
 

1 
 

  
 
 

 
 

Trust Vehicle Use Policy 

  

  

  

  

  

  

  
  

 

 

  

  

  
  

 

 

 

At Stephenson (MK) Trust the protected characteristics have been considered in the design of this policy. 
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1. Rational and Aim   
 
This policy sets out requirements for minibus and work vehicle use at Stephenson MK Trust (SMKT) and 
should be read in conjunction with RoSPA’s guidance on minibus safety, which contains additional 
information: Minibus Safety - RoSPA. Policy and procedures are based on industry standards including the 
Department for Education. 
 
This policy relates to minibus and work vehicle use at SMKT. Currently, we have the following vehicle at 
each site: 

Stephenson Academy  

• Five minibuses.  

• One maintenance work vehicle. 

 

Bridge Academy  

• Five small buses 

• One car 

 
The purpose of this document is to set clear procedures to ensure that SMKT is complying with the law 
and following best practice. 
 
At Stephenson Academy the Transport Manager shall be responsible for ensuring that the Academy is 
compliant with all legal / permit obligations and that the fleet of minibuses / vehicle remain in a legal and 
drivable state. 
 
At Bridge Academy the designated Driver shall be responsible for ensuring that the Academy is compliant 
with all legal / permit obligations and that the fleet of minibuses / vehicle remain in a legal and drivable 
state. 
 
All minibus / vehicle operators have a duty under health and safety law to take all reasonable precautions 
to ensure that they are operated safely and are maintained in a safe condition.  
 
Driving a minibus / work vehicle on the road in a condition that is likely to cause danger to passengers or 
other road users is a criminal offence. 
 
Suitable and sufficient risk assessments for the operation of the minibuses/work vehicles are completed 
by a competent person. This is recorded, regularly reviewed, and communicated to all persons who are 
responsible for driving, maintaining or are otherwise involved with the operation of the minibuses/work 
vehicles.  
 
Risk assessments include processes relating to training and monitoring of drivers, maintenance regimes, 
as well as general operational requirements. 
 
Specific risk assessments are undertaken for journeys, which form part of the Trust Educational Trips and 
Visits Procedures and recorded on Evolve. Regular or frequent journeys can use a standardised risk 

https://www.rospa.com/policy/road-safety/advice/vehicles/minibus-safety
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assessment, but this must be checked prior to each trip to ensure that procedures are followed and should 
be reviewed periodically to ensure that it is still appropriate. 
 
The management system is monitored to ensure that all requirements are complied with, and adequate 
records are kept.  
 

2. Authorisation 
 

• All drivers that wish to drive a minibus heavier than 3,500kgs (or 4,250kgs where a vehicle is fitted 
with specialist disabled access equipment) must hold a D1 licence.  

• Drivers wishing to drive a minibus under 3.5 tons, must have a B licence.  
 

Members of staff may drive the minibuses if the following criteria is met:  
 

• The minibus has 9-16 passenger seats plus the driver, with an Academy Section 19 Permit where 
displayed.  

• They have held their driving licence for two years or longer.  

• They are aged between 21 and 70.  

• They are appropriately licenced to drive the vehicle. If the driver only has a category B licence, the 
Maximum Authorised Mass (MAM) is 3,500kgs if a conventional minibus or 4,250kgs if an accessible 
minibus with passengers lift or ramp. 

 

The driver is authorised to drive until any of the conditions below are met (all drivers have a duty of care 
to inform the Transport Manager at Stephenson Academy or School Business Manager at Bridge Academy 
if any condition below is met during the school year). 

 

• Accumulating more than six live points on their licence. 

• Hava a collision resulting in damage or injury to passengers/third parties in the minibus unless it 
was clearly the fault of a third party. 

• Have complaints about their driving confirmed.  

• Acquire a medical condition that would affect their ability to drive. 

• They reach 70 years of age and cannot provide a medical certificate to satisfy the insurance / DVLA 
licensing requirements. 

• Not driven a minibus for more than two academic years. 

• There is a change in DBS clearance, or an offence is found during a licence check.  

• A DVLA check code is not provided at the start of the academic year. 
 
Should any of the above conditions be ‘triggered’ the proposed corrective actions are suggested as follows 
(although the Trust reserves the right to suggest/implement alternative actions subject to the context of 
the above):  
 
We may, at our discretion, request a local re-familiarisation assessment (or in the case of health concerns, 
a DVLA medical / health check) before the member of staff drives the minibuses again. HR advice will be 
sought, and these issues will be managed on a case-by-case basis. The driver will be allowed to resume 
driving once a successful check of their licence has been completed via the Gov portal.  
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A central record of copies of driving licences are held for those members of staff who are authorised to 
drive the minibuses, this is kept up to date by the Transport Manager or designate at Stephenson Academy 
and by the School Business Manager or designate at Bridge Academy.  
 
At the start of each academic year, drivers should provide the Transport Manager or designate at 
Stephenson Academy or the School Business Manager or designate at Bridge Academy with a ‘DVLA check 
code.’    
 
The purpose of the driving licence check is to ensure that a driver has not accrued more than six ‘live’ 
points, they are still appropriately licenced to drive the vehicles and restrictions on their licence are noted.  
Records of the licence checks shall be kept on the central drivers list.  
 
When a member of staff is driving a minibus on a long-distance journey, it is not acceptable to expect 
them to exercise general supervisory responsibilities during the journey. Therefore, it is a requirement 
that an adequate number of adults be available to drive and supervise the pupils.  
 
In accordance with the requirements of Section 19 Permits, drivers should aim to have a 15-minute rest 
break after every 2 hours of driving. Rest breaks should only be taken when safe to do so and in a safe 
place, e.g. a service station.  

 
Drivers must adhere to the following guidelines regarding driver hours: 
 

  Domestic Rules  EC Rules  

Maximum length of working day  16 hours  13 hours  

Daily driving period  10 hours  9 hours  

Time driving without a break*  5 ½ hours  4 ½ hours  

Minimum length of break  30 minutes  45 minutes  

Daily rest period  10 hours  11 hours  

Weekly driving limit    56 hours  

  

*The break is a period during which the driver may not perform other work and is exclusively used for 
recuperation. This break may be split into smaller periods and distributed throughout the 4 1/2 hour. In 
this case, the first period must be at least 15 minutes, and the second period must be at least 30 minutes. 
With each additional driving period, the break time should be extended. Drivers should not be required 
to supervise children during their break, as this would not be a rest for the driver. 

Drivers are expected to comply with the law whilst driving on behalf of SMKT. The use of mobile 
telephones while driving has been illegal since 2003. Recent changes to the law have increased the 
penalties for using handheld devices while driving. Such devices must never be used while in charge of a 
vehicle, even if it is stationary at traffic lights or in traffic. This includes the use of a mobile phone as a sat 
nav (devices must be fixed to a windscreen or dashboard so that it is in clear view whilst driving). 

While the use of hands-free kits is currently legal in the UK, the police still have the power to penalise 
hands free users if they feel that the user is distracted and not in full control of their vehicle 

All drivers must inform the Transport Manager at Stephenson Academy or School Business Manager at 
Bridge Academy of any convictions (including penalty points) or periods of disqualification immediately. 
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If the Transport Manager is notified that an individual has been disqualified from driving due to a 
motoring offence, they must relieve the person of all driving duties with immediate effect and seek advice 
from HR on the most appropriate course of action. 

Drivers must inform the Transport Manager or designate at Stephenson Academy or School Business 
Manager at Bridge Academy immediately of any medical condition that may affect their ability to drive 
  

3. Chaperones  
 
The driver of any vehicle cannot safely drive and supervise passengers at the same time. At Stephenson 
Academy Chaperones are required to manage the behaviour of passengers on the minibus to manage the 
distractions that may otherwise be experienced by the driver. At Bridge Academy, chaperones are not 
required, but a risk assessment will always be carried out prior to any journey to ensure the safety of all 
passengers. 
 
During trips and off-site visits, trip leaders will manage the behaviour and risk assess pupils and will follow 
the policy for Educational Visits using the Evolve system to record relevant information. 
 
For daily transport runs, a chaperone will be required to manage the behaviour and expectations of pupils 
ensuring they comply with the code of conduct (Appendix 5). 
 
Chaperones must accompany the driver in all circumstances. Risk assessments will be put in place for 
emergency situations for those pupils requiring transport in extreme circumstances outside of morning 
and afternoon transport runs.  
 
Chaperones are required to undertake training as and when required and follow the guidelines set out in 
the Chaperone Protocol (Appendix 5). 
 
Chaperones are required to wear their high viz jackets throughout the journeys. 
 
Chaperones are required to familiarise themselves with the accident and emergency protocols (Appendix 
3 and 4). 
 

4. Legal Requirements 
 

All SMKT Vehicles must: 

 

• Only be driven by drivers who are legally entitled and properly insured to drive the minibus and 
work vehicles. 

• Be well maintained and road legal.    

• Have a valid MOT certificate (annually from the vehicle’s first birthday) and insurance.  

• Display a valid permit disc  
   
Schools usually operate under section 19 permits meaning that they are not required to fully comply with 
Public Service Vehicle (PSV) licensing. To comply with this, the following conditions must be met: 
 

• Minibuses must only be used by the organisation to whom the permit has been granted, or by 
affiliated/associate members of that organisation; and    
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• Minibuses must not be used by members of the public, except as ‘a’ above; and    

• Minibuses must not be operated for profit, or for an activity which is carried out for profit; and    

• Minibuses must meet the requirements for initial fitness as defined by the Construction and Use 
Regulations; and   

• Permit disc must be displayed on the nearside of the windscreen, visible from the outside of the 
vehicle. 

• Regulation 42 and Schedule 7 of the Road Vehicles (Construction and Use) Regulations 1986 specify 
that every minibus must carry a British Standard fire extinguisher of water or foam, with a minimum 
test rating of 8A or 21B. If passengers in wheelchairs are being carried, the minibus should carry two 
fire extinguishers, one of which is kept in the passenger compartment. Fire extinguishers should be 
tested according to the manufacturer’s instructions, which is usually once a year. Drivers and 
passenger assistants/chaperones should be trained in their use.  The regulations also specify that a 
suitable, clearly marked first aid box is kept readily available and in good condition.  

• At no time must the driver drive a vehicle under the influence of either alcohol or other drugs which 
might impair driving ability. It should be noted that there are many “over the counter” medicines 
which would fall within this category. 

• Any driver taking prescribed drugs should heed any warning given with the prescription. If any driver 
is found to be driving under the influence of alcohol or drugs where they are recommended not to 
drive, they could be investigated under the Trust Disciplinary Policy. The Trust may also inform/consult 
with any necessary law enforcement as required.  

• Drivers are personally liable for any road traffic contravention such as parking, speeding, or mobile 
phone use fines (payment and penalties).  

• If any member of staff is found to be driving over the legal speed limit, they could be investigated 
under the Trust Disciplinary Policy. The Trust may also inform/consult with any necessary law 
enforcement as required.  

• Any subsequent driving endorsements may (where necessary) be passed on to the driver.  

• Drivers should understand and must comply with speed limits that apply to minibuses below: 
  

Built up roads 30 mph (Unless signed otherwise) 

Single Carriageway 50 mph (Unless signed otherwise) 

Dual Carriageway 60 mph (Unless signed otherwise) 

Motorway 70 mph (Unless signed otherwise) 

Motorway 60 mph (if minibus is longer than 12 metres) 

 

• The minibus is fitted with both interior CCTV and on-board dashcams for the safety of both passengers 
and drivers.  

• The CCTV unit must remain switched on when the vehicles are in use. 

• The images from these can be used if required in investigations into any allegations of misconduct (in 
accordance with the Trust Disciplinary Policy) whilst in charge of the minibus. 

 

5. Driving the Minibus / Work Vehicles 
 

https://www.legislation.gov.uk/uksi/1986/1078/contents/made
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All drivers must adhere to this policy and its appendices.  
 

6. Maintenance 
 
Minibuses are classed as public service vehicles and as such are subject to more stringent maintenance 
schedules than private vehicles, which the Trust will adhere to. See below: 
 

• An annual MOT must be undertaken every year starting at the first anniversary of its registration date. 
A pre-set schedule of inspections should be set, and this must be adhered to.  

• To comply with the requirements of the section 19 permit, maintenance checks should be no longer 
than 10 weeks apart for vehicles under 12 years of age and 6 weeks apart for older vehicles. 

• Under no circumstances should a vehicle be in use for more than 10 weeks without having undergone 
a safety check. These checks are usually conducted by a competent and qualified engineer at a 
bonified garage. 

• A driver’s daily checklist must be conducted every day that the bus is in use. It is recommended that, 
should the vehicle be used multiple times in one day, a separate check is made prior to each use, 
particularly if changing drivers.  

• A weekly defect check list will be conducted to record any faults that may deem the vehicles 
unroadworthy, there is also a system for recording any remedial works undertaken and a central file 
kept. 

• These faults must be put right before the vehicle is next used and recorded in the central file by the 
Transport Manager or delegate.  

• A record of all safety checks are kept in a central file by the Transport Manager at Stephenson 
Academy and by the designated Driver at Bridge Academy, these will be retained for at least 15 
months.  

   

7. Vehicle Log   
 

A folder should be compiled for each vehicle which is always kept inside the vehicle so that it is available 
for inspection should the need arise.  
 
The folder should include: 

• Copy of the insurance certificate.  

• Copy of the vehicle MOT.  

• Emergency contact details and procedures.  
 
All remedial work conducted will be documented and a central record will be kept by the Transport 
Manager at Stephenson Academy and by the designated Driver at Bridge Academy for inspection 
purposes.  
 

8. Accidents/Incidents 
 

All accidents/ incidents should follow the accident and emergency protocol information (See Appendix 3 

& 4 ). 

 

Minor Accident / Incident - The vehicle is still legal, roadworthy and drivable with no injuries sustained to 
staff or pupils. 
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If a minor accident/incident occurs, the driver and additional member of staff / chaperones should:  
 

• Ensure that the pupils are safe and uninjured.  

• The driver should ensure that the details of other vehicles at the scene are taken and recorded: type 
of vehicle, number plate, insurance details and the name and address of the other driver. Where 
possible, photographs should be taken of the accident / incident to assist with any insurance claim. 
The driver should notify the Transport Manager at Stephenson Academy or the Deputy Principal at 
Bridge Academy of the accident as soon as practicable. 

• Upon returning to the Academy, the driver should submit a motor accident report form via Smartlog 
and pass along the report number to the Transport Manager at Stephenson Academy or the Deputy 
Principal at Bridge Academy. If applicable, accident forms should be completed via Smartlog for all 
injured passengers and the driver, regardless of severity. All incidents shall also be recorded on 
CPOMs.  

 
Major Accident / Incident - The minibus is not drivable, or injuries have been sustained to staff or pupils. 

If a major accident/incident occurs, the driver and additional member of staff / chaperones should:  
 

• The driver must telephone the emergency services and ensure pupils are safe as a priority. 

• First Aid should be administered if it is safe to do so, or on the advice of the emergency services. 

• The driver should ensure that the details of other vehicles at the scene are taken and recorded: type 
of vehicle, number plate, insurance details and the name and address of the other driver. Where 
possible, photographs should be taken of the accident / incident to assist with any insurance claim.  

• The driver should notify the Transport Manager (Stephenson Academy only) and The Principal as soon 
as possible for further advice. 

• The driver or additional staff member should always keep the senior staff member up to date on 
events.  

• Upon returning to the Academy, the driver should submit a motor accident report form via Smartlog 
and pass along the report number to the Transport Manager at Stephenson Academy or the Principal 
at Bridge Academy. If applicable, accident forms should be completed via Smartlog for all injured 
passengers and the driver, regardless of severity. All incidents shall also be recorded on CPOMs.  

  

9. Breakdowns  
 

• Details of the breakdown services can be found in the folder of each vehicle (Appendix 3 & 4). If the 
driver cannot contact the breakdown company, they should seek further advice from the Transport 
Manager at Stephenson Academy or the Deputy Principal at Bridge Academy. If out of hours, the 
Principal should be contacted for further advice.  

• If the vehicle breaks down, the driver must call the breakdown services who will attempt to repair 
the vehicle and if unable to, will arrange for the vehicle to be towed back to the relevant Academy.  

• Pupils must remain supervised. 

• Pupils should NOT remain in the broken-down vehicle on the motorway/dual carriageway hard 
shoulder but are to stand at a safe distance behind the barrier.  

• If a vehicle breaks down on a motorway it is vital that it pulls over as far as possible to the left of the 
hard shoulder. The passengers should leave the vehicle by the nearside door only (unless an 
emergency evacuation is required). Do not allow passengers around the back of the vehicle but get 
them over the crash barrier and up/down the embankment. Some passengers may be in more danger 
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if they leave the vehicle or will be incapable of getting over the crash barrier. In which case they must 
stay onboard with a seat belt on. The Driver must make the vehicle as visible as possible by putting 
on all the lights, hazard flashers etc. 

• A minibus phone is provided for emergency use only. 

• There are high vis jackets available on each vehicle for the driver and chaperones which must be worn 
in this situation.  

• If the vehicle cannot be repaired at the roadside, the driver must call the Transport Manager at 
Stephenson Academy or the Deputy Principal at Bridge Academy or staff on call, they will arrange 
transport to return the staff and pupils to the Academy.  

• Drivers need to pay attention to the minibus, ultimately, because of the people it contains. No two 
incidents are the same – different passengers with diverse needs, road conditions, hazards etc. The 
driver must therefore always assess the situation to decide what is the safest course of action. In 
effect, the driver is doing an on-the-spot dynamic risk assessment to decide the safest course of 
action.  

• On roads other than motorways the driver should decide whether there is a safer place nearby to 
stop. If a decision is made that it is safer for passengers to stay inside the minibus, make sure they 
keep their seat belts on, in case another vehicle collides with the minibus.  

• In all breakdown situations, the driver and/or chaperone should keep passengers reassured and 
informed about what is going on and the actions taken.  

• Staff are not to attempt repairs. They must wait for help.  

 
10. Maintenance and Insurance 
 

• Trust vehicles will be serviced at the regular recommended intervals and will have a valid MOT 
certificate.  

• Each vehicle will have a 10-week or 6-week (depending on age of vehicle) safety inspection conducted 
by an independent party to ensure that each minibus remains roadworthy and compliant with the 
Section 19 Permit obligations.  

• Insurance is acquired centrally by the Trust and a copy of the motor fleet certificate of insurance is 
provided to the Academy.  

• During term time, weekly checks of the minibuses will be conducted by the Transport Manager or 
designate at Stephenson Academy or the designated Driver at Bridge Academy, these are recorded in 
a central log. If minibuses are used outside of term time, the Transport Manager at Stephenson 
Academy or the designated Driver at Bridge Academy should ensure a weekly inspection has been 
completed and recorded before use.  

• The driver is responsible for ensuring they conduct a ‘Daily check’ of the minibus to ensure it is in a 
safe and legal condition, there are prompts for areas to check in the check sheet. These checks along 
with the signing in and out sheets should be recorded each time a minibus is used.  

• Defects or damage should be noted on the check sheets and reported to the Transport Manager at 
Stephenson Academy or the School Business Manager at Bridge Academy. The Transport Manager 
should ensure that the issue is rectified or made safe before the minibus is used again, actions should 
be recorded on the check sheet.  

• Records of maintenance jobs and booked repairs are kept on the central file by the Transport Manager  
at Stephenson Academy or the designated Driver at Bridge Academy. This is also, to include upcoming 
safety inspections, repairs, MOT, and service in accordance with Permit requirements.  

• Valet of the minibuses/vehicles will take place as and when required. 

• All safety equipment will be checked as part of the daily/weekly checklists. 
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11. Monitoring and Evaluation 
 

The effectiveness of this policy will be regularly monitored by the Transport Manager and/or Principal at 
each site. 
 

12. Implementation and Review  
 
This policy will be circulated to all Trust staff and will be published on the Trust website for parent/carer 
information. The policy will be reviewed annually, or as and when required.  
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Appendix 1 - Minibus Protocol 
 

1. Only an authorised driver can drive the minibus / vehicle and must adhere to all road traffic laws. 
2. The driver must check the vehicle before departure and complete a Daily Safety Check sheet. 

(Appendix 2). This will be in the folder in each vehicle. 
3. The driver must sign the vehicle in and out with the Transport Manager at Stephenson Academy or 

the School Business Manager at Bridge Academy. The keys will only be provided once the necessary 
checks are completed.  

4. For trips and visits, a file must be taken on every journey and contain the following: 

• A copy of the trip risk assessment and emergency during an offsite activity policy.  

• Pupil names.  

• Parental contact numbers. 

• Medical information.  

• School contact numbers. 
 

5. Ensure that the Transport Manager at Stephenson Academy or School Business Manager at Bridge 
Academy (or if out of hours, the SLT member on call) are given a register of pupils and staff onboard 
and an itinerary for the journey. For daily runs, a log will be kept in a central file. Ad hoc runs will be 
recorded in a central file by the Transport Manager or designate at Stephenson Academy or School 
Business Manager at Bridge Academy. 

6. Where possible, diesel should be purchased from a designated garage on account using the fuel card. 
The fuel card must be kept secure.  

7. The driver must ensure that all the doors are unlocked before journey starts. 
8. The driver must have the Academy emergency contact sheet and familiarise themselves with the 

contact numbers / procedures (folder supplied with information on all vehicles, (Appendix 3 & 4). 
9. Pupils must always follow the minibus code of conduct and always adhere to the rules.  
10. Chaperones for all journeys will need to complete chaperone training and be responsible for pupil 

behaviour. (Appendix 5). 
11. Chaperones will take a pupil register. 
12. When parking at school, please reverse into one of the minibus parking spaces.  
13. On return, the driver must ensure all doors locked, windows closed, lights are off and the signing 

out/in sheet is completed with keys returned to the Transport Manager or designate at Stephenson 
Academy or School Business Manager at Bridge Academy. 

14. The driver to ensure that all rubbish is removed from vehicle.  
15. The driver must report any faults to the Transport Manager at Stephenson Academy or School 

Business Manager at Bridge Academy. 
16. After the journey, the driver must return keys to the Transport Manager or designate at Stephenson 

Academy or School Business Manager at Bridge Academy. 
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Appendix 2 - Daily Vehicle Checklist Form 
 
Every day the minibus is used the driver should conduct a pre-drive safety check. This should be repeated 
whenever another driver takes over the vehicle. Walk around the vehicle to check for visible defects and 
the items listed below: 
 

NOTE: All damage and/or faults should be recorded on this form, whether they are “new” or “old” 
This form must be handed in to the office. 

Date:  Odometer Reading: 

Registration No: Driver: 

DEFECT AREA (tick appropriate boxes) 

Battery  Fuel/oil leaks  Seats/seatbelts  

Body (exterior)  Windows  Steering/suspension  

Body (interior)  Heating/vent  Fitness to drive?  

Brakes  Horn/alarms  Wheels/tyres  

Coolant  Lights/indicators  Wipers/washers  

Doors/Exits  Engine/gearbox  Mirrors  

Camera   First Aid Kits  Fire Extinguishers  

Exhaust Smoke  Interior Lighting    

PLEASE GIVE BRIEF DETAILS OF FAULT AND/OR SYMPTOMS BELOW 
 
 
 

Defect Repaired/Rectified. Yes/No Vehicle booked into garage. Yes/No 
 
 
 

Remarks 
 
 
 

Remarks 

Date: Date fault repaired: 

Signed: 
 

Signed: 
 

Appointment/position: Appointment/position: 
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Appendix 3 – Accident and Emergency Protocol for Stephenson Academy 
 

It is the protocol of Stephenson Academy to ensure the following procedures are followed in the event 

of an accident / incident.  

 

If you need immediate first aid, call 999 for advice and administer first aid if necessary.  

 

Never admit liability 

 

If you are involved in an accident/incident you must report it to the Transport Manager when it is deemed 

safe to do so. The Transport Manager can be contacted on: 01908 889400 ext 1428 during office hours. If 

the office is closed you must use the numbers below: 

 

• Principal, Lisa Patterson-Igwe: 01908 889405 

• CEO, Kathie Hughes: 01908 889400 ext. 1402 
 
In the event of a serious accident call 999 
 

Stop the vehicle, if possible, where the accident happened for as long as is necessary and safe to: 

• Establish if anyone has been injured and ensure passenger safety.  

• Exchange particulars with third party and/or police. 
 

If you need assistance with any injuries, dial 999 for immediate help. 

 

Try to obtain the following third-party details: 

 

• The name and address of the owner of the vehicle or property involved; 

• The name and address of the driver of the vehicle involved; 

• Registration number and insurance details of the vehicle(s) involved; 

• Note the make, model and colour of the other party’s vehicle(s);  

• Note any visible damage to all vehicles involved.   
 

Note the time, positions of the vehicles, and the road and weather conditions.  It is advisable to take 

photos with the mobile phone provided with the emergency kit. 

 

Obtain the names of any witnesses, including passengers on your own vehicle and on the other vehicles 

involved. Try and establish an independent witness where possible.  

 

The Law requires that you give: 

• Your name and address; 

• Name and address of the owner of your vehicle. (Stephenson Academy). 
 

If anyone has been injured, you must report the accident to the police. This also applies if you cannot 

exchange the details mentioned above, e.g., if you strike an unoccupied car or property. Obtain details 

about those injured including their name and address.  

 



 

15 
 

 

Accident Reports: 

All accidents/incidents must be reported on Smart Log and CPOMS immediately upon return to the 

Academy. Detail the information as accurately as you can as these reports may be called upon as evidence 

for insurance purposes.  

 

Sketches and Photographs: 

All accident scene sketches and photographs should be clear and show the position of the vehicle(s) at 

point of impact: traffic lanes; pedestrian crossings; yard markings; traffic signs; light poles; house 

numbers, or any other information that may be relevant. 

 

Statement to the Police: 

In the case of a serious accident, do not make a statement to the police at the scene.  A decision can be 

made later whether to proceed direct to the police or through the relevant legal channels. Never admit 

liability. 

 

Minibus Emergency Contact Sheet 

 

• Transport Manager, Kim Boylan: 01908 889400 ext. 1428 

• Principal, Lisa Patterson-Igwe: 01908 889405 

• CEO, Kathie Hughes: 01908 889400 ext. 1402 
 

Further help if needed: 
 

• Breakdown Cover: 0800 587 8872 

• Windscreen Cover: 0330 123 5992 

• The Garage (Tyres) 01908-226071 

• Accident Claim Line: 0330 123 5992 

• Policy Number: 50060801 

• Insurance Provider: ERS Marsh 
 
In the event of a serious accident dial 999. 
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Appendix 4 - Accident and Emergency Protocol for Bridge Academy  
 
It is the protocol of Bridge Academy to ensure the following procedures are followed in the event of an 

accident / incident.  

 

If you need immediate first aid, call 999 for advice and administer first aid if necessary.  

 

Never admit liability 

 

If you are involved in an accident/incident you must report it to the Deputy Principal when it is deemed 

safe to do so. The Deputy Principal can be contacted on: 01908 889424 (Coffee Hall) or 01908 889400 ext 

5422 (Manor Road). The Principal can be contacted on: 01908 889418. 

 

In the event of a serious accident call 999 

 

Stop the vehicle, if possible, where the accident happened for as long as is necessary and safe to: 

• Establish if anyone has been injured and ensure passenger safety.  

• Exchange particulars with third party and/or police. 
 

If you need assistance with any injuries, dial 999 for immediate help. 

 

Try to obtain the following third-party details: 

 

• The name and address of the owner of the vehicle or property involved; 

• The name and address of the driver of the vehicle involved; 

• Registration number and insurance details of the vehicle(s) involved; 

• Note the make, model and colour of the other party’s vehicle(s);  

• Note any visible damage to all vehicles involved.   
 

Note the time, positions of the vehicles, and the road and weather conditions.  It is advisable to take 

photos with the mobile phone provided with the emergency kit. 

 

Obtain the names of any witnesses, including passengers on your own vehicle and on the other vehicles 

involved. Try and establish an independent witness where possible.  

 

The Law requires that you give: 

• Your name and address; 

• Name and address of the owner of your vehicle. (Stephenson Academy). 
 

If anyone has been injured, you must report the accident to the police. This also applies if you cannot 

exchange the details mentioned above, e.g., if you strike an unoccupied car or property. Obtain details 

about those injured including their name and address.  
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Accident Reports: 

All accidents/incidents must be reported on Smart Log and CPOMS immediately upon return to the 

Academy. Detail the information as accurately as you can as these reports may be called upon as evidence 

for insurance purposes.  

 

Sketches and Photographs: 

All accident scene sketches and photographs should be clear and show the position of the vehicle(s) at 

point of impact: traffic lanes; pedestrian crossings; yard markings; traffic signs; light poles; house 

numbers, or any other information that may be relevant. 

 

Statement to the Police: 

In the case of a serious accident, do not make a statement to the police at the scene.  A decision can be 

made later whether to proceed direct to the police or through the relevant legal channels. Never admit 

liability. 

 

Minibus Emergency Contact Sheet 

 

• Principal, Bev Wise: 01908 889418 

• Deputy Principal, Phil Harman: 01908 889424 

• Deputy Principal, Stephanie Boyers: 01908 889400 ext. 5422 

• CEO, Kathie Hughes: 01908 889400 ext. 1402 
 
Further help if needed: 
 

• Breakdown Cover: 0800 587 8872 

• Windscreen Cover: 0330 123 5992 

• The Garage (Tyres) 01908-226071 

• Accident Claim Line: 0330 123 5992 

• Policy Number: 50060801 

• Insurance Provider: ERS Marsh 
 
In the event of a serious accident dial 999. 
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Appendix 5 - Chaperone Protocol / Pupil Code of Conduct 
 

The following is for all staff that are chaperoning/supervising pupils on all journeys.  

 

• Ensure pupils remain seated whilst the vehicle is moving. 

• Ensure pupils always wear a seatbelt throughout the journey. 

• Ensure pupils sit as per the minibus seating plan. 

• Manage the behaviour of pupils according to the code of conduct and school behaviour policy. 

• Complete the pupil register. 

• Ensure any bags or items of luggage are stowed away safely. 

• Ensure the minibus is left clean and tidy, disposing of any rubbish correctly. 

• Ensure pupils follow any instructions given by any member of staff / chaperones. 

• Report any incidents to the Transport Manager and relevant SLT member. 

• Chaperones to wear high Viz jacket on all journeys. 

• Chaperones to knock at pupils’ houses if they do not arrive on time. 

• Assist pupils in and out of the vehicle being aware of traffic when exiting and entering the vehicle. 

• Assist pupils if a road needs to be crossed. 

• Ensure pupils are inside their property before leaving them. 

• In the event of an emergency, follow the Trust Vehicle Use Policy and emergency procedures 
contained within. Emergency numbers are in the minibus file in all vehicles. 

• Familiarise yourself with the location of first aid kit and fire extinguisher before travel. 

• Sit where you can have a view of all pupils to monitor their behaviour. 

• Ensure doors are locked at when vehicle is in motion. 

• Do not let pupils enter or exit the minibus from the rear, unless in an emergency. 

• If an incident occurs on the minibus, it must be logged by the chaperone/supervisor on CPOMS, and 
the pupil advised that they may receive a transport ban if their behaviour continues. A restorative 
meeting will take place with the pupil to ascertain whether the behaviours can be rectified, 
parents/carers will be informed of any ban, by way of a call and letter.  

 

Seating plans 

• Each minibus will have a seating plan that pupils will adhere to. It is acknowledged that there will be 
occasions when the seating plan may be changed e.g. a breakdown in friendship between passengers. 
Any changes will be carefully managed and dynamically risk assessed. A copy of the seating plan will 
be kept in the minibus file. 

• Only one passenger may sit in the front (irrespective of the number of front seats), and this must be 
the window seat as the camera view may be obstructed. 

 

Refusing transport 

• If a pupil refuses academy transport the chaperone should attempt to negotiate with the pupil. If this 
fails, transport will leave without the pupil and parents/carers will be notified. It will be their 
responsibility to seek alternative transport as required. 

• On an inbound journey the chaperone will notify Attendance / Reception if a pupil was not on the 
run. 

 

Refusal to wear seatbelts. 
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• If a pupil refuses to wear a seat belt a brief period of negotiation should take place outlining the 
importance of their use. If this fails, the chaperone/supervisor should remove the pupil from 
transport. The parent/carer will be responsible for seeking alternative transport as required. 

• If this occurs during a journey, tell the driver to stop the vehicle and then call the school for alternative 
advice. Parents/carers may need to collect the pupil. 

 

Physical altercations 

• On a moving vehicle the driver will identify a safe location, pull over, and assist the chaperone in 
dealing with the incident. As soon as the incident is dealt with the Academy must be notified and the 
full circumstances reported. Upon arrival at the Academy the incident must be entered onto CPOMS. 

• If further assistance is required, call the Academy for help using the contact numbers within the Trust 
Vehicle Use Policy. 

 

Code of Conduct for pupils 

 

Pupils should not: 

• Distract the driver. 

• Operate any emergency equipment. 

• Deliberately damage or vandalise the vehicle. 

• Throw items around, inside, or outside of the vehicle. 

• Smoke/Vape inside or outside of the vehicle. 

• Eat or drink whilst in the vehicle. 

• Be intimidating verbally or physically abusive, to other pupils, staff, or other road users. 

• Play fight inside or outside of the vehicle. 

• Cross roads unless supervised by the chaperone. 

• Plug in aux cables to connect to blue tooth on the in-vehicle radio systems. Neither must they play 
music over personal speakers or any device that amplifies music. 

• Use the back doors, unless instructed in an emergency. 

• Remove seatbelts when vehicle is in motion. 

• Change seats once allocated (unless authorised). 

• Be viewing and sharing any inappropriate material of a sexual nature, racist, gang related or violent. 
Any such incidents will be placed on CPOMS by the chaperone upon return to the Academy. (Parents 
and carers are reminded that there is the potential for Police action to come from sharing or viewing 
such material) 

 

Recommended Reading 

 
Community Transport Association - http://www.ctauk.org/   

ROSPA Minibus Safety Code of Practice - http://www.rospa.com/rospaweb/docs/advice-

services/roadsafety/practitioners/minibus-code-of-practice.pdf   

DFE - Driving School Minibuses - 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/49

4266/Drivin g_school_minibuses_and_advice_for_schools_and_local_authorities.pdf  

 


