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F3 Documentation
Time 

[image: image3.wmf]The time allotted to this subject is 4 hours.

Objectives
[image: image4.wmf]In this lesson you will learn:

a. To mention and describe in your own words the documents that should be carried by the driver of a coach.

b. To mention and describe in your own words the documents that should be carried on and belong to a coach.

c. To mention special documents, applicable for voluntary organisations.

d. The principal provisions of social security legislation as it affect the obligations of employers.

Drivers 

Documentation


Drivers 

Licence
It is essential to carry an original driver’s licence when travelling abroad. The EU. model licence should be recognised throughout the EU. An international driving permit should be carried when outside the EU – e.g. in Poland and Hungary. 

Passport
Everyone must carry a full passport, which must not expire during the trip.

Letter of 

Authority
This is required if the name and address of the driver is not the same as that of the vehicle’s owner. It should be on the owner’s headed paper, authorising the driver to drive the vehicle. It should be signed by 

a senior executive. 

Tachograph 

charts 
A driver must have sufficient blank charts, which are compatible with the machine for the duration of the trip. An allowance must be made for accidental damage. 

The driver must carry completed charts for the last day of the previous week and every day of the current week.  If he has no previous charts – e.g. .he has just returned from holiday, he must have a letter of attestation explaining the reason, preferably also in French. 

Charts must be returned to the employer within 21 days of their use. 

Vehicle Items 

1 A tachograph is compulsory if the vehicle has more than eight passenger seats, calibrated and set to the time of the country of the vehicle’s registration. 

If the unit breaks down, manual records must be kept. If the vehicle will not return home within 7 days of the breakdown, it must be repaired en route. 

2 The original registration document must be carried.   

3 Certificate of Insurance


A “Green Card” is not compulsory, as all motor insurance policies issued in a member state will offer the minimum level of cover required in another state. However, these documents are widely understood. Either a green card or the certificate should be carried. 

4 EU. or ASOR waybill


5
Shuttle or regular service authorisation  

Voluntary 

Organisations
Vehicles having more than 9 passenger seats owned by a local authority, voluntary organisation, school or college must comply with international regulations abroad. 

If the organisation owns the vehicle, it is possible to obtain an “Own Account Certificate” giving details of the journey – with counterparts for the office and the vehicle. 

If the organisation does not own the vehicle – for example it is hired – an EU or ASOR waybill will be needed. 

Summary
Documents/items belonging to:

a. [image: image5.wmf]Driver:


· Drivers licence

· Passport

· Letter of authority

· Tachograph charts

b. Vehicle:


· Tachograph

· Registration document

· Certificate of insurance

· EU/ASOR waybill 
or

· Shuttle or regular service authorisation

c. Voluntary organisations

· Own account certificate

· In case of not owning vehicle: EU/ASOR waybill

Questions

1. Mention the items that are mandatory to have on board the bus.

2. If the name and address of the driver is not the same as that of the vehicle’s owner what is the name of the document that he should carry:

a. Letter of Recommendation

b. Letter of Transition

c. Letter of Authority

d. Voluntary Letter
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Passenger Transport Market, 
Types of Services 
Passenger Transport
Time 

[image: image7.wmf]The time allotted to this subject is 6 hours.

Objectives
[image: image8.wmf]In this lesson you will learn:

a. To give an overview of the different international rules, applicable to coach transport in the EU and outside the EU.

b. To specify these rules to the different kinds of coach-transport.

Introduction
Rules concerning international travel between member states of the EU. have been harmonised. Operation to non- EU. countries is governed by bilateral treaties between individual states or between the country concerned and the EU. 

Payment
As “on the spot” fines for traffic violations are widespread in both western and eastern Europe, it is strongly advisable to ensure that a responsible person has sufficient local currency to deal with any situations which may arise. Also, it is advisable to ensure that a responsible person has a credit card which is widely accepted overseas, especially at cash machines, such as a VISA card and the correct code number. 

Mechanical

Problems
It is not uncommon for mechanical problems to occur on the road.

It is therefore strongly advisable for the driver to carry a stock of spare parts which will enable him to make minor repairs at the roadside. In particular, stocks of suitable oil, light bulbs, water, screen washer fluid and fan belts should be carried. In some countries, it is compulsory to carry these items (see country specific information later). It is also vital that the operator has made arrangements with a 24 hour breakdown provider, such as Europe Assistance or the service provided by the vehicle manufacturer.   

Mobile


Telephone
It is strongly advisable when travelling abroad to carry a mobile telephone which has roaming ability in the countries through and to which you are travelling. It is a good idea to programme into the memory the numbers of embassies, ambulance / police services and the emergency contact numbers of the vehicle and personal health insurance companies. This will ensure that help is available in an understandable language. 

Which rules

apply?

EU regulations
In member states of the European Union (“EU”), EU laws govern bus and coach travel and apply to all vehicles with more than 8 passenger seats. EU regulations 3820 and 3821 of 1985 concerning drivers hours and tachographs will apply. Also, directives 96 / 26 / EC (access to the profession) and 96 / 53 / EC (agreed weight and size limits for free circulation of vehicles) will be relevant. 

ECMT

Regulations 
The European Conference of Ministers of Transport (ECMT)


conference agreed in 1984 to have common rules concerning the operation of occasional services between participating states. The signatories are the EU countries plus Norway, Switzerland and Turkey. 

ASOR
The regulations are known as ASOR (International Carriage by Road by Means of Occasional Coach and Bus Services).

Bilateral


Treaties 
In addition to EU laws, there are many bilateral treaties in force. 

A treaty will be invalid if it conflicts with EU. law.   

Operators should first contact the Transport Ministry or passenger vehicle Trade Association of the countries that they propose to visit.  Often, the international department of the operator’s own Association will be able to contact its foreign partners on the operator’s behalf. 

Domestic Law
In addition to the various international laws and treaties which govern the formalities for the journey, it is essential to realise that many subjects are regulated at national level. In particular, each country will devise its own road traffic laws. Failure to observe these will render the operator and / or driver liable to local penalties.  

Types of 

International 

Service

Regular 


Services
The carriage of passengers at specified intervals along specified 

routes with passengers being picked up and set down at pre – determined stopping places.  

A sub – category “special regular services” is a service similar to that described above but which is open only to certain groups of customers, such as students or military personnel.    

Occasional 

Services 
Excursions, tours and private hire operations.
Own Account 

Operations
Those carried out for non – commercial and non – profit making purposes by an organisation which undertakes transport undertakings only as an ancillary activity and which involves vehicles owned or leased by the carrier. 

EU Laws

The main regulations are:

EC 11/ 98
Common rules for the international carriage of passengers by coach and bus – amending regulation 684 / 92.

EC 2944 / 93
Prescribes documentation required for occasional and shuttle services with accommodation.

ASOR
International carriage and return by road by means of occasional bus and coach services outside the EU. 

The above rules affect vehicles registered in an EU member state, which operates internationally and is constructed or adapted to carry more than 8 seated passengers plus the driver. 

Regulation 11 / 98 provides that any carrier for hire or reward be permitted to carry out international operations in the EU if he is correctly licensed in his country of registration and satisfies relevant EU rules regarding admission to the occupation in both national and international operations and if he meets the relevant safety rules governing vehicles and drivers. 

There are many agreements harmonising laws on international road transport between EU and non – EU countries.

While there is a general trend to align domestic laws with those of the EU, significant difference remain. It is therefore essential to plan the journey well in advance.  

Regular 

Services
See Regulation 684 / 92, amended by regulation 11/98. 

Definition
Regular services are services which provide for the carriage of passengers along specified routes at specified intervals with passengers being taken up and set down at pre – determined stops. 

Authorisation
International regular services must be authorised in each country through which they pass, plus the countries if origin and destination. 

Beyond EU
Beyond the EU, it is necessary to obtain the permission of each Ministry of Transport (or its nominated body dealing with such matters). This permission must also be obtained for transit countries.

Application 

Procedures for 

regular services

Differences
This information will vary from state to state. Participants must enter appropriate information for their country. As an example, the following information describes the rules in Great Britain. 

Example
The operator must apply to the International Road Freight Office of the Department of Environment, Transport and the Regions, Westgate House, Westgate Road, Newcastle upon Tyne, NE1 1TW. .

Each application must be accompanied by the correct fee, which is not refundable. If the service is approved, there is an additional revalidation fee for each year of operation. 

The maximum period of validity of a regular service licence is 5 years. 

The Department will require certain details to be supplied on the form, including the timetable, fare scales, a declaration that the operator is correctly licensed to operate international passenger transport, information concerning the type and volume of passengers it is proposed to carry and a route map with stops marked. 

If the service goes outside the EU, a drivers hours schedule must also be submitted, demonstrating how the service may be staffed legally. 

Tickets 
Passengers using a regular service must throughout the journey be in possession of a valid ticket, either for each passenger or for a group, which indicates the departure and destination points and details of any return journey. It must also state the period of validity of the ticket an the price. An authorised inspector can demand to see it. 

Authorisations

Outside EU
Outside the EU, it is necessary to obtain authorisations from each country through which the service is to operate or serve.  Original documents must be carried on the vehicle on both EU and non EU journeys. 

Within EU
For operations within the EU, one authorisation will be issued. Member states must decide applications for authorisations within two months of application.

Refusal of 


application
EU law prescribes the only grounds on which an application may be refused. They are:

1. that the applicant is unable to operate the service applied for because the equipment available to him is inadequate

2) the applicant has in the past committed serious breaches of regulations concerning road safety in particular relating to vehicle standards or drivers hours or the breaching of conditions attaching to a previous authorisation

3) in the case of an application for the renewal of an authorisation, that the conditions of the original authorisation have not been met

4) if it can be show that the service would directly affect the existence of an authorised regular service or rail service

5) if it can be shown that the service is aimed only at the most lucrative section of an existing service. 

Example
The IRFO will send copies to each relevant country in English and the language of the country. 

When each has approve the application, the IRFO will notify the operator. This authorisation is valid for all relevant countries and must be carried on the vehicle at all times during the service. 

Renewal 

and variation

Renewal
This is carried out every 5 years. The operator must apply on form GV 279.

Checks
Checks will be made to ensure that the service has been operated in accordance with the previous authorisation and that the service is still required to meet current or anticipated market conditions.    

Variation of 


service
If the operator wishes to vary the service, an application must be made. It will be considered in much the same way as a new application. 

When considering a variation application, consideration is given to whether there is still a market for the proposed service and whether the proposed variations still cater for the market.     

Cancellation 
In case an operator wants to cancel a regular service, he will have to announce this to the authority in charge.

Example
In England the operator must give at least 3 months notice to the IRFO. He must advise the date of proposed termination and give reasons (e.g. lack of passengers). 

Special 

Regular 

Services 

Definition
These are covered by Council Regulations 684 / 92 and 2454 / 92. 

These services provide carriage of specified categories of passenger to the exclusion of other types and meet the definition of regular services. 

These are governed by the same procedures as regular services.

Renewal
Authorisations are granted for a maximum period of 5 years , less if the authorisation is needed to meet a specific requirement for a shorter period of time. 

Cancellation
The operator can give three months notice of cancellation with reasons as explained above. 

Within EU
Where a special regular service operates only in the EU and is covered by a contract between the organiser and the carrier, there is no need to obtain an authorisation. A certified copy of the contract and a cabotage journey form must be carried on the vehicle and produced on demand instead. 

Shuttle 

Services
These are services whereby repeated outward and return journeys are made in order to carry pre – formed groups of passengers from a single departure area to a single destination area. Passengers who have completed the outward journey are carried back to the place of departure in a subsequent journey. 

Example
Groups of skiers from Great Britain to Austria. 

If such an operation takes place entirely in the EU, no restrictive conditions apply. The operation will be covered by an EU waybill. 

If the country if destination is not an EU state, or if non – EU states are transited, the legal requirements become complex. Guidance should be sought from the relevant country’s Ministry of Transport or Trade Association, also the IRFO. 

Cabotage
A cabotage operation is one where an operator temporarily establishes itself abroad to work in a foreign country. Regulation EC 12 / 98 permits such operations from 11/6/99. Outside the EU., permission must be sought from the relevant country’s Ministry of Transport. 

Waybill 

Controlled 

Occasional 

Services
The majority of international operations can be described as occasional services. An occasional service carries groups constituted on the initiative of the carrier or the customer.    

Waybill
Such journeys must be accompanied by a “Journey Control Document” or “Waybill” on the vehicle which confirms its status. There are different versions for non-commercial own account operation and other operations. 

Completion and

Administration 
The systems for purchase, completion and administration are common to all types of waybill

A waybill is required if a vehicle with more than 8 passenger seats is used on an international journey. It includes details of the issuing state, identification of the vehicle, driver(s) and operator, type of service, journey details, passenger details, date of completion and operators signature. 

The top copy must be carried on the vehicle at all times, along with the passengers shown on it. The duplicate copy must be left at the operators premises and must be held for its period of validity. Waybills are valid for 5 years from date of issue.

The operator must ensure that passenger waybills are correct. There is a space on the waybill for the driver to record unforeseen changes en route. 

Model Control


document
The top copy must be kept for 12 months after the date of operation. In addition, if the journey is an ASOR operation (see below) a Model Control Document must be carried along with the Waybill on the vehicle. This is a translation of the Waybill into the languages of the participating countries. 

EU Waybills
These were created by regulation 684 / 92. They are used for internal EU journeys, which do not require authorisation. 

Regulation 11 / 98 simplified the requirements, leading to a redesign of the document. 

Items inserted
The waybill is A4 sized. It requires the following 10 items to be inserted. 

1) Vehicle registration number, place and date of completion of waybill, signature of carrier.

2) Name and address of carrier.

3) Name(s) of driver(s).

4)
Name of person or organisation responsible for occasional service.

5)
Type of service e.g. “International Occasional Service”.

6)
Place and country of departure and destination.

7)
Journey details giving a daily breakdown and intermediate passenger picking up and setting down points. For each segment of the journey, the date, start and finish points, number of passengers and foreseen kilometres must be entered. 

8)
Transfer points (if any) with another carrier in the same group.

9)
Details of planned local excursions. 

10)
Space for unforeseen changes. 

Compliance is taken seriously. In France, fines of 125 EURO have been imposed for each violation. 

ASOR Waybills 
Were developed prior to the EU waybill. It now is used to cover occasional services extending beyond EU territory. 

It is used in the EU, Norway, Switzerland and Turkey. Negotiations are being held with 13 non – EU states with a view to extending its effect. It is advisable to check with the relevant Ministries of Transport until the treaty has been formally amended.  

N.B: ASOR waybill must not be used for EU journeys. 

ASOR regulations cover 3 types of occasional services:

1) Closed Door Tours not exceeding 90 days

2) Outward laden / return unladen 

3) Outward unladen / return laden 

Closed Door

Tours
This means passengers are picked up and returned to the same
destination within 90 days. The waybill must be carried on the vehicle and provided it is fully completed at all times it provides exemption from the licensing requirements of the countries visited. It allows freedom of movement in the EU and the parts of Eastern Europe where it is recognised. Separate authorisations may be required if there is no bilateral treaty between the country of issue and the country visited, so always check first with the ministries concerned.

The document must be completed in duplicate by the operator before Departure and the top copy must be carried on the vehicle. The passengers listed on the waybill must be present at borders and during cecks.

In the case of 1) above, the operator must carry a copy of the contract, stating country  place and date of conclusion, country place and date of pick up and destination.

In the case of 2), the waybill used on the previous journey must be 

carried. 

In the case of 3), a letter of invitation is required.

Separate 

Passenger list 
A separate passenger list may be used instead of entering names on the waybill. The list must be glued to the waybill and be stamped / signed with half the stamp / signature on each document.

The carnet must be kept for 12 months after completion. The driver’s copy must be returned to the Ministry of Transport. 

If there are unexpected changes to the passenger list, e.g. a 

· passenger flies home due to sudden illness, this must be entered 

· immediately on the document by the driver. 

It is not necessary to record details of local tourist guides on the waybill.

Summary 
Different kinds of international coach-transport:

· Regular services;

· [image: image9.wmf]Occasional services;

· Own account operations.

Regular services:

· Carriage of passengers along specified routes at specified intervals/pre-determined stops;  

· Authorisation in each country to be passed plus countries of origin/destination;

· To be applied for approval of application, depending on rules in state of origin;

· Passengers in possession of valid ticket;

· Renewal every few years, also dependant on rules in state of origin;

· Checks on service will be made regularly;

· Variation: special regular service.

Shuttle services:

· Repeated outward and return journeys with pre-formed groups from a single departure to a single destination area;

· Under cover of a EU-waybill.

EU waybill:

· To be carried at the vehicle. IT includes:

a. Vehicle registration number;

b. Name/address carrier;

c. Name(s) driver(s);

d. Name responsible person/organisation;

e. Type of service;

f. Place country of departure/destination;

g. Journey details;

h. Transfer points;

i. Details local excursions;

j. Space unforeseen changes;

· Beyond EU territory: ASOR waybill.

Questions


1. Mention the different types of coach transport.

2. Describe a closed-door tour.

3. Explain Cabotage.

4. How long must a model control document be kept?

a. 1 month

b. 12 months

c. 6 months

d. 1 week
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