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9-Seat Minibus Policy

1. Purpose of the Policy

This policy sets out the procedures and safety requirements for the use of 9-seat minibuses
(including the driver) operated by or on behalf of the school. Its aim is to ensure that all
journeys are conducted safely, legally, and responsibly, safeguarding students, staff, and
members of the public.

2. Scope
This policy applies to:

o All staff authorised to drive a school 9-seat minibus

¢ All students transported in a school minibus

¢ All journeys undertaken for educational, enrichment, sporting, or extracurricular
purposes

3. Regulatory and Legal Framework

This policy supports compliance with:

e ISl Regulatory Requirements Part 3 — Welfare, health and safety of pupils

e |SI Regulatory Requirements Part 4 — Suitability of staff and safeguarding

e ISI Regulatory Requirements Part 5 — Premises and accommodation (vehicles)
e ISl Regulatory Requirements Part 8 — Quality of leadership and management
e National Minimum Standards for Boarding Schools (where applicable)

e Road Traffic Act 1988

e Highway Code

e DfE Guidance on Transporting Pupils

e OEAP National Guidance

e Local Authority transport and insurance requirements

4. Responsibilities

Proprietor / Governing Body

- Ensure that effective policies, procedures, and oversight arrangements are in place



- Monitor compliance through reports and reviews

Head / Principal

- Overall accountability for safe pupil transport

- Ensure the policy is implemented effectively across day and boarding provision
Boarding Houseparent / Boarding Lead

- Ensure boarding transport arrangements meet safeguarding and supervision requirements
- Ensure boarders’ welfare needs are considered in journey planning
Educational Visits Coordinator (EVC) / Transport Lead

- Maintain:

o Authorised driver list

o Driver licence and training records

o Vehicle documentation

- Oversee journey risk assessments

5. Driver Eligibility & Authorisation
Only approved drivers may drive a school 9-seat minibus.
Drivers must:

e Hold a full UK driving licence
e Have held a licence for a minimum of 2 years
e Beaged 25 or over
e Be approved by the school (and insurer where required)
e Meet licence requirements:
o Category B licence holders may drive a 9-seat minibus only if:
» The minibus is not used for hire or reward
» The driver receives no payment other than expenses
= The vehicle does not exceed 3.5 tonnes (or 4.25 tonnes with specialist
equipment)
e Drivers who do not meet Category B conditions must hold Category D1
o All staff who drive the school minibus must share their driving licence information
with the DH Co-Curricular View or share your driving licence information - GOV.UK



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

6. Driver Training & Competence

All drivers must complete:
o Minibus familiarisation
o Safeguarding and behaviour management training
Additional training (e.g. MiDAS) is strongly recommended
Drivers must declare:
o Any medical conditions affecting driving — appendix 1
o Any penalty points or licence endorsements immediately — appendix 1

7. Fitness to Drive

Drivers must:

Be well-rested and free from fatigue

Not drive under the influence of alcohol, drugs, or medication affecting alertness
Take regular breaks on longer journeys

Not use mobile phones while driving (hands-free only if essential)

8. Vehicle Safety & Checks — see appendix 2

Daily Checks (Before Each Journey):

Tyres (condition and pressure)
Lights and indicators

Mirrors and seatbelts

Fuel level

Brakes

Windscreen and wipers
Warning lights

Cleanliness and visibility

Any defects must be reported immediately, and the vehicle must not be used if unsafe.

9. Seatbelts & Passenger Safety

All passengers must wear seatbelts at all times
The driver is responsible for ensuring compliance
Students must:

o Remain seated while the vehicle is moving

o Behave sensibly and follow driver instructions
No standing passengers permitted



10. Supervision of Students

e The driver must not be solely responsible for supervising students if behaviour may
distract from driving
e An additional adult supervisor should be present where:
o Young children are travelling
o Students have additional needs
o Behaviour management may be required

11. Journey Planning & Risk Assessment

e All minibus journeys must:
o Berisk assessed as part of the visit planning process
o Use approved routes
o Consider weather, traffic, and rest breaks
e Overnight or long-distance journeys require additional approval

12. Use of Minibus

The minibus must:

e Only be used for school-approved activities
e Not be overloaded

e Not be used for private hire

o Not tow trailers unless explicitly approved

13. Breakdowns & Emergencies

In the event of a breakdown or accident:

Stop safely and switch on hazard lights
Evacuate passengers if necessary to a safe place
Contact emergency services if required

Inform the school immediately

Complete an incident report upon return
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Emergency contact details must be carried on all journeys.

14. Accidents & Reporting



e All accidents, near misses, or incidents must be reported to the school
e Insurance and local authority procedures must be followed
e Parents/guardians must be informed where appropriate

15. Insurance & Documentation

¢ The minibus must be:
o Fullyinsured for school use
o Taxed and MOT-certified
e Drivers must carry:
o Driving licence
o Breakdown information
o Emergency contact numbers

16. Monitoring & Review

e This policy will be reviewed annually by the school
e Compliance may be monitored through:

o Driver logs

o Spot checks

o Incident reviews

17. Non-Compliance

Failure to comply with this policy may result in:

Withdrawal of minibus driving privileges
Disciplinary action in line with school procedures

Appendix 1



School Minibus Driver Declaration Form

(9-Seat Minibus)

Driver Details

Full Name:

Job Title / Role:
Department:
Contact Number:
Email Address:

Driving Licence Details

Licence Number:
Licence Type: L1 Category B [ Category D1 [ Other:
Date Licence Issued:

Date Passed Driving Test:

Do you have any current penalty points or endorsements?
1 No L1 Yes (please give details below)

Details:

Medical Declaration

Do you have any medical condition, disability, or medication that could affect your ability to
drive safely?

1 No
[ Yes (please provide details)

Details:

(This information will be treated confidentially)



Driver Eligibility Confirmation
Please tick to confirm:

L1 1am aged 25 or over
LI I have held a full UK driving licence for at least 2 years
LI I meet the legal requirements to drive a 9-seat minibus under my licence category

LI I understand that | must notify the school immediately of any change to my licence or
medical status

Policy Compliance Declaration

| confirm that | have:

1 Read and understood the School 9-Seat Minibus Policy

L1 Agree to comply with all requirements set out in the policy

1 Understand that | must complete vehicle safety checks before each journey

1 Agree to ensure all passengers wear seatbelts at all times

1 Understand that mobile phones must not be used while driving (except hands-free if
essential)

L] Agree to report any accidents, incidents, defects, or near misses immediately

Fitness to Drive Declaration

| confirm that:

LI 1 will not drive if tired, unwell, or under the influence of alcohol, drugs, or medication
affecting my driving

LI 1 will take appropriate rest breaks on longer journeys
I I understand that failure to comply may result in withdrawal of driving authorisation

Insurance & Authorisation

[ 1 understand that | am only authorised to drive a school minibus once formally approved
L] I understand that approval may be withdrawn at any time if safety concerns arise



Driver Declaration

| declare that the information provided above is true and accurate.
| understand that providing false or misleading information may result in disciplinary action
and/or withdrawal of driving privileges.

Driver Signature:
Date:

School Use Only

Licence Checked By:
Date Checked:

Insurance Approval Confirmed: [ Yes [1 No
Authorised to Drive School Minibus: [ Yes [1 No

EVC / Line Manager Signature:
Date:

Appendix 2



School Minibus Vehicle Safety Checklist

(To be completed before every journey)

Vehicle Details

Vehicle Registration:
Vehicle Make/Model:
Date: Time:
Driver Name:

Mileage (Start):

1. Exterior Checks

Please tick v once checked

[ Tyres in good condition (no damage, adequate tread)
[ Tyre pressures visually correct

1 Wheel nuts secure

[ Lights working (headlights, brake lights, indicators, hazards)
L] Reflectors clean and intact

L] Windscreen clean and free from cracks

L1 Mirrors clean and correctly adjusted

L1 Wipers working and washer fluid present

L1 Number plates clean and visible

[J Doors open/close securely

L1 Emergency exits accessible and working

2. Interior Checks

[ Seatbelts present, working, and undamaged for all seats
[ Seats secure and in good condition

[ Driver’s seat adjusted correctly

[ Steering wheel movement normal

1 Horn working

[1 Dashboard warning lights extinguish after start-up

L] Fire extinguisher present and in date (if fitted)



L1 First aid kit present and stocked
L1 Emergency triangle present (if required)
L] Interior clean and free from loose items

3. Engine & Fluids (Visual Checks Only)

L Fuel level sufficient for journey
L] Engine oil level adequate

1 Coolant level adequate

[ Brake fluid level adequate

1 No visible leaks under vehicle

4. Safety & Legal Requirements

1 MOT valid

U Insurance valid

[ Road tax valid

1 Breakdown cover details available
1 Emergency contact numbers carried

5. Before Departure

1 Route and journey plan confirmed

1 Weather and road conditions checked

L1 Passenger list available

] Emergency procedures understood

L1 All passengers briefed on seatbelts and behaviour

6. Defects or Issues Identified

1 No defects found
[ Defects found (details below)

Details:



Action Taken:
O Vehicle safe to use
1 Vehicle not used — defect reported

7. Driver Declaration

| confirm that the above checks have been completed and that the vehicle is safe to use for
this journey.

Driver Signature:
Date:

School Use / Management Follow-Up (if required)

Defect Reported To:
Date:
Action Completed:




