and training. It
also demands good judgement and situational awareness, particularly when working in low-
visibility areas, adverse weather, or high-speed zones.

When Traffic Control is Required
Traffic control becomes necessary at a breakdown or emergency site when:
e The stationary vehicle is obstructing part or all of the roadway
e Debris, spills, or hazards are present on or near the traffic path
e Visibility is low and approaching vehicles may not have enough time to react
e Other road users are unaware of the breakdown ahead due to curves, hills or obstacles
e Emergency services are attending the scene and require clear access
e There is a risk of further incidents caused by congestion or confusion
e Pedestrians or cyclists are near the affected zone

In all these scenarios, controlling traffic can prevent additional injury, vehicle damage, and
congestion. Failing to alert or manage road users in a timely and compliant way can increase the
likelihood of a serious incident.

Legal Framework for Traffic Control

Traffic control at breakdown and emergency sites must comply with a range of laws and
regulations in Australia. These include:

e Australian Road Rules: Provide the foundation for warning signage, vehicle positioning,
and conduct during vehicle breakdowns.

e State and Territory Traffic Management Guidelines: These provide the technical and
procedural details for managing temporary traffic disruptions (e.g., NSW Traffic Control at
Worksites Manual, VIC Worksite Safety Traffic Management Code of Practice).

¢ Work Health and Safety Acts and Regulations: Impose a duty of care to ensure that
any actions taken to control traffic do not endanger workers or others.

e Chain of Responsibility (CoR) Laws under the Heavy Vehicle National Law: Impose
shared obligations for safety on all parties involved in transport operations.

Only trained and authorised personnel should conduct direct traffic redirection, especially on
public roads. In many workplaces, the standard procedure is to alert emergency services and
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implement warning measures rather than attempt full traffic control unless it is necessary for
immediate safety.

Workplace Procedures and Expectations

Workplace procedures provide clear guidance on how to control traffic at an incident scene. These
procedures are designed to:

Ensure consistency and compliance across the workforce
Reduce confusion during high-pressure situations
Protect the health and safety of employees, responders, and the public

Limit the legal liability of the business and its workers

Procedures usually outline:

Types and correct placement of traffic control devices (cones, triangles, flares)
Required minimum distances between the hazard and warning signs

Steps to take based on traffic conditions and location

When to notify authorities or call for professional traffic controllers

Protocols for working on high-speed roads or night operations

Personal protective equipment (PPE) to be worn at all times

Employers may also provide checklists, visual diagrams, or in-vehicle kits to support correct
implementation of traffic control measures. Workers must ensure they understand these
procedures and apply them as trained.

Initial Traffic Control Steps

The first few minutes after a breakdown or emergency are critical. Even before authorities arrive,
basic traffic control actions should be taken if safe to do so. These actions typically include:

Activating Hazard Lights: The first and most immediate step. Flashing lights alert
nearby drivers that there is a hazard and they should slow down.

Positioning Warning Triangles or Cones: In general, one triangle should be placed
approximately 50 to 150 metres behind the vehicle, depending on the speed limit and
visibility. On curves, hills or highways, this may be increased. Ensure triangles are clearly
visible and not obstructed.

Moving the Vehicle Off the Road (if safe and possible): If the vehicle can be safely
steered or pushed to the shoulder or emergency lane, this should be done to avoid
obstructing live traffic.

Wearing High-Visibility PPE: Workers must don reflective vests before exiting the
vehicle, especially when operating on roads with high traffic flow or during low light
conditions.
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e Contacting Emergency Services or Traffic Authorities: If traffic control is beyond the
capabilities of the worker or the situation involves multiple vehicles, dangerous goods, or
complex hazards, the appropriate authority must be contacted immediately.

Managing Traffic Until Help Arrives

In cases where professional traffic controllers or emergency services are en route, it may be
necessary to take interim measures to protect the scene. The key objective is to ensure traffic
flow is informed and redirected as safely as possible.

This might involve:

Placing temporary signage (e.g. “Accident Ahead” or “Reduce Speed”) if available

Using hand signals or lights only when trained and safe to do so

Preventing other vehicles from stopping too close to the incident zone

Asking passengers or others not to enter traffic areas
e Avoiding confrontation with impatient or aggressive drivers

Workers must never attempt to manually stop or direct traffic on high-speed roads unless
specifically trained and authorised to do so. Doing so can endanger the worker and others.

Using Traffic Control Equipment Correctly

Traffic control relies heavily on equipment that is visible, standardised, and quick to deploy.
Workers should be trained in the correct use of:

e Reflective warning triangles: Foldable, lightweight and often part of vehicle safety kits
o Traffic cones or bollards: Mark the outer perimeter of the safe zone or redirect vehicles

e Flashing beacons or portable lighting: Used for visibility at night or during poor
weather

e Vehicle-mounted signs: "Emergency Vehicle - Do Not Overtake” signs are commonly
displayed on transport trucks

e Hazard tape: Can be used to isolate specific risk areas, such as fuel spills

Care must be taken to ensure all equipment is in good condition, properly stored, and not expired.
Faulty or missing traffic control devices should be reported immediately.

Role of Emergency Services in Traffic Management

When emergency services arrive, they assume control over the scene and its traffic management.
Their role includes:

e Closing or rerouting lanes
e Diverting traffic via alternate roads

e Clearing debris or hazards
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e Investigating the cause of the incident
e Coordinating with tow trucks or recovery teams

Transport workers must follow all instructions given by police, fire, paramedics or traffic
controllers. Offering information about the incident, vehicle load, and control measures already
taken is often helpful.

Communication and Cooperation

Effective traffic control is not achieved by one person alone. It requires communication with
supervisors, colleagues, authorities and sometimes the public.

Good communication includes:
e Providing clear updates to dispatch or supervisors about the traffic situation
e Reporting the deployment of warning signs and barriers
e Documenting the time and nature of actions taken for records
e Relaying instructions from emergency personnel to other workers or site occupants

Any changes to traffic conditions should be reported promptly, especially if the scene becomes
more hazardous or congested.

Training and Competency Requirements
Workers tasked with controlling traffic at breakdown or emergency scenes must be competent in:

e Recognising the need for traffic control

Selecting and deploying appropriate safety equipment

Applying workplace traffic control procedures

Using basic communication tools (e.g. two-way radios)
e Knowing when to request further assistance

In some roles, specific training such as Traffic Control Work Training (Stop/Slow Bat
licence) is required under state legislation to actively direct traffic. Without this training, workers
must limit their actions to hazard identification and passive control measures (such as signage
and hazard lights).
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CHAPTER 4: COMPLETE DOCUMENTATION
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In the transport and logistics industry, the proper completion, management, and processing of
documentation is not just a procedural requirement—it is a fundamental part of legal compliance,
operational accountability, and safety assurance. In the context of breakdowns and emergency
situations, the role of documentation becomes even more critical. It captures the narrative of the
event, informs authorities, protects organisations from liability, supports investigations, and
serves as a vital tool for continuous improvement in risk management and emergency response.

This chapter introduces the essential skills and responsibilities involved in completing
documentation following a breakdown or emergency. It emphasises the need for accuracy,
legibility, timeliness, and adherence to workplace and legislative requirements. Whether dealing
with a simple vehicle fault or a complex incident involving dangerous goods or injuries, the ability
to document the situation effectively is a core competency for all transport professionals.

Breakdowns and emergencies disrupt normal operations. In such cases, documentation becomes
a structured way to restore order, preserve factual information, and create a traceable record of
actions taken. Drivers and other personnel are often required to complete a range of forms and
reports that capture the who, what, when, where, why and how of an incident. These may include
incident reports, vehicle inspection forms, dangerous goods manifests, near-miss records, witness
statements, workplace injury reports, and environmental spill response forms. Each document
serves a specific purpose and must be filled in accordance with company policies, legal
requirements, and any applicable state or territory regulations.

A key component of documentation in these contexts is incident reporting. This report provides
an official account of what occurred during the breakdown or emergency and is typically the first
document that internal management, insurance providers, legal advisors, or investigators will
consult. It must therefore be clear, factual, and free from speculation. A well-completed incident
report helps demonstrate that correct procedures were followed, duty of care was maintained,
and all reasonable steps were taken to mitigate harm. It can also protect both the individual and
the organisation from legal or regulatory scrutiny.

Timeliness is also an essential principle. Most transport companies require that documentation be
completed and submitted as soon as possible after the incident—ideally within hours, and certainly
before the end of the shift. Delays in reporting can result in loss of critical information, diminished
accuracy due to fading memory, and non-compliance with statutory requirements. In certain
cases, such as injuries or dangerous goods spills, immediate notification to authorities is also
required, and written records must support the initial notification.

Documentation must also meet standards of legibility and professionalism. Whether reports
are handwritten or submitted via electronic systems, the information must be clear, structured,
and readable. This means using neat handwriting, consistent terminology, and avoiding slang or
ambiguous expressions. Where digital platforms or tablets are used, data entry fields must be
completed in full, dropdown selections must be accurate, and free-text fields must be written in
plain, objective language. Proofreading is strongly encouraged to check for errors, omissions, or
misinterpretations that could impact the report’s validity.

Another essential aspect of completing documentation is adhering to legal and regulatory
requirements. Various Australian laws, including Work Health and Safety (WHS) legislation,
transport regulations, and environmental protection statutes, require that accurate records be
kept for specified durations and made available for audits or investigations. For example, if an
emergency involves the release of hazardous substances, the documentation must clearly show
what materials were involved, how they were contained, and what environmental controls were
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used. Failure to document this properly can lead to penalties, remediation costs, or reputational
damage.

Workplace documentation must also align with internal policies and procedures. Every
transport company will have its own documentation framework outlining which forms must be
used, who is authorised to sign them, how they must be stored, and the workflow for escalation.
Some organisations may require paper-based documentation, while others use cloud-based fleet
management systems, digital logbooks, or mobile incident reporting apps. It is the worker’s
responsibility to be familiar with the documentation process and use the correct formats provided
by their employer.

In high-risk incidents—such as those involving dangerous goods, explosives or hazardous
substances—the documentation must include additional details that are mandated under
national and state regulations. This might include Safety Data Sheet (SDS) references, the ADG
Code classification of the goods, containment measures used, and whether emergency services
or a licensed waste contractor were contacted. Reports must also confirm whether the incident
was communicated to the relevant Dangerous Goods regulator or Environmental Protection
Authority (EPA), as required under law.

Where a breakdown or emergency results in injuries or near misses, injury report forms and
first aid records must be completed and submitted in line with WHS procedures. These records
support internal investigations and help identify the root causes of the event, whether due to
human error, mechanical failure, or environmental conditions. They also help ensure the injured
party receives the appropriate care and follow-up, and that the incident is reported to the relevant
regulator (e.g., SafeWork NSW, WorkSafe Victoria) if notifiable.

Equally important is the need to retain documentation for record-keeping and future
reference. In many cases, reports and associated paperwork must be retained for a minimum
number of years in line with legal, insurance, or contractual obligations. This documentation may
be called upon in audits, legal proceedings, insurance claims, or workplace reviews. Poorly
completed or missing documentation can result in compliance breaches, denial of claims, or loss
of industry accreditation.

Completing documentation is not a standalone task, it is part of a broader feedback and
continuous improvement process. After each incident, documentation is often reviewed during
debriefs or safety meetings to identify what worked, what failed, and what improvements can be
made to emergency procedures. Accurate documentation provides the evidence needed to adjust
risk controls, update training, improve vehicle maintenance schedules, or revise emergency
response plans. In this sense, every report contributes to a safer and more efficient workplace
culture.

In some cases, workers may be required to provide documentation to external parties
such as emergency services, police, insurers, or client companies. This adds another layer of
responsibility, as the documentation must meet professional and evidentiary standards. Workers
may also be asked to provide verbal explanations or follow-up reports to clarify the initial
submission. Therefore, the ability to write factual, objective, and complete reports is a critical
workplace communication skill.

It is important to acknowledge that barriers to accurate documentation can exist. These may
include stress, fatigue, lack of access to required forms, poor literacy or digital skills, or confusion
about what should be recorded. Organisations must support their workers through clear
procedures, adequate training, supervisory guidance, and access to user-friendly reporting tools.
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Workers, in turn, must take responsibility for completing documentation to the best of their ability,
asking for help when needed, and viewing documentation as a vital part of their professional role.

Modern workplaces are increasingly adopting digital reporting systems, which offer improved
speed, standardisation, data storage, and access to analytics. Workers must become comfortable
using tablets, fleet software, and reporting apps to enter information efficiently and accurately.
Digital systems can automatically timestamp entries, capture GPS data, attach photos, and
integrate with workflow software to alert supervisors or dispatch teams in real time. However,
these systems still rely on the user to input data responsibly and in accordance with workplace
expectations.

4.1 Required breakdown/emergency documentation and
report procedures and processes are confirmed

A

In transport operations, proper documentation is just as important as the physical actions taken
during a breakdown or emergency. Recording what happened, how it was handled, and who was
involved provides a transparent and accurate account of the event. It also supports safety
compliance, insurance claims, legal responsibilities, and internal learning processes.

To fulfil legal and workplace requirements, workers must understand what documentation is
needed, when it must be completed, how to report the incident, and who must receive the
information. Documentation serves not only to protect the organisation but also the individual
worker. It ensures that all actions taken are traceable, defensible, and aligned with recognised
procedures.
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Knowing how to confirm and carry out documentation and reporting responsibilities is essential
for maintaining professionalism and reducing operational risk. Clear, timely, and truthful reporting
reflects a commitment to duty of care, workplace accountability, and public safety.

The Purpose of Documentation in Emergencies

Documentation during or after a breakdown or emergency serves several key purposes. It creates
a formal record of the event, supports investigations and audits, and helps companies identify
trends in mechanical failures, response times, or procedural gaps.

It may be used to:

Record damage or injuries for insurance or liability purposes

e Assist in fleet maintenance planning and vehicle inspection schedules

e Support claims made under workers’ compensation or public liability

e Contribute to regulatory reporting obligations under transport or safety laws

e Provide information for debriefing, root cause analysis, or corrective action planning

Written records also serve as evidence that the operator followed proper procedure. This is
especially important if the event involved dangerous goods, hazardous materials, or interaction
with emergency services.

Workplace Documentation Procedures

Each workplace will have its own specific breakdown or emergency documentation process. These
may be outlined in fleet operation manuals, company safety procedures, emergency response
plans, or incident reporting protocols. Before operating a vehicle or commencing duties, workers
should familiarise themselves with these documents and ask for clarification if anything is unclear.

Standard procedures usually involve:
e Completing an incident report form (paper-based or digital)
e Reporting the event verbally to a supervisor or control room
e lLogging details into an internal fleet management system
e Photographing damage, vehicle position, or load conditions where safe
e Recording communications with emergency services or other drivers
e Submitting repair orders or damage reports if applicable

Transport companies may have dedicated software or mobile apps for incident documentation.
These systems often require operators to input data such as vehicle ID, location, time of event,
nature of incident, and actions taken.

Confirming Documentation Processes in Advance

Before an incident occurs, it is essential to know what documentation is expected in the event of
a breakdown or emergency. Workers should be briefed during induction and refresher training,
and companies should provide access to:
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e Sample report forms and templates

e Chain of command for incident notification

e Step-by-step breakdown of what to do in various scenarios

e Expectations around timeframes for reporting (e.g. within 1 hour or end of shift)
e Digital platforms or portals used for uploading documentation

e Evidence requirements (e.g. photographs, dashcam footage, witness details)

Workers should confirm these procedures regularly, especially when starting a new role, working
in a different location, or handling special types of freight such as refrigerated goods, livestock,
or dangerous substances. If uncertain, it is always appropriate to check with a supervisor or safety
officer.

Common Types of Required Documentation

Breakdowns and emergencies can lead to multiple layers of documentation, depending on the
nature of the event. These may include:

e Incident Report Form: Captures the who, what, when, where, why and how of the event.
It forms the official written record of the breakdown or emergency and is used across
industries.

e Driver Statement or Log Entry: Outlines the driver’s personal account of what occurred,
including decisions made, hazards encountered, or issues faced during the incident.

e Vehicle Damage Report: Describes any structural, mechanical or cosmetic damage
sustained, often supported by photographs or inspection records.

e Load Assessment Sheet: If the load has shifted, been damaged or poses a risk, this
document confirms the condition of cargo and whether it can be transported safely.

¢ Repair Request or Maintenance Form: Outlines mechanical issues discovered during
the breakdown and requests inspection, towing or servicing.

e WHS Incident Notification: If the breakdown resulted in injury, a formal workplace
health and safety notification may be required under jurisdictional WHS laws.

¢ Emergency Services Report Reference: If police, ambulance or fire services attended,
a report or reference number may be included for tracking or insurance purposes.

Legal and Regulatory Considerations

Transport operators are subject to a wide range of legal and regulatory reporting requirements
depending on the state, territory, and type of incident. Some key legislation that may apply
includes:

e Heavy Vehicle National Law (HVNL) administered by the National Heavy Vehicle
Regulator (NHVR)

¢ Work Health and Safety Acts and Regulations of each state or territory

¢ Dangerous Goods Safety Acts if hazardous materials were involved
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e Australian Road Rules in the case of roadside incidents

Failure to document and report correctly may result in regulatory penalties, fines, or exclusion
from operating duties. Companies also have legal obligations to maintain records for specified
periods and make them available during audits or investigations.

Roles and Responsibilities

In a breakdown or emergency, responsibility for documentation usually begins with the driver or
operator. However, depending on the nature of the incident, other personnel may become
involved, such as:

e Supervisors, who verify and endorse the report

¢ Fleet managers, who schedule vehicle inspections or recovery

e WHS officers, who lodge formal safety incident reports

e Compliance officers, who ensure documentation meets regulatory requirements
e Insurers or claims staff, who assess damages and liability

Clear communication between these roles is important. Workers must provide honest and
complete information and follow up if they notice a gap in documentation or reporting.

Best Practices for Documenting an Emergency or Breakdown
To ensure documentation is effective, workers should apply best practices, including:
e Accuracy: Report only what you observed or know to be true. Avoid assumptions.
e Objectivity: Describe events factually without emotional language or blame.
¢ Timeliness: Submit documentation as soon as possible, ideally before the end of the shift.
e Clarity: Use plain language, correct spelling and full sentences.

e Supporting Evidence: Attach photographs, diagrams, or witness statements where
relevant.

e Confidentiality: Avoid sharing incident details with unauthorised individuals.

Where English is a second language or a literacy barrier exists, workers should be encouraged to
ask for support. Many workplaces offer assistance or translation to ensure compliance is not
compromised.
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4.2 Documentation and reports are filled in legibly and
proofread

In the high-pressure environment of transport operations, especially during breakdowns or
emergency events, clear and accurate documentation plays a crucial role in ensuring a safe, legal
and responsive workplace. When reporting incidents, breakdowns or hazards, it is not enough to
simply complete the required forms. The way documentation is presented directly affects how
that information is understood and acted upon. This is why legibility and proofreading are critical.

Legible and proofread documents ensure that vital information can be read and interpreted
accurately by supervisors, compliance officers, insurers, legal representatives and emergency
authorities. Poor handwriting, missing details or careless errors can result in miscommunication,
delays in response, safety risks or even regulatory breaches. Taking the time to write clearly and
check your work demonstrates professionalism, protects your position, and helps maintain the
integrity of workplace records.

Understanding What It Means to Be Legible

Legibility refers to how easy it is for someone else to read and understand what has been written
or entered. In the workplace, legibility applies to both handwritten and typed documents. In
transport and logistics, common documents requiring legible completion include incident report
forms, vehicle condition reports, dangerous goods declarations, logbooks, and maintenance
requests.

When handwriting is used, workers must take care to write clearly, without rushing or
abbreviating key words unless those abbreviations are standard and commonly understood within
the organisation. Printing rather than cursive writing is often preferred, as printed letters are
easier to decipher. Use of capital letters should be consistent with accepted writing practice.
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In digital formats, workers must ensure they type carefully, use correct spelling, punctuation, and
grammar, and avoid using all capital letters or slang. Digital systems may have automatic prompts
or error correction features, but these should not be solely relied upon.

Documents that are not legible can be returned for clarification, delayed in processing, or used
incorrectly due to misunderstanding the content. This can be dangerous in emergency situations
where time-sensitive decisions are based on the written information provided.

Proofreading: A Necessary Skill for Accurate Reporting

Proofreading is the act of reviewing a document after it has been written or completed, in order
to check for mistakes, incomplete fields, unclear wording or inaccuracies. It is an essential step
before submitting any documentation related to a breakdown or emergency event.

Proofreading helps identify:
e Spelling or grammatical errors
e Incorrect dates, times, vehicle numbers or load descriptions
e Missing witness names, signatures, or report references
e Statements that could be misinterpreted or lack clarity
e Data entered in the wrong fields or sections
e Repeated or contradictory statements

Proofreading should be done before handing the document to a supervisor or submitting it into a
digital system. Ideally, it should also be done with a brief pause between completing the report
and reviewing it. This helps the writer assess the content with fresh eyes and notice details they
may have missed while writing.

For high-risk incidents, such as those involving dangerous goods, injuries or emergency services,
it is especially important that documents are reviewed and verified. Mistakes in these situations
may result in legal complications, insurance issues or procedural failures.

Techniques for Improving Legibility and Clarity

In workplaces where handwritten reports are still commonly used, workers should adopt writing
techniques that improve legibility. These may include:

e Using block letters where possible for headings or critical details

e Writing in blue or black ink for better visibility and scanning

e Leaving sufficient spacing between lines and words

e Avoiding overuse of abbreviations unless standardised by the workplace

e Using straight, even lines and consistent letter size

e Avoiding writing in the margins or outside the designated boxes on a form

Where digital documentation is required, legibility and clarity depend on structured formatting.
Workers should:
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Follow the correct format and structure for each report type

Use full sentences where explanations are required

Use bullet points only where appropriate and permitted by the system
Double-check drop-down menu selections and auto-filled fields

Avoid typing in all capitals, which can be misread as shouting

Always fill in required fields and avoid leaving sections blank

If the form allows, attaching images or additional notes can further clarify the written report.
However, these should be labelled and referenced properly to avoid confusion.

Proofreading Tips for Transport Workers

Proofreading is a skill that improves with practice. It does not require expert literacy, but it does
require attention to detail and the ability to spot errors. Some helpful proofreading habits include:

Reading your writing aloud to yourself (quietly) to check for flow and clarity
Using a checklist to ensure all key items are included

Reading the form from bottom to top or right to left to catch errors missed on the first
read

Having a colleague read your report if time and privacy permits

Using spell check tools in digital formats but also reading with your own eyes to confirm
accuracy

Rechecking names, times, vehicle registrations, and incident descriptions carefully

Proofreading should never be seen as an optional or extra task. It is part of the professional
responsibility of completing an incident report or emergency form correctly.

Common Mistakes to Avoid

To maintain professionalism and prevent documentation errors, workers should be aware of
common pitfalls, including:

Rushing through a report without double-checking

Illegible handwriting that supervisors or authorities cannot interpret

Leaving fields blank or entering “"N/A"” without understanding if it is appropriate
Using unclear or emotionally charged language rather than objective description
Failing to proofread because of assumptions that “it looks fine”

Overwriting errors without neatly correcting or initialling changes

Submitting a digital form without reviewing what was auto-filled by the system
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These types of mistakes can not only compromise safety and investigation outcomes but may
also place the worker at risk of disciplinary action or liability.

Legal and Workplace Implications

From a legal perspective, documentation created during or after a breakdown or emergency may
be used as formal evidence in workplace investigations, insurance claims, regulatory inspections
or even court proceedings. Therefore, it must be accurate, clear, and professional.

WHS regulators, transport inspectors, insurers and senior management rely on the quality of
incident documentation to determine:

e Whether procedures were followed

e If additional training is required

e Whether there is liability or negligence involved
e If systems or policies require review

In addition, organisations must store and maintain documentation in line with retention
requirements. Illegible or error-filled records cannot be relied upon and may be rejected.

It is also important to understand that signed documentation may have legal weight. Workers
should never sign off on a report they have not proofread or that contains statements they do
not understand.

Supporting Literacy in the Workplace

Employers and supervisors have a responsibility to support workers who may find documentation
and proofreading difficult. This includes those with lower levels of literacy, people who speak
English as a second language, or those with learning difficulties.

Workplaces should:
e Provide sample completed forms and easy-reference guides
e Allow enough time to complete documentation properly
e Offer feedback on reports and how they can be improved
e Encourage questions about unclear sections or procedures
e Provide digital tools that simplify completion and reduce error

Workers who experience difficulty with legibility or proofreading should not be discouraged.
Support can be provided through peer mentoring, literacy programs or digital aids.
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4.3 Documentation and reports are processed in accordance
with workplace requirements

In transport and logistics operations, the proper processing of documentation and reports
following a breakdown or emergency is critical to ensure compliance, traceability, accountability,
and safety. When an incident occurs on the road or within a logistics facility, the completion of
documentation is only the first step. That information must then be handled in accordance with
structured workplace systems and legal expectations. Proper processing involves submitting,
storing, sharing, escalating, and, in some cases, archiving information through authorised
channels and procedures.

Workplace requirements for documentation processing ensure that all relevant personnel have
timely access to accurate reports. This supports investigations, internal reviews, insurance claims,
safety improvements, and legal obligations. A failure to process these records correctly can result
in lost data, miscommunication, unresolved issues, or exposure to regulatory penalties.

Understanding What Processing Documentation Involves

Processing documentation does not just mean completing a form or writing an incident report. It
refers to the full journey that the documentation takes once it has been completed. This includes
where the documentation is sent, who is responsible for receiving it, how it is reviewed, how long
it is retained, and what is done with the information it contains.

In most workplaces, emergency documentation is subject to a clear chain of responsibility. Once
a report is written, the following steps are typically involved:

e Submission to a supervisor, safety officer, or designated department
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Entry into a document management system or safety register
Review and assessment by a competent person or committee
Allocation of follow-up actions or corrective measures

Filing, either electronically or in hard copy

Secure storage in compliance with record-keeping requirements

Communication of outcomes to relevant parties

Each of these steps must align with internal policies and procedures. Many organisations have
reporting pathways that vary depending on the severity or type of the incident. For example, a
breakdown without injury may follow a general operational process, while an emergency involving
hazardous materials or injury to a worker may trigger a safety-specific or legal reporting stream.

Roles and Responsibilities in Document Processing

Every worker involved in incident reporting must understand their role in the process. While a
driver or on-site employee may be responsible for initiating the report, supervisors, managers,
WHS representatives, and administrative staff all play roles in ensuring that documentation is
processed correctly.

The worker’s primary responsibility is to:

Complete the documentation promptly after the incident
Ensure legibility and accuracy

Submit the completed documents through the correct channel (for example, to a
supervisor, depot manager, or electronic system)

Follow up on any errors or requests for clarification

Supervisors are usually responsible for:

Verifying the documentation
Ensuring reports are received within required timeframes

Submitting reports to upper management, compliance teams, or regulatory authorities if
required

Recording the documentation in the organisation’s database or reporting software

Administrative or safety personnel may be responsible for:

Entering report details into safety registers or compliance systems
Communicating with insurers or regulators

Retaining reports for audit or legal purposes

Each party must act in accordance with the organisation’s policies, which are often outlined in the
company’s safety management system or operational manual.
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Workplace Requirements for Processing Reports

Each organisation has its own set of policies and procedures related to how incident
documentation is processed. These procedures are usually developed in line with national WHS
laws, transport legislation, and insurance requirements. They often include:

e Timeliness: Reports must be submitted within a specified time after the event (often
within 24 hours).

e Format: Documents may need to be submitted on approved templates, either digital or
paper based.

e Authorisation: Some reports may require sign-off from supervisors or authorised
personnel.

e Distribution: Copies may need to be distributed to different departments (e.g., safety,
compliance, maintenance).

e Privacy and confidentiality: Reports must be handled with care to protect personal and
sensitive information.

e Storage and retrieval: Documents must be stored in a way that allows easy retrieval in
future for audit, claims, or legal needs.

Some workplaces may use digital platforms that automatically route incident reports through an
internal workflow. Others may still use paper-based forms that require manual submission and
filing. Regardless of the method, adherence to policy is essential.

Compliance with Legislative and Industry Standards

In Australia, processing documentation in transport and logistics environments is governed by
workplace-specific procedures but must also align with broader legislative frameworks. The key
standards and laws that influence documentation processes include:

e Work Health and Safety Act and Regulations: These outline employer and worker
duties, including notification and record-keeping following workplace incidents.

e Heavy Vehicle National Law (HVNL): For operators of heavy vehicles, incident
documentation may be reviewed by regulatory authorities, particularly in cases involving
fatigue breaches, dangerous goods, or Chain of Responsibility.

e National Heavy Vehicle Regulator (NHVR) requirements: Transport operators must
be prepared to provide records upon request, and failure to keep proper documentation
may result in penalties.

e Transport safety codes and procedures: Incidents involving dangerous goods or
regulated substances may require submission of documentation to emergency services or
environmental agencies.

It is critical that workers follow documentation processing protocols not just to satisfy company
expectations, but also to remain compliant with national laws and industry best practices.
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Managing Digital and Paper Documentation Systems

Workplaces may use digital systems such as transport management software (TMS), incident
reporting apps, or online safety registers. These systems streamline the reporting process, ensure
automatic routing of forms to appropriate parties, and support better data security.

Where digital systems are in use, workers should:
e Log in using assigned credentials
e Ensure all required fields are completed
e Upload any supporting documents (e.g., photographs, dashcam footage)
e Submit forms before deadlines
e Follow up with supervisors if receipt of the report is not acknowledged

In contrast, workplaces still using paper-based systems require reports to be manually written,
signed, dated, and physically handed in or mailed to the relevant person or office.

Both systems require accountability. If a report is lost, delayed, or filled out incorrectly, it may
impact the entire workflow. Workers must also be mindful of version control, ensuring that they
are using the most recent forms and formats approved by their organisation.

Ensuring Confidentiality and Security

Another key part of processing documentation is maintaining confidentiality. Incident and
emergency reports may contain sensitive personal information such as injury descriptions,
medical details, or names of individuals involved. Mishandling this information can result in
serious privacy breaches.

Workers and supervisors must ensure:
e Reports are not left unattended in shared spaces
e Access to digital reports is restricted to authorised users
e Printed reports are stored in secure cabinets
e Discussions about the contents of reports are kept private

Many companies include confidentiality clauses in their incident reporting policies. Breaching
these can lead to disciplinary action or legal consequences.

Retention and Archiving of Records

Once documentation has been processed, it must be retained in accordance with organisational
and legislative requirements. Different types of records have different minimum retention periods.
For example:

e Workplace incident reports: Often retained for 5 years or longer

e Reports involving hazardous substances: May require retention for 30 years under
WHS Regulations
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e Insurance-related documentation: Must be kept until claims are resolved and for
auditing purposes

Workplaces must maintain proper archiving procedures to ensure records remain accessible if
required by insurers, regulators or legal representatives. Workers should be familiar with where
and how documentation is stored, and how to request access if needed.

Communicating Processed Information Internally

After documentation has been processed, there may be a requirement to communicate the key
outcomes or findings to relevant teams. This may include:

e Safety alerts to inform staff of identified risks

e Toolbox talks to review what occurred and how it was handled

e Internal memos outlining changes to procedures

e Maintenance reports indicating vehicle repair needs

e Feedback or instructions given to the individual who submitted the original documentation

Workers are not always responsible for this communication, but they should understand that their
documentation may trigger workplace actions or follow-ups. Accurate reporting contributes to a
safer and more efficient workplace.
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Road transport environments are unpredictable and can present a range of unexpected hazards.
Vehicle breakdowns and emergency situations can pose significant threats to safety, particularly
when dangerous goods or hazardous substances are involved. To manage such situations
effectively, drivers and other transport personnel must operate within a strict compliance
framework. This includes understanding the characteristics of hazardous substances, fulfilling
duty of care obligations, following documented procedures, and complying with workplace health
and safety regulations, traffic authority laws, and environmental protection standards. This
section provides comprehensive coverage of the key compliance elements involved in handling
breakdowns and emergencies in the road transport industry.

Characteristics and Implications of Dangerous Goods, Explosives and Hazardous
Substances

Dangerous goods and hazardous substances are strictly regulated in transport environments due
to the unique risks they pose in normal operations and especially during incidents. These
substances are classified according to the Australian Dangerous Goods (ADG) Code. Each class of
dangerous goods is associated with specific physical or chemical properties that can create serious
consequences if mishandled.

Examples include:
e Flammable liquids such as petrol (Class 3) that may ignite on contact with heat or sparks.
e Toxic substances (Class 6) that can cause poisoning through inhalation or skin contact.
e Explosives (Class 1) which can detonate with friction or temperature changes.

e Corrosive substances (Class 8) such as battery acid that may burn skin or damage vehicle
structures.

During a breakdown or accident, the release or exposure of these substances can escalate the
severity of the incident significantly. Vapours from flammable gases, contact with corrosive
liquids, or environmental contamination from spills can lead to injury, long-term illness, or legal
penalties for environmental harm. Drivers must know how to recognise these substances through
placards, labels and documentation such as the dangerous goods manifest or safety data sheets.
This awareness allows for more accurate reporting and safer emergency response actions.

Understanding the behaviour of these substances under duress such as during fire, collision or
rollover also informs the necessary precautions. For example, a spill of Class 5 oxidising agents
may accelerate combustion when combined with flammable materials, making traditional fire
suppression ineffective. In such cases, early warning to emergency services and maintaining a
safe distance is often more appropriate than direct intervention.

Duty of Care in Emergencies and Breakdowns

In all jurisdictions across Australia, individuals and businesses are subject to duty of care
responsibilities under Work Health and Safety (WHS) legislation. These obligations apply to
vehicle breakdowns and emergencies, particularly when there are injured persons or hazardous
conditions present.



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANIS
TRAINING

The driver or worker is required to:

e Take reasonable steps to ensure the safety of themselves, their co-workers, and members
of the public

e Avoid actions that could cause further harm or expose others to risk
e Provide first aid only within their level of training and available equipment

e Not attempt to handle or move dangerous goods unless appropriately trained and it is safe
to do so

e Notify emergency services or supervisors immediately if the incident is beyond their
capacity to manage

The concept of duty of care includes recognising the limits of one’s capabilities and responding
appropriately within the boundaries of workplace training and standard operating procedures. A
failure to meet duty of care obligations can result in disciplinary action, liability for injury, or
regulatory investigation.

Emergency Response Procedures and Workplace Plans

Every transport business is required to maintain documented emergency response procedures.
These procedures form part of an emergency response plan (ERP), which must be regularly
reviewed, tested, and updated. Employees are trained in the use of these procedures to ensure
coordinated and effective actions during a crisis.

Typical procedures in an ERP for transport emergencies may include:

e Immediate steps such as activating hazard lights, securing the scene, and notifying
authorities

e Conducting a visual risk assessment before exiting the vehicle

e Isolating the area using safety triangles, cones, or barrier tape

e Referring to dangerous goods emergency instructions, if relevant
e Contacting supervisors and designated emergency contacts

e Using onboard safety equipment such as fire extinguishers or spill kits, but only if trained
and safe to do so

The ERP outlines the responsibilities of the driver and clarifies when to escalate an incident to
emergency services. For instance, if a vehicle carrying corrosives is involved in a rollover with
leaking drums, the driver should not attempt cleanup but must evacuate the area, inform
authorities, and activate the spill containment procedure.

Breakdown response should also align with organisational policy on vehicle recovery, contact with
insurers, and reporting processes. ERP documents must be accessible in the cabin of the vehicle,
particularly in vehicles transporting hazardous materials.
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Work Health and Safety and Environmental Responsibilities in Emergency Situations

Managing emergencies on the road must always align with workplace health and safety (WHS)
legislation. These responsibilities are embedded in the Model WHS Laws and adopted across most
jurisdictions by state and territory regulators. In emergency or breakdown situations, all parties
involved must act in a way that prevents further injury, protects the environment, and minimises
risk to human health.

Transport operators, drivers, and businesses must follow WHS regulations by:
e Undertaking risk assessments before attempting any action at the site of a breakdown
e Wearing and maintaining personal protective equipment (PPE) appropriate to the situation
e Isolating and securing the site to protect others from exposure to hazards

e Safely using equipment designed for emergency response, such as spill kits and fire
extinguishers

e Reporting any incidents, injuries, or near misses in accordance with internal procedures
and regulatory requirements

e Documenting and reviewing the incident to support continuous improvement in safety
practices

In addition to WHS, environmental protection is a key concern. Transported substances such as
fuels, acids, chemicals, or biological matter can cause environmental degradation if released.
Under legislation such as the Environment Protection and Biodiversity Conservation Act 1999 and
state-specific laws, releasing pollutants into the environment even unintentionally can result in
serious legal penalties.

To manage this, transport businesses must ensure all vehicles carrying dangerous goods are
equipped with spill containment kits, safety signage, and manifests detailing the contents. Drivers
must also be trained in basic environmental risk controls, such as how to respond to a spill, limit
its spread, and notify environmental authorities when required.

A critical aspect of environmental responsibility is also ensuring the proper disposal of
contaminated materials following an incident. These materials must not be discarded in general
waste or public drains but instead handled through licensed waste management contractors.

Road Traffic Authority Requirements

In any emergency or breakdown on public roads, drivers must comply with the laws and rules
administered by the relevant road traffic authority in their state or territory. These authorities
include VicRoads in Victoria, Transport for NSW, the Department of Transport and Main Roads in
Queensland, and other state-based bodies.

Key legal obligations include:
e Displaying hazard lights and reflective triangles to alert approaching traffic

e Moving the vehicle off the roadway where safe to do so
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e Avoiding obstruction of traffic flow unless the vehicle is immobile or unsafe to move

e Complying with heavy vehicle roadworthiness requirements under the National Heavy
Vehicle Regulator (NHVR)

e Ensuring valid permits for oversized, overmass, or dangerous goods loads are held and
followed

e Holding appropriate driver licences and vehicle registration to legally operate the class of
vehicle and type of load being carried

In addition, if the incident involves damage to road infrastructure, signage, or third-party
property, the driver or employer may be required to report the incident to the road authority or
local council. Some situations may also involve police attendance, especially if traffic is
obstructed, a collision has occurred, or public safety is at risk.

The rules governing what actions are permissible or required may vary slightly between
jurisdictions, but they all centre on the fundamental duty to protect other road users, restore
traffic flow, and reduce risk. Drivers must be familiar with the specific rules applicable in the areas
they operate, including local signage, speed restrictions in emergency zones, and requirements
for high-visibility clothing when on the roadside.

Risk and Hazard Awareness in Emergency Scenarios

Recognising risks and hazards is a critical skill for managing breakdowns and emergencies. These
situations often involve unstable conditions, high-pressure environments, and limited time to act.
Understanding what hazards may arise and how to respond effectively reduces the likelihood of
further harm.

Common hazards include:
e Fire or explosion from leaking fuel, electrical faults, or flammable loads
e Traffic hazards from passing vehicles, especially on highways or narrow roads
e Inhalation of toxic fumes from chemical substances
e Contact with hot surfaces, sharp metal, broken glass, or corrosive fluids
e Slips, trips, or falls in uneven terrain or during wet weather
e Environmental hazards such as exposure to sun, cold, wind, or contaminated soil

To mitigate these risks, individuals must perform a dynamic risk assessment—an ongoing process
of checking surroundings, anticipating dangers, and adapting actions accordingly. Before exiting
the vehicle, for example, the driver should scan for oncoming traffic, leaking fluids, exposed wires,
or unsecured cargo. If hazardous substances are involved, the driver must consult the vehicle’s
safety documentation and avoid attempting clean-up if untrained or unequipped.

Precautions such as setting up barriers, wearing protective clothing, and positioning the vehicle
to create a buffer from traffic can reduce exposure. Emergency services should be notified
immediately when hazards exceed what can be safely managed by the driver.



TLIF3013 - Coordinate breakdowns and emergencies | Learner guide
TRANIS
TRAINING

Training in situational awareness and hazard identification is essential for all staff involved in road
transport. These skills help ensure decisions are made calmly and based on risk management
principles rather than panic or guesswork.

Types of Vehicle Breakdowns and Emergencies

A breakdown or emergency may arise from a range of causes, each requiring different types of
responses. While some incidents can be resolved with minor intervention, others may escalate
and involve injury, hazardous material spills, or complete vehicle loss. Common types of
breakdowns and emergencies include:

e Mechanical failure: Such as engine overheating, brake failure, transmission issues, or
fuel system faults. These typically require the driver to pull over safely and arrange for
mechanical assistance. The vehicle should be secured and hazard warning equipment
deployed.

e Tyre blowout or wheel loss: Immediate action must be taken to control the vehicle and
move it to a safe location. Replacing a wheel should only be done if safe and within the
driver’s ability.

e Electrical failure: Involving alternator or battery malfunction, which may prevent
restarting or functioning of lights. The vehicle may need to be towed and must be clearly
marked to warn others.

e Collision with another vehicle or object: This may involve injuries, damage, and police
attendance. Drivers must not move vehicles unless directed by police and must collect
details for reporting.

e Hazardous goods leak or spill: When transporting dangerous substances, any sign of
leakage or spillage must be treated with utmost caution. The site must be evacuated if
necessary, and emergency services informed. The emergency response plan should be
followed precisely.

e Vehicle fire: The driver should shut off the engine, evacuate all persons, and use a fire
extinguisher only if the fire is small and accessible. Emergency services must be called
immediately.

e Driver illness or medical emergency: Drivers must respond to early signs of fatigue or
illness by pulling over safely. If incapacitated, a co-driver or emergency response call is
necessary.

Each scenario requires the driver to assess the severity, act within legal and workplace limits,
and document the event appropriately. Having clear protocols in place ensures incidents are
handled efficiently and in a way that protects people, property, and the environment.

Types of emergency equipment, their purpose and the procedures for their use.

In the transport industry, drivers and operators of commercial vehicles must be prepared to
manage a range of emergencies that may occur during transit. These situations can include
mechanical breakdowns, vehicle fires, fuel or oil leaks, road accidents, load shifts, or
environmental hazards. The effectiveness of a response in these events depends heavily on the
availability and correct use of emergency equipment. This knowledge evidence requires workers
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to understand not only the types of emergency equipment commonly used in commercial
transport, but also their intended purposes and the correct procedures for deploying them in
real situations.

Fire Extinguishers: Controlling Small Vehicle Fires

One of the most essential emergency items in a commercial vehicle is the fire extinguisher.
Fires can occur due to electrical faults, engine overheating, or accidents involving fuel lines. Fire
extinguishers are designed to suppress small fires before they escalate. Drivers must know the
type of extinguisher fitted (typically dry chemical powder - suitable for A, B, and E classes of
fire), and the procedure for its use.

Key steps in using a fire extinguisher include:
e Pulling the safety pin to unlock the nozzle.
e Aiming at the base of the fire rather than the flames.
e Squeezing the handle and using a side-to-side sweeping motion.

Drivers must also check that the extinguisher is within its inspection period, pressure gauge is in
the green zone, and it is securely mounted in the cab. Using a fire extinguisher on an active
electrical or fuel fire without proper training can be dangerous. If the fire is too large or spreading
quickly, the driver must evacuate and call emergency services.

Warning Triangles and Portable Warning Devices: Alerting Other Road Users

In the event of a breakdown or emergency stop, warning triangles or reflective beacons must
be placed on the road to alert other road users. These devices prevent further accidents by
warning approaching traffic of a stationary vehicle ahead. The general procedure in Australia, as
per the Heavy Vehicle National Law (HVNL) and road rules, is to place:

e One triangle at 50 metres behind the vehicle.
e A second triangle 100 metres behind.
e A third triangle in front of the vehicle if it is on a curve, crest, or narrow road.

The triangles should be placed on the same side of the road as the breakdown and must be visible
to other road users from a distance. Drivers should wear a high-visibility vest when exiting the
vehicle and placing the triangles, particularly on high-speed or low-visibility roads. Some fleets
also carry portable flashing amber lights to further enhance visibility during night-time
emergencies or poor weather conditions.

First Aid Kits: Treating Minor Injuries Until Help Arrives

All commercial vehicles are typically required to carry a first aid kit suited to the size of the
vehicle and the number of personnel onboard. First aid kits are used to provide immediate care
for injuries such as cuts, abrasions, sprains, or burns until qualified medical help arrives. Common
items include antiseptic wipes, bandages, burn gel, sterile gauze, disposable gloves, CPR masks
and cold packs.
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Procedures for using a first aid kit include:
e Checking the kit regularly to ensure it is fully stocked and items are not expired.
e Using gloves and cleaning wounds before applying bandages.
e Calling emergency services immediately if the injury is serious or life-threatening.

e Recording any first aid treatment provided, as required by workplace policy or transport
company procedures.

In some workplaces, drivers are required to complete first aid training and maintain certification.
This ensures they are prepared to provide appropriate care in case of an emergency involving
passengers, other road users, or themselves.

Wheel Chocks and Vehicle Stabilisation Equipment

When a breakdown occurs on an incline or uneven surface, wheel chocks are used to prevent
vehicle movement. This is especially important during mechanical inspections or when the driver
exits the vehicle for roadside checks. Chocks are placed snugly against the downhill side of the
wheels, typically in pairs, and can be made of rubber or heavy-duty plastic. Some transport fleets
may also carry stabilisation jacks for trailers or heavy machinery. Drivers must follow the
manufacturer's instructions when using stabilisation tools and ensure that they are placed on firm
ground and removed before driving off.

Emergency Communication Devices: Ensuring Timely Response

A critical part of managing emergencies is the ability to communicate with emergency services,
supervisors, or fleet management. Many commercial vehicles are equipped with UHF radios,
two-way radios, or satellite phones, especially in remote regions. In more urban or regional
settings, mobile phones with GPS apps are common tools for emergency reporting. Some vehicles
may have automated emergency alert systems that activate in the event of a collision.

Drivers must:
e Know how to use these devices correctly.
¢ Maintain charged batteries or have access to power.

e Be aware of emergency contact numbers, including 000, road assist, and transport
company contacts.

¢ Communicate clearly and calmly, stating location, nature of the emergency, and if medical
attention is required.

Failing to communicate an emergency effectively can delay help and put people and vehicles at
further risk.

Spill Kits: Managing Hazardous or Environmental Spills

Transporting fuel, chemicals, or lubricants increases the risk of spills during breakdowns or
accidents. For this reason, spill kits are often carried in commercial vehicles transporting
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dangerous goods or operating in environmentally sensitive areas. These kits typically contain
absorbent pads, booms, gloves, waste bags, and disposal containers. The aim is to contain and
isolate spills to prevent harm to the environment and reduce the risk of fire or exposure.

Correct use involves:
e Identifying the source and type of spill.
e Containing the spill using absorbent barriers or pads.
e Placing contaminated materials in sealed waste bags.
e Reporting the spill to relevant authorities if it exceeds regulated thresholds.

Drivers must be trained in spill response procedures, especially when working under the
Australian Dangerous Goods Code or local EPA regulations.

Understanding emergency equipment, its purpose, and correct use is a key responsibility for
anyone coordinating breakdowns or emergencies on a transport network. From fire extinguishers
and first aid kits to spill kits and warning triangles, each tool plays a vital role in protecting the
driver, other road users, and the environment. Following proper procedures and using this
equipment effectively ensures legal compliance, safety, and operational professionalism during
unexpected events.
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Knowledge evidence (KE) Compliance

Evidence of the ability to:

Evidence required to demonstrate competence in
this unit must be relevant to and satisfy all of the
requirements of the elements and performance
criteria and include knowledge of:

Characteristics of various dangerous
goods/explosives/hazardous substances and their
implications in breakdown and/or emergency
situations

Duty of care requirements in a breakdown and/or
emergency situation

Procedures to be followed in a breakdown and/or
emergency including emergency response plan

Relevant work health and safety (WHS)/occupational
health and safety (OHS) and environmental
procedures and regulations

Relevant state/territory road traffic authority road
rules, regulations, permit and licensing requirements

Risks and hazards that can exist in breakdown
and/or emergency situations and related precautions
to control the risks

Types of breakdowns and emergencies that can
occur when driving a vehicle and appropriate action
that can be taken in each case

Types of emergency equipment, their purpose and
the procedures for their use

Chapter in the Page number
learner guide

5 92
5 92-93
5 93
5 94
5 94-95
5 95-96
5 96
5 96-99
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