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1. Purpose 

The aim of the Two Counties Trust is to encourage and promote the safe management of work activities so as to 

reduce risks to employees, students, vicsitors, contractors and members of the public.  This policy details the 
arrangements by which Trust employees can drive a minibus in connection with Trust business or activities 

associated with our students. 

 

2. Scope 

This policy has been drawn up to ensure, as far as reasonably practical, the safety of all persons using a Two 
Counties Trust owned or leased minibus, and to also ensure that expensive assets are kept in a good and safe 

condition. 

This policy applies to ALL journeys in the school minibuses. 

The minibuses must: 

• Be used on behalf of a non-profit making organisation 

• Not for hire or reward 

• Without a trailer attached 

• Have a maximum of 16 passengers 

• Not exceed their maximum load weight (as per the vehicle handbook) 

• Drivers are aged 25 years or over (with PCV category on license) or  have participated in and passed MIDAS       

Training 

• Be correctly licienced with a valid Section 19 Permit and comply with all of the requirements 

• Have a valid tax certificate 

• Be adequately insured 

• Have a valid MOT certificate (if more than 1 year old) 

• Be well maintained 

 

3. Policy Principals  

The Trust follows guidance contained within Driving School Minibuses – Advice for Schools and Local Authorities 

(September 2013), published jointly by the Department for Education, Department for Transport and Association 

of Chief Police Officers.  

This policy and the procedures contained within it have been written to provide any members of staff who may 

need to drive vehicles on behalf of TTCT with the necessary knowledge and information in the light of growing 
legislation regarding the qualifications, insurance, operating, servicing and inspection requirements to safely 

operate our minibuses and carry passengers. 

The behaviour and competence of the minibus drivers will be fully assessed to ensure the safe operation of the 

minibuses and to keep employees and others free of harm. 

A copy of this policy will be provided to all minibus drivers. 

This policy and the procedures contained within it will be reviewed regularly as part of ttct Health and Safety 

review. 

 

All drivers must have one of the following to drive a minibus on behalf of the Two Counties Trust: 
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• A category D1 (unrestricted) driving licence, obtained before 1 January 1997 

• A category D1 (101) driving licence, obtained after 1 January 1997 and a valid MIDAS certificate 

This policy and the procedures contained within it have been written to provide any members of staff who may 

need to drive vehicles on behalf of TTCT with the necessary knowledge and information in the light of growing 
legislation regarding the qualifications, insurance, operating, servicing and inspection requirements to safely 

operate our minibuses and carry passengers. 

The behaviour and competence of the minibus drivers will be fully assessed to ensure the safe operation of the 

minibuses and to keep employees and others free of harm. 

This policy extends to the use of hired vehicles that are used by TTCT. 

All drivers are required to read the minibus policy and sign the declaration at Appendix 1 before driving a minibus. 

A copy of the policy will be included in the minibus folder. 

Use of a Trust minibus (including hire vehicles) for anything other than Trust business will not be permitted. 

 

4. Roles and Responsibilities 

Headteacher  

Headteachers will ensure that the school has appropriate safety procedures for the minibus based on the ROSPA 

Advice for Minibus Safety and their code of practice (in addition to the DfE guidance). A copy of the full code of 

practice is available at www.rospa.com 

 

Health and Safety Competent Person/Site Manager (Dependant on who has the resoponsibility in 

the school) 

Ensure that servicing of the minibuses is performed at the intervals and that the service book kept is ready for 

inspection at any time. 

Ensure that weekly and three monthly checks (fuel, water, oil and battery levels, tyre pressures and lights, etc.) 

are conducted by a trained member of staff on a weekly basis. 

Hold a list of approved drivers whos competancy has been assessed. 

Ensure that there is a folder available in the minibus containing emergency contact telephone numbers and details 

of the breakdown company. 

 

Minibus Drivers 

Follow and comply fully with the requirements outlined in ‘Procedures and Practices’ section below. 

Ensure that pre-use checks of the vehicle are conducted and complete the Vehicle Check List.  

Report any concerns about the safety and / or condition of the minibus to the Health and Safety Competent 

Person/Site Manager immediately. 

Familiarise themselves with the relevant ROSPA guidance. 

Understand the personal legal implications if procedures are not adhered to. For example, “It is the driver’s 
licence that will suffer if the vehicle is found to be defective. It is also the driver’s responsibility to ensure the 

safety (including the use of seat belts) and welfare of all passengers”. (ROSPA February 2008) 

Comply fully with all road traffic laws, respecting speed limits and ensuring use of seatbelts at all times. For longer 

journeys, frequent rest breaks are to be taken. 

Inform a member of the Senior Leadership Team immediately if unfit to undertake a journey in order that 

alternative arrangements can be made. 

Never use a mobile phone (hand held or hands free) as the driver of the vehicle unless it is parked in a safe place 

with the engine switched off. 

http://www.rospa.com/
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All drivers complete the mileage log for all journeys. The log should include the date of the journey, start and 

finish mileages, purpose of the journey and the driver name. 

 

5. Driver Eligilitably  

Persons Permitted to Drive a Minibus 

Drivers must be aged 25 or over, for insurance purposes. 

Drivers who obtained their full car (category B) driving licence before 1 January 1997 may drive a minibus in the 

UK because their licence included category D1. 

Drivers who obtained their full car driving licence on or after the 1 January 1997 are only licensed to drive a 
vehicle with up to eight seats (in addition to the driver). To drive a minibus, such drivers need to gain a category 

D1 (or D) PCV entitlement on their licence by meeting higher medical standards and passing the DVSA’s theory 

and practical minibus test (MIDAS). 

Drivers must be medically fit and legally qualified to drive a minibus and are required to complete and sign the 

driver declaration form in Appendix 1 to that effect before driving the minibus.  

The driver declaration form will be kept on file with Human Resources.  

Staff with a medical condition that needs to be declared to the insurers should advise the Health, Safety and Risk 

Manager accordingly. 

It is the licence holder’s responsibility to notify the Health, Safety and Risk Manager HR Business Partner of any 

changes to the driver’s licence. 

Where a driver informs the school that he/she has acquired penalty points on his/her licence, the Headteacher will 

determine whether he/she is permitted to drive the minibus. 

Before being authorised to drive the minibus, staff must undergo a Minibus Driver Awareness Scheme (MIDAS) 

training course and pass an assessment or complete a minibus driver road test and be assessed as safe to drive 

by a competent member of school staff. 

All drivers must ndergo initial and periodic assessments of ability to drive a minibus, especially if they do not drive 

a minibus regularly or are driving one after a long period of not doing so. 

Only those named on the approved drivers list (a copy of which is held by the Health and Safety Competent 

Person/Site Manager) will be eligible to drive the school minibuses. 

 

6. General Responsibilities of the Driver 

• General Responsibilities of the Driver are as follows: 

• Before the beginning of each journey, thoroughly run through the pre-use checklist 

• Be satisfied that the vehicle is in a roadworthy condition before and throughout the journey 

• Be clear about the route to be followed 

• Ensure that there is enough fuel for the journey 

• Ensure that a mobile phone is charged and switched on and is within the vehicle, but not in a position where 

it could distract the driver 

• Ensure that all luggage is stowed properly 

• Check that there are sufficient seats on the bus to accommodate all passengers,without them having to 

share. No driver should ever carry more passengers that there are allocated seats 

• Ensure that all passengers are wearing seat belts 

• No driver should set off or continue on a journey if feeling tired or unwell, or if under the influence of alcohol 

or medication. Neither should a driver consume alcohol during the course of a school outing 

• Drivers should park so that passengers can embark and alight on the pavement whenever possible 

• Parental permission must be sought before-hand 
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• If the journey is delayed for any reason the school must be informed immediately 

• Ensure that the minibus is left clean and tidy at the end of each journey 

• Ensure that students follow the code of conduct required 

• Appropriate action must be taken of existing and forecast weather conditions. Journeys should be avoided or 

suspended if there are extreme weather conditions either present or forecast 

• Complete the minibus log book and notify the responsible person if there are any defects 

• All accidents, whether or not they cause injury to persons or damage to property, are to be reported as soon 

as possible after they occur in complaince with TTCT Accident and Incident Reporting Policy. 

 

7. Vehicle Checks and Maintenance 

Servicing and MOT testing will be carried out at least annually, and in accordance with the manufacturer's 

recommendations.  

Trained members of school staff will conduct weekly and 3 monthly checks on fuel, water, oil and battery levels, 
tyre pressures and lights etc. All check sheets are available from the Health and Safety Competent Person/Site 

Manager. A signed record will be maintained to demonstrate that these checks have been undertaken. 

The school minibus must be maintained to high levels. As well as MOT, servicing, weekly and three monthly 

checks, drivers should satisfy themselves that the vehicle is safe to drive. If the serviceability of the vehicle is in 

doubt, it is not to be used until it has been repaired. 

Pre-use checks are to be recorded on the minibus pre-use inspection checklist. Completed check lists are to be 

given to the Health and Safety Competent Person/Site Manager on return of the minibus who will take any action 

necessary. These lists will be retained by the School. 

Pre-use checks must include lights (headlights, hazards, brakes, reversing, side and indicators), horn, mirrors, 
doors (open, close and lock correctly), steering, seatbelts and windscreen wipers (including windscreen wiper 

wash). A walk around the vehicle should occur to check for damage / defects and to assess tyre condition.  

If the driver has concerns about the condition of the vehicle it must not be used and these concerns must be 

reported to the Health and Safety Competent Person/Site Manager. 

Mileage records should be used to help monitor fuel consumption.  

Prior to the start of each journey, the driver is to go through a brief talk with students regarding the wearing of 

seatbelts, journey time, being seated at all times, behaviour, noise levels and escape procedures. The journey is 

not to commence unless the requirements of the driver are complied with. 

 

8. Insurance 

It is the Health, Safety and Risk Manager’s responsibility to arrange for all minibuses to have comprehensive 

insurance cover.  

All minibus drivers must be over 25 years of age and under 70 years of age.  

All minibus drivers should have held a full UK driving licence for a minimum of two years, and have had some 

experience in driving vehicles of this type.  

Additional insurance cover may be required before taking a minibus abroad. The need for this cover must be 

discussed with the Health, Safety and Risk Manager well in advance of any trip. 

 

9.  Recovery 

All minibuses are covered for breakdown assistance. Details of the relevant telephone numbers should be kept in 

each minibus. 

 

10. Code of Conduct for Students 
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The following code of conduct for students must be observed: 

• Behave in a  responsible manor when entering or leaving the minibus 

• Find a seat quickly and quietly and put on the seat belt 

• Do not distract the driver whilst the minibus is in motion, except in case of emergency 

• Wait until the minibus has stopped before getting up to leave 

• Make sure you take all your belongings with you when you leave the minibus 

• Do not eat or drink on the minibus 

• Behave sensibly at all times 

• Treat seats and seat belts with respect to avoid damage and excessive wear and tear 

• If the vehicle breaks down or is involved in an accident, follow the instructions given to you by the driver 

 

11. Students with Special Educational Needs and/or Disabilities 

Extra supervision may be required if a student has special requirements. These may include: 

• Use of an escort 

• Drivers and escorts may require training in wheel chair transfer 

• Drivers should not commence a journey without checking that any wheelchair is correctly secure with clamps 

or wheelchair restraints 

• Drivers should always be aware of any disability or special requirements that a student may have before 

commencing the journey 

 

12. Driving Time 

      There are a number of factors to take into consideration before driving a minibus: 

• The driving time and rest periods for drivers 

• The age and experience of the driver concerned 

• The nature and length of journey to be undertaken (driving in the local area is very different from driving on 

motorways, or in an unfamiliar environment) 

• The timing of the journey; Is it in the hours of darkness or daylight? Is it at peak time? 

• The number and ages of the passengers (a full minibus with excited students can be very distracting to a 

driver) 

• The number of hours worked by the driver prior to the journey 

 

      In respect of driving times, it is recommended that: 

• All drivers must take regular short breaks during long journeys 

• During a break, the driver must not undertake any other work (e.g. should not be supervising students)  

 

13. Equipment 

      It is recommended that the following equipment is carried on board the minibus.  

      First Aid Box containing  

• 10 antiseptic wipes, foil packed 

• 1 conforming disposable bandage (not less than 7.5cm wide) 

• 2 triangular bandages 
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• 1 packet of 24 assorted adhesive dressings 

• 3 large sterile un-medicated ambulance dressings (not less than 15cmx20cm) 

• 2 sterile eye pads with attachments 

• 12 assorted safety pins 

• 1 pair rustproof blunt-ended scissors 

• Disposable gloves 

• Mouth mask for resuscitation 

• 5 foil blankets 

If items are used during a journey the supplies need to be relenished by the person in school with the 

responsibility for the first aid kits. 

Fire Extinguisher  

At least one fire extinguisher (which complies with BS 5432 or equivalent and has a minimum test rating of 8A or 

21B) that contains foam. 

Warning Triangle  

This should be used in the event of breakdown and carefully positioned 50m behind the vehicle to warn other 

road users of the broken down vehicle. 

      Hi-Visibility Vest 

 

14. Safety 

Drivers should ensure that internal lights are off whilst driving so that their vision is not impaired by the internal 

light.  

Exits/gangways should be clear of obstructions (such as bags) at all times. Bags can go on spare seats and under 

seats.  

Dealing with ‘road rage’ 

If threatened by another driver, do not retaliate by flashing lights, sounding the horn or making offensive 

gestures, this only attracts a response and will often make a situation worse. 

If forced to stop, stay in the vehicle with windows closed and doors locked and be prepared to drive off. 

If necessary, use your mobile phone to contact the police for assistance. 

Note the registration number of the vehicle, and the make and colour, plus a descriptionof the driver and 

occupants and give the police these details. 

Unsafe situations 

If you feel that driving cannot be in complete safety, do not continue.  

Members of staff are not required to put themselves at risk at any time whilst driving on behalf of the school. 

 

15. Security  

Where possible all vehicles should be fitted with a dashboard camera and internal CCTV. 

Keys must not be left in an unattended vehicle at any time. 

Whenever the vehicle is left unattended, all windows are to be closed and doors locked. 

All vehicles must be kept on school premises overnight, and if possible in an area which is covered by CCTV. 

 

16. Breakdown Procedures 

Standard break down procedures are to be followed where necessary: 
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If on a public road, get out of the vehicle on the safe side – nearest the path or verge. 

If on a motorway, follow the instructions of the emergency services operator, which may include staying in the 

vehicle, or getting out of the vehicle and not getting back into the vehicle again. 

Avoid going near the traffic flow and exercise extreme caution at all times. 

If possible, leave a motorway, dual carriageway or main road if a fault occurs, which will reduce the risk of 

collision, but park in a well-lit place so that the vehicle can be seen by other road users.  

In the event of breakdown contact the breakdown company (details are kept in the vehicle) 

It is best to use a roadside emergency telephone if possible as this will pinpoint your location.  

School should also be contacted, when practical, in the event of a breakdown.  

Staff should not change a tyre or attempt repairs. This should be carried out by a breakdown team. 

 

17. Accidents 

In the event of an accident: 

Deal with any injured persons. 

Ensure the safety of everyone involved. 

If necessary, call the emergency services. 

In all cases, stop at the scene and take the names, addresses and telephone numbers of people involved, 
including independent witnesses. Take photos of the accident scene from various angles if possible. Breakdown 

procedures should be carried out if necessary.  

In the event of a serious incident, emergency contact numbers are available in the Minibus  

 

18. Fuel  

Minibuses have a fuel card that enables fuel to be purchased and charged to the School’s account. 

The fuel level should not go below a quarter, this helps prevent primer damage and fuel tank sediment entering 

the engine. Therefore is may be necessary for the driver to refuel while on a journey. 

 

19. General Data Protection Regulation 

All data within this policy will be processed in line with the requirements and protections set out in the General Data 

Protection Regulation. 

 

20.  Document Management 

 

Review Cycle: 2 Years 

 

Date of issue: March 2021 

 

Next review due: March 2023 
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Policy owner (job title): Trust Health, Safety and Risk Manager 

 

Approver: Trust Board of Trustees 

 

Equality Analysis complete:  
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Appendix 1 
 

To be completed by persons who will drive TTCT owned, leased, or hired vehicles. 

 

Important: It is an offence under the ROAD TRAFFIC ACT 1988 to make a false statement or withhold any material 
information, therefore please ensure that this form is completed correctly for all parts. 

 
Declaration: 

I ______________________________________(full name) of ___________________(name of school) declare that: 

 

• I am 25 years of age or older. 

• I have held a driving license for at least 2 years and have no current convictions on my license (points). 

• I have prior experience of driving a minibus and/or have been deemed competent by the school named above 

(also applies to use of tail-lift). 

• I understand that I cannot charge passengers fees (unless my organisation has a Section 19 permit and we 

are recouping fuel costs only). 

• I have never been refused insurance or had special conditions imposed. 

• I will notify the school when I reach 65 years of age (as insurance policy will not automatically cover drivers 

over this age). 

• I will notify the school straight away if I incur any driving convictions in the future. 

• I will report any accidents, incidents or faults to the school immediately, however small. 

• I will not use the minibus to tow a trailer. 

• The keys will not be passed onto another driver without the prior consent of the school (any new drivers will 

need to present license and sign declaration as outlined above). 

• I will complete the pre use check list before embarking on journeys. 

• I understand that the welfare and safety of passengers is the responsibility of the driver and/ or escorts whilst 

using the vehicle. 

• I will top the fuel back up to the same level as on collection every time the bus is used. 

• I will keep the minibus in a clean condition and ensure all rubbish is removed before the bus is returned. 

• I have declared any relevant medical conditions below (for insurance purposes): 
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Driver 

The following conditions apply to driving a Two Counties Trust owned or hired vehicle and by signing this form you 

agree to the following terms and conditions: 

• I accept that whilst driving a TTCT owned or hired vehicle I have a duty of care towards other road users. I 

will drive with care and consideration and comply with all requirements of road traffic law. 

• I declare myself as medically fit to drive a TTCT owned or hired vehicle. I will notify my line manager in the 

event of any changes in my health condition that might affect my ability to drive. 

• I will not drive any vehicle on TTCT business whilst under the influence of any form of alcohol or drugs. I will 

seek medical advice prior to taking medication that may affect my capability to drive. I will notify my line 

manager if I am unable to drive as a result of taking prescribed medication. 

• I hold a valid current UK driving licence (or equivalent) that entitles me to drive the stated class of vehicle on 

TTCT business. I will notify my line manager of any pending road traffic prosecutions that may lead to me 

being prohibited from driving a vehicle on TTCT business. 

• I agree to take responsibility for any fines in respect of traffic, parking or speeding offences incurred whilst I 

am a driver of the vehicle. 

 

Signed (Driver): ___________________________________________Date: ______________________________ 

 

 

Health and Safety Competent Person/Site Manager 

By signing this form you confirm the following: 

• The named driver has presented their original driving licence for inspection (certified copy enclosed) and the 

information has been assessed and validated using https://www.gov.uk/view-driving-licence  

• The drivers licence is valid for the class of vehicle to be used on TTCT business. 

• The training needs and competency of the driver have been appropriately assessed. 

• I have advised the driver they must carry out daily or pre-use checks on each vehicle used and maintain an 

up to date record of vehicle usage and condition in the vehicle logbook.  

 

Authorised:_______________________________________________ Date: ______________________________ 

 

Please return completed form along with a certified copy of the driving licence to your HR Business Partner 

 

 
 
 

https://www.gov.uk/view-driving-licence

