St Luke’s School: Minibus Policy
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Aim

The School Minibus is o valuable school resource that helps bo Provide access o school visits and frips. as

well as LO numerous OH’IGF extra-curricular GChViI?'lCS. Il? is essenhal H’LGIT GH users Of H‘Lis resgurce are

aware of all legal and Procedural responsibilihes Perkaming bo iks use.

This Policg aims lo:

provide clear Procedures relahng bo use of the School Minibus
ensure thal all users of the School Minibus are aware of their lega[ resPonsibilihes

make clear to Parents, Pupils and sLaJ:J: the school Policg on the use of the minibus

Eligibi[ilﬁ to drive the School Minibus

Drivers must fulpl the following requiremenls:
Gain categorlj DI PCV enlillement on their licence
Must be al least 25 years of age with @ minimum of 3 years cor driving experience.

Hold o J:uu (Pre]:ero,blH clean) driv'mg licence.

Be authorised 53 BEST PROVIDERS as an aPProved driver: pass Minibus Propciency Test bo be
e[igible to drive the minibus. These tests can be arranged Hnrough the school Office.

Procedures

The Schoal Minibus must not be used unless the named driver meels the eligibililﬂ requirements
above.

Those wish'mg lo use the School Minibus must check availabilikﬂ with the School oH:ice/on the
shared calendar be;ore arranging an educational Lrip.

The Headbeacher has overall responsibilirrj for the School Minibus and f'mal powers of
authorisalion over iks use.

Before every journey, drivers of the minibus musk comPlele a visual check of the minibus and
complere a Vehicle Log Sheet (see apPendix).

WeeHH checks: a vlsual check ShOU[Cl be made GL Hle SLOI"L Of eVGI"H wee|< and recorded on H1e
Weeklrj Check Sheet kept an board Hwe Vehicle. These can be fOLLnCJ, in H@e Heauh 8( SGFCLH J:ile.

This is to allow careJ:ul moniloring of the minibus, its condilion and generol use.

Ang defecrs noted should be reporred lo the School Ofpce or Headleacher as soon as Possible.
More serious defecrs MUST be rePorred IMMEDIATELY. Minor defecrs can be rePorred afrer the
]ourneH has Eaken Place. However, iJ: Hw driver is in anH doubr Hw vehicle MUST NOT be Laken

onLo H'le roo,d.
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Drivers MUST NOT assume thal minor checks of the vehicle (oi[, woier, tgres ekc.) have been
compleked. Theﬂ should remember that as the driver, HmeH will be held legauﬂ responsible for
driv'mg with any defeck

The School Minibus keHs must be collected from and relurned to the School office ak the end of
the JourneH.

The driver mo,st COI’TH Hw SC"IOO[ mobile Phone, J:Or use in an emergencH when SGFC 170 dO SO.

X Moinlenonce ond Licensing

Overo,ll resPonsibilily for ensuring Hw,f Hme School Minibus is Proper[g maintained o,nd licensecl
lies with the Headleacher.

The School Minibus musk be regularlg serviced.

Use of the minibus will not be considered to be ‘authorised unless the Vehicle Check Sheet and
School Minibus Driver's Checklist have been Properlg compleked in advance.

Licensing of the School Minibus is the resPonsibiliLH of the administralor who must ensure that

aoll Insurance and Service cerhj:icates are up to dale.

. In Hw Evenl 0]: a Breoltdown or Accident

In the evenl of @ road tro,fpc co”ision, the driver and/or the passenger assistant musk make the

collision scene as safe as Possible.

In the evenl of an emergency, collision or accidenL the driver should 'mform the Headleacher or

School Administralor as soon as is reasonablﬂ Possible.

Insurance delails should be swaPPed with o third Po,rh:] as soon as is Possible. However, NO
LIABILITY should be admitted.

Where it is safe ond necessary to do SO, Pupils should be removed from the minibus and laken to

0 safe area away from the accident sile, where H’lel\.j should be fu“g suPervised.
A visual check of the minibus should be underfaken before the journeﬂ resumes.

All drivers must fake o mobile Phone with them on @ journeg

. HteH’l ond SGJIC[U OI.' Drivers and Possengers

Sealbells must be worn af all limes. This is a legal requirement and Hlerefore the driver's

responsibililg to check this.

EVGFHOHG musl remain seaked 017 0“ hmes.

Children under 135¢m in heighk or under the age of 12 are NOT PermiHed to travel in the fronl

seals of the minibus unless written Permission from parenks has been soughf

. Other Consideralions

The driver and/or passenger assistant must ensure thal there is o list Of passengers with a nole

OJI O,nH special medical or OH’LGI" needs and emergencH COﬂlTO,ClT numbers on 0,“ journegs.
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IJ: ak any time puPi[s distract the driver s/he must skoP the minibus, when safe bo do S0, unkil the
puPi[s are seltled. Do nol lrU bo conlinue. Remember that Pupils may also be distrachng other
drivers.

Disembarl(mg from the minibus: where Possible Par|< the bus with the side doors to the kerb. Where
this is not Possible, Pupils must remain seaked unlil you are able to suPervise them from the road.
I} is essential that all educational kriPs in the School Minibus be sko,ffed bH the driver and ot
least one escort. Under no circumstances should Pupils be taken on a Journeg on the minibus
accompanied bg oan one adull unless this has been authorised bg the Headleacher.

ALL passengers and the driver MUST wear seal belts when the vehicle is in malion.

Gangwaas must be kept clear of luggage and obstruclions at all kimes.

The onus is on the driver lo ensure that both s/he and the vehicle are suikablﬁ equipped bo drive.
A Brilish Standard fire exhnguisher of water or foam is situated underneath the J:ronk passenger
seat in the minibus.

A first aid box is carried on the minibus at all limes. EverH lime an item is used, the driver or
passenger musk inform either the Headbeacher or School Administralor, who must ensure the item

is replaced or refilled,

Minibus Emerqencu Procedure

In H’le event OJ.' a roo,d I?r‘O,HIiC accident, IZ)FCGI( dOWﬂ or emergencH, H’le driver o,nd/or Passenger

assistant must make the scene as safe as Possible:
Use hazard warning lighks and ony other SQI_‘e'IIj devices suPPlied

Do not move 'mjured passengers unless HmeH are in immediale danger of fuaner injurH from other

vehicles or from pre or explosion

Call the emergency services immediatelg; Provide them with 'mJ:ormaHon aboul the situahon, any

special circumstances and if any passengers have speclal needs

Call school so that Parents can be informed if necessary

Ensure one person (driver or passenger assistant) remains with the children
Ensure all passengers wear high—visibililﬂ tabards stored on the minibus

Do not allow child passengers lo assist with rePair'mg or re—starhng the vehicle and never allow

them to Push the vehicle.

. If Hwe emergencg services are COHGC],, H‘»e driver must SLOH Ot Hwe scene Of Hwe accident unhl Hwe
emergencH services (ancl anﬂone else WiH’L reasonable co,u,se) |’10V6 |;o|<en 0” Hw dekails. If

POSSible, H‘;e names anc[ addresses OJI GH independenk witnesses should be obl‘ained O,L H'le scene.



Care Challenge  Achieve ‘
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3 IJ: the accident is 'damage onlyl and no one is 'mjured, the driver must ensure that the vehicle is
road worthy beJ:ore conhnuing the joumeg. The incident musk be reporked to the Headleacher or

SCl’IOOl Adminiskmkor an Hleir relurn and an emergencg FGPOI“[' form completed.

4. IJZ Hlere is Gnl:j 'mjurlj or Hle names OJI PBOPle 'mvolved are nok exchanged or Hmere is damage ITO
PFOPGF[’H OH'IBF Hmn H’le driver's vehicle (including skreek furnikure) H’te dr'wer musk FCPOFIT H’LC

accidenk ITO Hme POliCG as soon as POSSible orin GnH case WiH‘Lin 24- hOUJ‘S.

5. Ang oner incidenL includmg LFGFPC Offences, musl be FCPOFLGd LO H'me Heacl Leacher or SChOOl

Administralor.



