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1. Introduction – Equal Opportunities and Scope 
 
A minibus is a motor vehicle constructed or adapted to carry more than 8, but 
not more than 16 seated passengers in addition to the driver. 
 
This policy and guidance applies to all employees who drive a minibus whilst 
at work. It equally applies to those who drive minibuses only occasionally or 
for short distances, as well as those where this amounts for a significant part 
of their working hours. It covers additional requirements which relate 
specifically to minibus use over and above the requirements for general 
driving. 
 
The school expects employees to adhere to this policy in line with its 
obligations under equality legislation. Managers / Headteachers must ensure 
that all reasonable adjustments or supportive measures are considered to 
allow equality of access and opportunity regardless of age, gender, ethnicity, 
sexual orientation, disability, faith or religion, gender identity, pregnancy or 
marital status. 
 
Please note: wherever reference is made in this policy to employees this 
also means volunteers, charity or agency staff who drive a minibus on 
school business. 
 
 
 
2. Managers / Headteachers Responsibilities 
 
Managers / Headteachers are responsible for ensuring: 
 

 Risk assessments are in place for all minibus driving activities 
undertaken by their employees  

 

 Current employees who drive minibuses understand their individual 
responsibility to keep to the policy, and that any new employees are 
made aware of their responsibilities as part of their induction.  

 

 6 monthly checks of employees driving licences are undertaken to 
ensure they are valid 

 

 That the appropriate licence allowing them to drive minibuses is held 
 

 Ensure  checks are carried out by the ‘driver’ on minibuses prior to use 
and that appropriate action taken for any problems identified – see the 
Minibus Checklist  

 

 Ensure MOT, safety inspection and servicing conditions are adhered to 
 
In practice these responsibilities may be carried out through directing others 
within the management chain of their service. However, managers / 
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headteachers remain ultimately responsible for ensuring those persons with 
delegated responsibility carry out the requirements in full. The manager / 
headteacher will therefore need to actively monitor that the required actions 
are being undertaken on their behalf. 
 
3.  Employees Responsibilities 
 
Employees are responsible for: 
 

 Adhering to this policy 
 

 Carrying out the necessary  checks  on minibuses prior to use and 
taking appropriate action  for any problems identified – see the Minibus 
Checklist 

 Completing the Minibus Driver hours Activity log (appendix 1) 

 Read and sign the declaration (appendix 1a) 

 Ensure a Permit 19 is displayed  
 
 
 
4. Minibus hire, loan or purchase (including trailers) 
 
Before a minibus is hired, loaned or purchased it is recommended that 
Headteachers of LA schools consult with the Business Travel Team to ensure 
that their vehicle operations are going to stay both within the law and school 
policy on the use of vehicles for work. In addition, schools may also get better 
value using centrally negotiated rates for goods and services as well as being 
reassured that suppliers have been checked and comply with legal 
requirements. Enquiries may also be referred to technical experts, for 
example NCC’s Fleet Engineers or Risk & Insurance.. 
 
 
 
 
5. Risk Assessment 
 
A Risk Assessment for minibus use must be completed on an annual basis for 
all owned minibuses, and on individual occasions when vehicles are hired or 
borrowed. The guidance form Examples of risk and suggested control 
measures for Minibus Risk Assessment’ form F620 (appendix 2) will assist in 
this.   
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6. Authorisation to Drive Minibuses 
 
The authorisation of drivers to operate the minibus is the responsibility of the 
Manager / Headteacher. When considering the suitability of persons for 
driving minibuses, they must comply with the Licensing Requirements for 
drivers of minibuses, as well as ensuring:  
 

 The driver is be able to certify they do not suffer from any physical 
defects, disabilities or illness that might impair  their driving 

 

 All drivers of minibuses have passed the NCC Driver Development 
Training. Certain drivers, such as drivers of NCS Transport Ltd 
vehicles, will be exempt from having to undertake this training if they 
have already undertaken and passed assessment / training through 
NCS procedures. Minibus drivers must renew their Driver Assessment / 
Development Training every six years. 

 

 Employees operating minibuses with passenger / tail lifts must have 
undergone tail lift training. Suitable training can be sourced either 
through NCC Driver & Rider Development Team or through the NCC 
Mobile Libraries Department.  

 
7. Checks before use 
 
A pre-journey checklist must be completed each time, before a minibus is 
used. This is irrespective of whether the vehicle is owned, hired or borrowed. 
The driver should carry out the pre-journey checks, and it is also 
recommended that the person in charge of the vehicle should carry out 
additional checks at least once a fortnight. 
 
A Pre-Journey Minibus Checklist (appendix 3) form is available. This 
concentrates on the vehicle itself. 
 
 
8. Licensing Requirements for drivers of Minibuses 
 
The law on the licensing requirements for driving minibuses is complicated. 
European Legislation, UK law and DfES policy for schools all have variations 
on requirements and exemptions for licence types and differences according 
to use / activity being carried out.  In order to ensure NCC complies with 
legislation and its duty of care, and to simplify the whole process, it is NCC 
policy that all drivers who drive NCC (or hired / leased / loaned) minibuses 
hold a D1 or PCV licence. 
 
All LA schools must comply with this policy irrespective of any 
independent or differing advice they may receive.  
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9. Minibus Permits 
  
The rule for when a permit is required and when it is not is also very 
complicated. The majority of NCC minibus use is for activities that do require 
a permit. Therefore, in order to ensure consistent legal compliance, it is NCC 
policy that all minibuses (whether hired, owned or loaned) have a section 19 
permit. The permit can be issued to an establishment/ school and is not 
vehicle specific. An application form for a Permit needs to be completed. 
Application forms are available from NORSE. 
 
 
10. MOT, Servicing, Maintenance and Safety Inspections 
 
Minibuses require a MOT inspection one year after initial registration, and 
annually thereafter. Minibuses with up to 12 passenger seats (excluding the 
driver) require a Class IV MOT, the same as a car. Minibuses with more than 
12 passenger seats (excluding the driver) require a Class V MOT. The tests 
are different so you need to make sure you have the right one. 
 
The manufacturers recommended servicing and maintenance schedules must 
always be adhered to. The service documentation supplied with the vehicle 
will detail when (on a mileage and/or time basis) the vehicle should be 
serviced. 
 
In addition, safety inspections (over and above the pre journey checks) should 
be carried out to at least the Public service Vehicle (PSV) standard. These 
checks should be carried out by a competent person. The frequency of the 
safety checks will vary depending on annual mileage, but as a rough guide: 
 
Up to 12,500 miles - every 10 weeks 
12,500 – 20,000 -every 9 weeks 
20.000 -40,000 -every 8 weeks 
 
Detailed information on these safety inspections can be found in ‘Guide to 
Maintaining Roadworthiness’ available on the Department for Transports 
website, and the Community Transport Association’s web site, both of which 
have valuable general advice and information for minibus use. Guidance can 
also be found on the VOSA website.  
 
Passenger lifts and ramps must be inspected every 6 months and load tested. 
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11. Vehicle Standards 
 
Minibuses must be maintained in a roadworthy condition. 
 
12. Breakdown Procedures 
 
There must be a clearly defined procedure which must be followed in the 
event of a collision or breakdown. All drivers and passenger assistants / 
escorts should be made aware of and adhere to it. Guidance on what this 
should look like can be found in the guidance sheet ‘Advice for Minibus 
Drivers’ (appendix 4). Breakdown guidance should be kept in the vehicle. 
 
13. Using a Minibus 
 
13.1 Minibus /driver hours and Rest – UK driving only 
 
A minibus is a vehicle with between 9 and 16 passenger seats in addition to 
the driver’s seat. 
 
The rules on drivers’ hours for minibus operations are complex. To simplify 
the situation NCC has incorporated the regulations and its own instructions in 
the table below. These instructions apply to any person who is driving a 
minibus on NCC /School business including all employees, volunteers, 
subcontractors or agency staff. 
 
Completion and retention of minibus drivers’ hours records 
 
NCC requires drivers to keep a full record of their driving activity either by log 
book or tachograph. Written and tachograph record may be requested by the 
enforcing authorities such as the police or Driver and Vehicle Standards 
Agency (DVSA). 
 
Drivers who hold a DQC (Driver Qualification Card) must carry this in addition 
to their licence to drive a minibus for the authority /school. Drivers who hold a 
Tachograph Driver Card must also have this available if requested roadside.  
 
Drivers must ensure your Permit 19 is displayed on the minibus you are 
driving. This is important. Inform your line manager /headteacher if the permit 
is not displayed before driving. You may not be legal on the public highway 
without the permit.  
 
Drivers using a written record will find the driver’s hour’s record form 
(appendix 1) of use. A new sheet must be used for each week and current 
record sheets should be carried by the driver in case these are requested 
roadside. Managers / Headteachers must keep the completed records for a 
period of at least two years. 
 
For drivers using written records, please refer to the table below for limits and 
periods of rest required. 
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Drivers opting to use the tachograph must comply with the current EU 
legislation on PCV tachograph rules and contact Fleet Management to 
download tachograph card and vehicle information. 
 

Daily Driving No more than 9 hours per day 
 

Daily Work 
(excluding breaks) 

Length of working day 
A driver should work no more than 16 hours between 
the times of starting and finishing work (including work 
other than driving and off-duty periods during the 
working day). 
 

Daily rest periods 
A continuous rest of 10 hours must be taken between 
two consecutive working days. 
 

Breaks 
 

A person cannot drive for more than two hours without 
a break of 15 minutes 
 

After 4 ½ hours driving a driver must have a further 30 
minutes break.  (A break can be taken by a driver who 
is a passenger in a moving vehicle providing they are 
not performing any other duties and is able to obtain 
rest and refreshment) 
 

After 6 hours work a person must have a minimum of 
a 30 minute rest.  If a rest has been taken due to 
driving time this may be counted. 

 

Weekly Driving Maximum of 56 hours in a week  
 

Driving in a two week 
Period 
 

Maximum of 90 hours in two weeks 

Working Week (Total 
/ Working Time) 
And Night Work 
 

Limited to 48 hours average over a 17 week period. A 
maximum of 60 hours can be performed in a single 
week providing the average 48-hours is not exceeded.  
 

If night work is performed, working time must not 
exceed 10 hours in any 24-hour period. Night time is the 
period between 01.00 and 05.00 for passenger vehicles. 

 

Weekly rest Weekly rest must be 45 continuous hours for drivers.  
This can be reduced to 24 hours for one week as long 
as the person has a break of 66 continuous hours in 
the second week. 
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Tiredness, fatigue and stress (be it from work, domestic or social 
circumstances) can affect safe driving. Drivers should take account of this and 
not drive if they believe they are unfit to do so. 
 
 
13.2 Roof Racks 
 
Where a roof rack is fitted, care must be taken not to overload the minibus 
and not to exceed the Gross Vehicle weight. Rack fixings must be checked 
regularly.  
 
13.3. Speed Limits 
 

Single carriageway roads where no lower limit applies 50 mph 

Dual carriageways 60 mph 

Motorways 70 mph 

Motorways when towing a trailer 60 mph 

 
13.4. Bus / motorway lanes 
 
Minibuses are able to use designated bus lanes unless the word ‘local’ is 
included on the blue signage or the road markings. Minibuses fitted with a 
speed limiter, are not allowed in the right hand lane of a motorway with three 
or more lanes. 
 
13.5. Parking 
 
If a minibus is parked on the road at night, side and rear lights must be left on. 
They must also be parked on the nearside of the road unless in a designated 
parking area. 
 
13.6. Passengers in Wheelchairs 
 
National guidelines produced by the Department for Transport are contained 
in the code of Practice VSE87/1 “The Safety of Passengers in Wheelchairs on 
Buses”.  If you are likely to carry passengers in wheelchairs you will need to 
obtain a copy of this Code of Practice and abide by the guidance.  
 
13.7. Driving a Minibus Abroad 
 
Strict regulations govern the use of minibuses on international journeys. 
Operators of minibuses aboard will be subject to the laws of the countries they 
will be visiting, and these can vary depending on whether the country is part 
of the EU or not. If you are intending to drive a minibus abroad you must 
establish what regulations and laws will be applicable for the county you will 
be visiting. 
 
As a minimum, to drive a minibus abroad, you must normally hold a full PCV 
Licence, Category D or D1 (obtained through examination). You will also be 
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required to use a tachograph to record drivers hours. If you have any 
questions  contact the Business Travel Team for clarification.  
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Appendix 1 
 

School Name and Address 
 
 

  

Drivers Name 
 
 
 

Period covered by sheet 
 
Week commencing (date)     
Week ending (date)                

Day on 
which duty 
commenced 

Pre journey 
/ daily check 
(tick 
complete) 

Registration 
no. of 
vehicles(s) 

Place where 
vehicle(s) 
based 

Time of 
going on 
duty 

Time of 
going off 
duty 

Time spent 
driving 

Time spent 
on duty 

Signature of 
driver 

Monday         

Tuesday         

Wednesday         

Thursday         

Friday         

Saturday         

Sunday         

Have you carried out any other professional driving during this period     Yes/No 
(Please be aware that any other professional driving counts towards the drivers hours rules) 
 

Drivers signature  
 

Certification by Headteacher – I have examined the entries in this sheet    
 

Signature  
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Appendix 1 a 
Sheringham Community Primary School & Nursery  
 
Drivers Name:            Date of Birth:    
   
 

I declare that I will not contravene the School’s Drivers hours rules (thereby 
not contravening the EU Drivers hours rules, EU Work time Directive or the 
UK Domestic Drivers hours rules) whilst undertaking the duties required on 
behalf of the school. In addition I declare that: 
 

 I hold the driver licence and certificates required to legally and competently 
drive the vehicle and carry out the services I am being asked to  

 There is no change of circumstances’ regarding my licence from the last 
recorded inspection 

 I will not offer myself for duty whilst under the influence of alcohol / drugs 
or taking any medication that could affect my ability to drive  

 I will inform the Headteacher of any encounters with VOSA, police or other 
enforcement officer 

 I will report any accidents or near misses that I am involved in 

 I will carry out pre-journey /daily checks in accordance with the policy 
using the documents provided in the policy 

 I understand and will comply with speed limits of roads and vehicles 

 I will ensure the load on my vehicle is secure and within the limits of the 
vehicle in terms of weight and distribution 

 I will comply with any health and safety requirements of the school and 
any sites visited 

 

I will complete the driver activity log as a written record of UK Domestic hours 
whilst driving the minibus (es) on behalf of the School. This will be available 
for inspection by any enforcing officer on request.  
 

Written records will be signed off by the Headteacher. 
 

Signature of Driver  
 

Print Name      Date 
 

Signed by Headteacher  
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Appendix 2 
Example and some suggestions for control measures for Minibus Driving Risk Assessment F620 

 

Department:     
Section/Team:  
Location:  
Activity/Area:  

Assessment Number:    
Assessment Date:  
Review Date:  

 

What are the 
hazards? 

Who might 
be harmed 
and how? 

Existing Risk 
controls 

Assessment of   
Risk 

Further Risk 
Controls required 

Residual Risk 
Action 
by 
whom 

Action 
by 
when 

Done 

L C RR L C NRR 

The Driver 
 

The driver, 
any 
passengers, 
other road 
users 

Drivers must 
be named and 
authorised  
 

Licence 
complies with 
school driving 
requirements 
and checked 
every 6 months 
 

Drivers have 
undergone 
specified 
training 
 

Drivers aware 
of procedures 
for driving 
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What are the 
hazards? 

Who might 
be harmed 
and how? 

Existing Risk 
controls 

Assessment of   
Risk 

Further Risk 
Controls required 

Residual Risk 
Action 
by 
whom 

Action 
by 
when 

Done 

minibuses 
emergency 
situation 
response 

The Vehicle 
(list the 
registration 
numbers of 
vehicles 
covered by 
the 
assessment) 

The driver, 
any 
passengers, 
other road 
users     

Pre-journey 
checks carried 
out and 
recorded 
 

Additional 
safety checks 
and servicing 
carried out 
according to 
agreed 
schedules 
 

Section 19 
Permit held 
and displayed 
on the vehicle  
 

Appropriate 
insurance 
cover in place  
 

Road fund 
licence is 
current 
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What are the 
hazards? 

Who might 
be harmed 
and how? 

Existing Risk 
controls 

Assessment of   
Risk 

Further Risk 
Controls required 

Residual Risk 
Action 
by 
whom 

Action 
by 
when 

Done 

 

Valid MOT 
certificate held 
 

Vehicle meets 
the Road 
Vehicles 
(Construction 
and Use) 
Regulations 
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The Journey 
 

The driver, 
any 
passengers, 
other road 
users     

Preparation for 
journeys to 
include 
reminding 
drivers of 
guidance on 
safe practices 
for journeys 
 

Guidance to be 
followed on 
journey 
planning / 
routes / journey 
times and rest 
/stop breaks 
 

Driving the 
minibus abroad 
– regulations 
and laws 
applicable to 
the country 
visited will be 
established 

                                          

Passengers 
with special 
needs 
 

The driver, 
other 
passengers   

Appropriate 
number of 
escorts / 
passenger 
assistants 
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identified 
 

Vehicle meets 
the standards 
for transporting 
wheelchair 
passengers 
 

Vehicle has 
adequate  
equipment for 
securing 
wheelchairs 
and 
passengers 

 
(L-Likelihood   C–Consequence   RR–Risk NRR–New Risk Rating) 

Assessor’s name and signature:  Date:  

Manager’s name and signature:  Date:  
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Appendix 3 
Pre-Journey Minibus Checklist C620 

 
This form must be completed each time, before a minibus is used. Any 
problems identified must be reported to your line manager immediately and 
appropriate action taken before the minibus is used. 
 
Vehicle Registration Number: 
        
Enter date of inspection below 

d
a

te
 

d
a

te
  

  
  
 

d
a

te
 

d
a

te
 

d
a

te
 

d
a

te
 

Section 19 permit displayed in vehicle       

Tax disc valid and displayed       

Operating log reviewed for faults       

Tyres – Checked for wear and pressures       

Wheels – Security of wheel nuts       

Engine oil and brake fluid – check levels       

Fuel and water – Sufficient for journey       

All windows clean       

Lights – Including stop lamps and indicators       

Windscreen wipers and washers       

Bodywork – No dangerous parts       

Mirrors – Positioned correctly, not damaged       

Brakes – Check when vehicle is stationary and 
moving (before loading passengers) 

      

Horn in working order       

Seatbelts in good condition, working properly       

First aid box-  Present and well stocked       

Fire extinguisher present and within date       

Torch – Present and in working order       

Mobile phone – available for driver       

Warning triangle       

Reflective jackets       

Cloth for cleaning windows       

A blanket       

Drinking water       

Spare bulbs       

Maps        

Spare fuses - know where the fuse box is and 
how to use it 

      

Initials of person making the checks 
 

      



19 
 

Appendix 4 
 
Advice for minibus drivers 
 
The following advice has been sourced from The Royal Society for the 
Prevention of Accidents 
 
On journeys where a passenger assistant is present, the items below should 
be divided between the driver and the passenger assistant, with the driver 
concentrating on those tasks which directly relate to driving the vehicle. 
 
Before setting off 

 Allow sufficient time for the journey. If using a SatNav, set it before you 
start. 

 Avoid long spells of driving and plan breaks to ensure you are fresh to 
continue and that children do not get restless 

 Conduct pre drive safety check before every drive 

 Never allow passengers to board until the vehicle is at a complete 
standstill and safely parked by an adjacent pavement or other traffic free 
area. If you need to leave the vehicle, switch off the engine 

 Passengers should enter the minibus from the pavement adjacent to the 
bus, not from the road itself (unless using a ramp or lift at the rear). If 
driving abroad, the nearside door may open onto the road, and therefore 
extra care will be needed 

 Ensure that children are supervised when boarding the vehicle, especially 
if they are using a rear door. Plan which passengers will sit in the front 
seats and by the doors. 

 Do not exceed the carrying capacity of the minibus. 

 Make sure everyone is sitting, one to a seat and that passengers are using 
seat belts 

 When school bus signs are used, make sure they are in position only while 
children are being transported, and that they do not obstruct your vision 

 Always ensure that ambulant disabled passengers are seated safely and 
comfortably and that passengers travelling in their wheelchairs are safely 
restrained. Wheelchairs not in use must also be securely stored 

 Make sure there is a complete list of the passengers being carried with a 
note of any special medical or other needs. Keep the list with other 
relevant documents in a place where it can be readily found in the event of 
an accident. Check that children have any necessary medication with them 
or an appropriate adult 

 Take care when using passenger lifts and other specialist equipment. 
Always comply with the manufacturers instructions 

 Check that no bags or clothing are caught in the doors, and check all 
mirrors every time before moving away in case latecomers are 
approaching the vehicle 

 Check that all luggage is secured and that gangways and exits are clear 

 Know the height, width, length and weight of the vehicle, and the position 
of the exterior fuel cap 
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During the journey 

 Do not allow noisy or boisterous behaviour, or passengers to trail flags or 
any other article form the vehicle 

 Enforce ‘No Smoking’ and ‘No Alcohol’ rules 

 Do not allow child passengers to operate the doors, and supervise any 
operation of the doors by responsible persons 

 Approach each stop slowly and with care 

 Use hazard warning lights on school trips when children are boarding or 
leaving the vehicle 

 If there is a serious delay during the journey inform the school / organiser 
so that information can be passed to parents. A mobile phone is very 
useful for this purpose, but it must not be used by the driver whilst driving 

 Children must not be left unaccompanied in the minibus 

 If the vehicle breaks down, or if there is a collision, give clear instructions 
to the passengers and see that children remain together and supervised: 
their safety is paramount 

 If there is a risk of fire, however small, evacuate the vehicle and move the 
occupants to a safe place 

 If you have to stop for an emergency or breakdown whilst on a motorway, 
only stop on the hard shoulder, and as far away from the carriageway and 
passing traffic as possible. Again, ensure that passengers, especially 
children, remain together and are supervised 

 If requested by the police, or any other person having reasonable cause, 
give particulars of the drivers name and driving licence, and the name and 
address of the minibuses operator or owner 

 
At the end of the journey 

 Ensure that children are supervised when leaving the vehicle, 
especially if they are using a rear exit 

 Never allow passengers to leave until the vehicle is at a complete 
standstill, and safely parked by an adjacent pavement or other traffic 
free area, and the handbrake is engaged 

 Always park so that passengers step onto the footway and not onto the 
road 

 Take particular care when reversing the vehicle if children are nearby. 
Avoid unnecessary reversing, but if it is unavoidable seek adult 
assistance for direction, and ensure the assistant does not stand 
directly behind the vehicle 

 Children alighting from the vehicle should be closely supervised 

 Do not leave children alone if no one has arrived to collect them. 
Ensure you know what to do if a child is not collected 

 Report any problems or incidents that occurred during the trip to the 
Headteacher /organiser 

 
Breakdown procedures 
In the event of a vehicle breakdown: 
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 The driver should move the vehicle off the carriageway (onto the hard 
shoulder on a motorway) and switch on the hazard warning lights. If this is 
not possible, it should be moved as far away from moving traffic as 
possible. If a warning triangle is used, it should be placed on the same 
side of the road, at least 45 metres from the minibus. Always take great 
care when placing and retrieving a warning triangle and never use them on 
the motorway 

 The passengers should be moved out of the nearside of the vehicle and as 
far away from it and other traffic as possible. No one should stand between 
the vehicle and oncoming traffic. On motorways or other busy roads 
passengers should be taken onto the embankment or grass margin and as 
far from the traffic as is practicable. The hard shoulder on a motorway is 
very dangerous 

 Passengers should be kept together in one group. Children should be kept 
calm and under constant supervision 

 In some circumstances, it is safer to leave the passengers in the vehicle. 
For example if it seems too dangerous to unload passengers in 
wheelchairs, or if there is not a safe waiting area. The driver (and 
passenger assistant /escort if present) will need to assess the situation 
and decide whether or not to unload passengers 

 If necessary, the driver should go for help, leaving the passengers with the 
passenger assistant / escort. If the driver is the only adult present, he or 
she should not leave the children alone. The driver will need to give the 
police, or breakdown service, accurate details of the vehicles location, and 
inform them if children or passengers with mobility problems are being 
carried 

 The driver should also telephone the school or a nominated contact 
person, preferably with a mobile telephone kept on board for this purpose. 
Tell then what has happened and ask them to relay messages to parents 
and others. They should have out of hours contact details for this purpose 

 If the breakdown occurs on a motorway, it is better to, use the roadside 
emergency telephone as this will enable the Police to pinpoint the vehicles 
location. The nearest emergency telephone is indicated by arrows and 
numbers on small marker posts at the edge of the hard shoulder 

 
Road Traffic Collisions 
In the event of a road traffic collision, the driver and / or the passengers 
assistant /escort must make the collision scene as safe as possible; 
 

 Use hazards warning lights and any other safety devices supplied 

 Do not move injured passengers unless they are in immediate danger of 
further injury form other vehicles or from fire or explosion 

 Call the emergency services immediately; provide them with the 
information about the situation, any specials circumstances (for example if 
carrying oxygen bottles) and if any passengers have special needs 

 Ensure one person (driver or passenger assistant / escort) remains with 
the children  
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 Do not allow children to assist with repairing or re-starting the vehicle and 
never allow them to push the vehicle 

 If the emergency services are called, the driver must stay at the scene of 
the collision until the emergency services (and anyone else with 
reasonable cause) have taken all the details. If possible, the names and 
addresses of all independent witnesses should be obtained at the scene. 

 If the collision is ‘damage only’ and no one is injured, the driver should 
ensure that the vehicle is roadworthy before continuing the journey. The 
incident must be reported to the Headteacher / organiser 

 If there is any injury or the names of people involved are not exchanged or 
there is damage to property other than the drivers vehicle (including street 
furniture) the driver must report the collision to the Police as soon as 
possible or in any case within 24 hours. 

 Any other incident, including traffic offences must also be reported to the 
Headteacher / organiser. 

 
Emergency Evacuations 
In the event of an incident such as a fire, an emergency evacuation should be 
conducted. The best way to evacuate the vehicle will depend upon the nature 
of the incident, the passenger group and the type of minibus. Therefore, the 
driver and/ or the passenger assistant / escort will need to exercise their 
judgement at the scene of the incident. 
 
Drivers and passenger assistants who have been trained will be far better 
equipped to make appropriate decisions and cope with such difficult 
circumstances. 
 
Passengers should exit the vehicle as they would normally, if possible, and 
move as far away as possible. If passengers need assistance to exit the 
vehicle, the passenger assistants / escorts if present, should provide what 
help is necessary. If it is necessary to use the rear exit, care must be taken 
against approaching traffic. 
 
It may not be possible to remove wheelchairs quickly from a minibus, unless 
the passenger assistants / escorts are trained to do so.  It may be necessary 
to lift a passenger from the vehicle, which is not easy to do in a confined 
space and often requires two people.  
 
Drivers and passenger assistants / escorts should not attempt to tackle a fire 
unless they have been trained to do so. 
 
Passenger Illness 
Drivers should also know what to do in the event of passenger illness.  This 
will require the driver to have details and a contact number for the relevant 
persons and understand how to deal with the safety of other passengers 
whilst dealing with the unwell passenger.
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