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1. Introduction 
 

1.1 This policy is specific in dealing with all aspects of minibus driving and the procedures that need 
to be followed. 

1.2 Driving presents greater potential risk of serious and multiple casualties than any other aspect 
of the school environment, these procedures are in place to ensure we are doing things to 
minimise the risk. 

 

2.  Authorisation to drive 
 

2.1  Members of staff wishing to drive the school minibuses must have completed the recognized 
IWC/MIDAS minibus driver training course (renewable every 3 years), and obtain a current 
Council Vehicle Driver’s Authorisation Permit (CVDA) from the Isle of Wight Council (renewable 
annually). 

2.2        The school will maintain a list of staff who meet these criteria.  
2.3  To obtain an authorised driver’s permit the following criteria need to be met: 

 They are over 21 years of age. 

 They satisfy the licence conditions (See section 3). 

 They are members of staff with the authority to drive from the LA and Headteacher. 

 The minibus driver’s licence has been checked ensuring their licence meets the requirements 
and filed, then checked annually to ensure licence is still valid. 

 Vehicles are booked out and authorised using the correct system. 

 All approved drivers have read and understood these guidelines. 
 

3.     Licence requirement 
 

3.1  Drivers must hold a current driving licence that covers the driving of buses of up to sixteen 
passenger seats plus drivers. The school reserves the right to hold copies of licences and photo 
cards for all drivers in line with the schools Data Protection Policy.  

3.2  This category (D1) is not issued automatically if the member of staff took his/her driving test on 
or after the 1 January 1997.  From that date, a category D1 can only be obtained by sitting a DVLA 
driving test, also a separate test will have to be taken to tow a trailer if the gross weight is over 
750kg. (categories E) 

3.3 If staff do not meet the requirement set out above, they will not be able to drive the school 
minibuses.  

3.4 A sign indicating the maximum permissible passenger capacity should be displayed in the vehicle. 
3.5 A new member of staff who holds a valid licence may not drive a minibus until they are 

competent and have passed a driving assessment by an outside body. 
3.6 Drivers must report immediately any changes to their licence which might have a bearing on 

them driving the minibus or invalidating the insurance. 
3.7 All minibuses will have valid M.O.T (if required), insurance and Tax. 

 

4. Minibus Journeys 
 

4.1 Any journey must be on legitimate school business and approved by the designated person. 

4.2 Although the minibus should be checked daily by a nominated person (usually a member of the 
premises team), this cannot be assumed to have happened by a driver, and the minibus driver 
must ensure that they fully complete the Vehicle Check sheet (see appendix A) before they 
commence any journey. If the vehicle is deemed unsafe as a result of these checks, the minibus 
should not be used, and any defects logged on the check sheet and reported to the responsible 
persons.  
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4.3 The minibus should be returned in the same condition that it was taken out in.  Vehicles will be 
checked on return by a designated person to check for damage, litter etc.  

4.4 The minibus will only be re fuelled by the Site Manager or delegated responsible person, using 
the ‘All Star’ fuel card 

4.5 The driver of the minibus is legally responsible for the condition of the vehicle and must not drive 
if it is not roadworthy or safe.  The driver will face a fine, and penalty points on their licence, if 
found to be driving an un-roadworthy vehicle. 

4.6 Keys can be collected from the designated area before use and must be returned immediately 
after use to the designated person. 

4.7 A record of dates/times/driver will be completed each time the minibus keys are issued and 
returned.  This ensures the whereabouts of the vehicle and the driver’s details are known at all 
times. As an additional control, this record can be crosschecked to the vehicle log sheet to verify 
that all journeys are being recorded. 

 

5. Booking a minibus for a mainland trip (School Business)  
 

5.1 To book a minibus for a mainland trip, check with Rachel Hayden for availability of a minibus. 
5.2 It is the responsibility of the person who is organising the trip to ensure that one of the authorized 

drivers is available for the trip, as well as their line manager and SLT, to ensure adequate cover 
is available. 

5.3 If a driver or a minibus is not available, the person organising the trip will need to arrange 
alternative transport arrangements.   

 

6. Accidents  
 

6.1 It is imperative that ANY incidents involving School insured vehicles are reported immediately to 
the risk management insurance office or designated officer out of hours. 

6.2 The following protocol has been adopted to assist with compliance: 

 Motor claim/incident report forms will be carried in all school vehicles to assist with the 
collection of information at the scene of the incident. 

 The driver should phone from the scene of the incident to the school office during working hours 
01983 522917, or 07922511677 out of hours, to report the incident. 

 During working hours this information will be passed on as soon as possible to the Risk 
Management and Insurance office, for onward transmission to the insurer. 

 The minimum information should be date/time/location, registration of vehicle and a description 
of what happened. 

6.3 Be aware and open to the possibility of fraud and staged motor incidents.  Please note that any 
other relevant detail should also be recorded, even if not required by the form, such as Police 
Officer collar numbers, Fire Service attendance, conversations with any party etc. 

6.4 Do not admit any liability at the scene under any circumstances whatsoever; it is the job of the 
insurance company to decide on issues of liability, not yours. 

 

7. General 
 

7.1 No one can tow a trailer unless they have experience of towing a trailer and have been briefed 
on trailers by a suitable qualified person.  For trailers in excess of 750kgs gross vehicle weight, a 
driver must have a D1 category license plus category E. 

7.2 If you are carrying luggage, this must be safely secured and not impeding any gangways.  Luggage 
must not exceed the loading weight allowed for the vehicle you are driving. 

7.3 A mobile phone should be carried by at least one member of staff in case of an emergency. 
7.4 As with all journeys, drivers must refrain from using mobile phones whilst driving.  If it is 

necessary to make or take a phone call, pull over to the side of the road when and where it is 
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safe to do so. 
7.5 It is the driver’s responsibility to ensure all passengers are wearing a properly fitted seatbelt at 

the start of each journey ant to insist that belts are worn throughout the journey.  No more than 
one person per seat may be carried. 

7.6 Drivers must observe a “no alcohol policy”.  Similarly, no one may drive if taking any drugs that 
may affect their driving capabilities. 

7.7 No one should drive when his/her ability is affected by tiredness or ill health. 
7.8 Drivers must drive no more than two hours without a break and no more than eight hours on 

any day. For journeys longer than six hours, a second driver must be available. 
 

8        Breakdowns  
 

8.1      For all minibuses Registration No. HW10AAX, HW17ASO and SF68 DXL in the first instance call 
01983 522552, which is the number for Adams Morey, our contracted service company. If the 
breakdown occurs outside of normal office hours, call 0800 919395, which is an emergency out 
of hours service for Adams Morey. Inform them that our account is held at their Newport branch, 
and they will arrange for a repair or recovery. Also quote the registration number of the minibus, 
giving as much detail as possible, and details of your location. If using Motorway emergency 
telephones, the operator is automatically alerted to your approximate location, and you should 
relay all of the above emergency assistance details to them to arrange for assistance. 

8.2     General Breakdown Guidance - Where To Stop And what To Do 
The following is advice issued by the AA & RAC, and can be found on their web sites:  
If your vehicle has broken down, it can be hard and often dangerous to stop. 
Get your vehicle off the road if possible and warn other traffic by using your hazard warning 
lights, particularly if your vehicle is causing an obstruction. 
Motorway hard shoulders are for emergency use only. You should only stop if it is a real 
emergency and you have no other choice. It's best to try to drive to a safer place off the 
motorway if you can, rather than stopping on the hard shoulder. 
You must not stop on the hard shoulder to: 

 go to the toilet 

 use a mobile phone 

 check a route or map 
If an emergency forces you to stop: 

 pull on to the hard shoulder and stop as far to the left as possible with the wheels turned 
to the left 

 leave your sidelights on and turn on the hazard warning lights 

 get out of the vehicle by the left-hand door and make sure that all your passengers do 
the same 

 leave animals in the vehicle or in an emergency, keep them under proper control on the 
verge 

 if you have reflective jackets in the vehicle, wear them – do not use a warning triangle 
on the hard shoulder 

 make sure that passengers keep away from the carriageway and hard shoulder and 
children are kept under control – it is best to retreat up the bank, or behind a barrier if 
this is possible 

 don't attempt even simple repairs 
Once in a safe place, use a mobile phone to call the breakdown service as above in 8.1 making 
sure you can describe your location – look out for the new Driver Location Signs which will help 
pinpoint your location and direction of travel, or for reference numbers on all telephones and 
marker posts. 
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If you have a smart phone, you can download Apps which use the GPS function on the phone to 
find your exact location. 
 

If you don't have a mobile phone, walk to an emergency telephone on your side of the 
carriageway – never attempt to cross the carriageway. Follow the arrows on the posts at the back 
of the hard shoulder – the phone is free and connects directly to the police/Highways Agency. 
Give full details to the police and tell them if you are a vulnerable motorist, such as a woman 
travelling alone, or have a party of young students. Notify them of any passengers with a 
disability or particular medical needs. 
 

If you feel at risk from another person, return to your vehicle by a left-hand door and lock all 
doors. Leave your vehicle again as soon as you feel this danger has passed. If in doubt, dial 999 
from a mobile phone. 
 

Re-joining the Carriageway 
Build up speed on the hard shoulder and watch for a safe gap in the traffic before re-joining the 
carriageway. Be aware that other vehicles may be stationary on the hard shoulder. 
If you can't get across to the hard shoulder 

 stopping on a running lane is extremely dangerous 

 switch on your hazard warning lights 

 don't attempt to place any warning device on the carriageway 

 leave the vehicle only when you can safely get clear of the carriageway 
If you have a disability which prevents you from following the above then stay in your vehicle, 
keep your seatbelt on, switch on your hazard warning lights and use a mobile phone, if you have 
one, to contact the emergency services. 

Smart Motorways 
If you need to stop in an emergency on ‘Smart motorways’, where the hard shoulder has been 
converted for use as a permanent traffic lane: 
 

Use an emergency refuge area, motorway service area or leave at the next junction. 
If this is not possible try and get the vehicle off the carriageway, if it is safe to do so. 
 

If there is no choice but to stop in a live lane: - 

 use hazard warning lights to help other drivers see you 

 if you are in the left hand lane and it is safe to do so, exit the vehicle via the left hand 
door. Wait behind the barrier if possible. 

 if you cannot exit the vehicle, do not feel it is safe to do so or there is no other place of 
relative safety, stay in the vehicle. Keep your seat belt on and dial ‘999’. 

As soon as the Highways Agency is alerted, the regional control centre will use the signals to close 
affected lanes to protect you while you wait for help to arrive. 
Lanes may also be closed to allow access for emergency vehicles, which can be any lane. 

Emergency Refuge Areas (ERA) 
On a ‘Smart motorway’ you will find 'Emergency Refuge Areas' at regular intervals rather than a 
continuous hard shoulder. 
 

Operators in the Regional Control Centre (RCC) won't be alerted automatically whenever a 
vehicle enters or leaves an ERA but if you have to stop you will see signs in the ERA instructing 
you to contact the RCC (using the SOS phone) when you stop and before you leave. Operators 
will then be able to monitor your vehicle using CCTV. 
Rule 276 of the Highway Code describes what you should do following a breakdown on the hard 
shoulder of a conventional motorway: "Before you re-join the carriageway after a breakdown, 
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build up speed on the hard shoulder and watch for a safe gap in the traffic". 
 

ERA's are only short lay-bys, not long enough to allow you to build up sufficient speed before re-
joining lane 1, so before leaving the ERA you must contact the Regional Control Centre and they 
will either dispatch a Highways Agency Traffic Officer and/or set signs and signals to assist your 
safe exit. 
 

If you're driving and a red cross appears above lane 1 it could be to allow a slow moving vehicle 
to re-join the carriageway from an ERA. 
 

On Other Roads 
Get your vehicle off the road if possible and warn other traffic by using your hazard warning 
lights, particularly if your vehicle is causing an obstruction. 

 If you have a reflective jacket, put it on. 

 If you have any fear that your vehicle may be struck by other traffic make all your 
passengers get out of the vehicle and get well away from the traffic. Question whether 
it is safe for you to fix the vehicle or whether you need professional help. 

 If it is safe and you have one, put a warning triangle or other permitted warning device 
on the road at least 45 metres (50 yards) behind your broken down vehicle on the same 
side of the road. Always take great care when doing this. 

 Keep your sidelights on if it is dark or visibility is poor. 

 Do not stand (or let anybody else stand), between your vehicle and oncoming traffic. 

 At night or in poor visibility do not stand where you will prevent other road users seeing 
your lights. 

 Use your mobile phone, or any other available phone to contact the break down line, or 
emergency services 

 If you have used a warning triangle remember to retrieve it, with care, when the 
breakdown is over. 

 

   8.3    Parental Contact Procedure for Break Downs & Accidents  
In the event of a break down on the mainland, and where ferry connections might be missed as 
a result, a designated person with the party should hold a list of parent and staff contact details 
for those passengers in order to be able to notify parents of delays, and to enable alternative 
arrangements to be made. A designated person at the school will also be available outside of 
hours to provide the same information to parents, or the emergency services upon request.  
Serious accidents, or fatalities in the event of an accident or sudden illness, will always see official 
notification to next of kin made solely by the Police. This would be to protect you and the school 
in cases of error. The Police would have first-hand evidence, whereas the school would be likely 
get the information 3rd or 4th hand. However, you must immediately contact the Headteacher or 
a member of SLT in such a situation. 

   9    Letting of the Minibus 
              The governors of the school, have decided not to let the school minibuses.   
 

  10       Useful Contacts 

             School Reception 01983 522917 

            Rob Clarke  07922511677 (Site Manager) 


