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Introduction: 

Transport movements in and around the school need to be controlled to protect students, staff and 

visitors alike.  Therefore, consideration needs to be given to the risks presented by employees’ 

private vehicles, delivery vehicles, contractors, refuse collection, school buses, taxis, parents and 

visitors’ private vehicles. 

1. Risk assessment – School Transport & Vehicle Movement on site completed (30.11.10) In R.A 

Folder. 

2. Flow of Vehicle movement controlled by a combination of signs, ramps, gate and 

supervision. 

3. Vehicle delivery times are controlled, where practicable. 

4. All drivers finding faults on school vehicles are requested to report it to the School Business 

Manager immediately and not use the vehicle. 

5. Transport/Vehicle Responsible Officer checks all the minibus oil, water, tyre pressures and 

general roadworthiness weekly.  The Transport/Vehicle Responsible Officer  is responsible 

for the cleaning of each bus. 

6. All staff who drive a mini-bus must ensure that they do a “vehicle inspection usual check list” 

before taking a vehicle on the road.  Every mini bus folder has a (V.I.V.C.L) in it.  They must 

then sign the vehicle (V.R.O.U.S) record sheet to show they have done a (V.I.V.C.L) any 

faults/damage should be recorded on (V.R.O.U.S) and report to School Business Manager / 

Transport/Vehicle Responsible Officer  before commencing the journey. 

7. Severe faults will result in removing the vehicle not use until rectified. 

Ref: Wiltshire Council Minibus Safety Handbook Section 4 Guidance for Drivers p15 Section 

(K) (I) 

8. The School Business Manager ensures that the vehicles are all taxed; insured and that they 

receive annual MOTs. 

9. Staff authorised to operate minibuses are responsible for carrying out “pre use” safety 

checks – see section 6. 

10. The Transport/Vehicle Responsible Officer has been delegated to visually inspect all staff 

driving licences before authorisation is given to drive.  From June 2015 the paper part of the 

driving licence won’t be used it will be the plastic card.  If you only have a paper licence (not 

a plastic card) they will still be used.  The plastic ID licence holder will have to give 

permission to Wiltshire Council who will check with DVLA to see that the licence is current 

and whether you have any driving offences: 

All drivers will also have to fill out a Driver Declaration Form:  Licences will need to be seen 

every 6 months by law.  Failure to produce your licence will prohibit the driving of any school 

vehicle 

Guidance taken from the Health and Safety Manual and adapted for the use of Downland 

School. 

Vehicles: 
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1. Safe segregation of vehicular traffic and people 

Risk Assessment undertaken: 

1. Employees’ private vehicles-are parked responsibly in designated bays.  Special attention 

should be given when reversing to avoid collision with other vehicles or persons 

2. Parents and Visitors.  Information on Health and Safety issues is displayed in reception 

above the signing in book 

3. Delivery firms are asked not to deliver between 8.30-9.15am if at all possible 

4. Contractors are given verbal instruction by the site manager upon signing in 

5. Refuse collection Monday mornings, all rubbish is collected and placed by the front gate.  

Refuse lorry, supervised by refuse staff, reverses onto site. 

6. Taxis on arrival park on the school yard until 8.50am.  Students disembark onto the yard 

safety and are aware of any moving vehicle.  Taxi should remain stationary until all students 

have left the drop off area. 

7. All school trips- vehicles should embark and disembark on the school yard supervised by the 

staff all the trip 

 

2. Use of Private Vehicles to undertake work act: 

1. Use of private vehicles to carry students will require the driver to have an in date MOT (if 

3yrs old) and business insurance.  Proof will be required 

2. All employees MUST be aware that they are not to use any sort of hand-held mobile 

communication device whilst driving.  This is illegal and may also result in internal 

disciplinary action 

 

3 Use of Private vehicles (non- staff) to transport students. 

Above and beyond previous point: 

Any other person (parents helping out) who may transport students in their private vehicle are 

properly licenced, insured and driving a roadworthy vehicle suitable for the task. 

In the above event consent should be obtained from other parents.  If any payment is made to 

the driver then the drivers insurance must be extended to include Business Use 

4 Use of school minibuses, car, people carriers (minibus) 

Staff are not required to drive school minibuses however if they are willing and many staff do 

certain criteria must be met and a mini bus form completed 

Driving a School mini-bus is a VOLUNTARY action 

Drivers Responsibilities: 

Staffs are responsible for the minibus road 

A vehicle Inspection usual check list should be completed 
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Any defects found by the Police are the individual’s responsibility.  STAFF, not the school, can be 

fined, given points on their licences or prosecuted 

5. Taxis: 

Passenger Transport Unit (PTU), Wiltshire Council are responsible for the contracting taxis 

required to bring the pupils to and from school.  However, the Head Teacher is responsible for 

the school taxi contract.  It is the PTU responsibility to ensure the safety of our learner’s travel 

arrangements.  To ensure the roadworthiness and compliance with the list below the PTU 

regularly do spot checks on all taxi drivers as necessary 

All approved Taxi Companies have to demonstrate that their drivers are: 

 DBS checked 

 Aware of Health & Saftey requirements of transporting students 

 Wear identity badges 

 Drive correctly licensed taxis 

 Have a licence plate on their vehicle 
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