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DEFINITION 

A minibus is defined under the Road Vehicles (Construction and Use) Regulations 1986 as 
‘a Motor vehicle which is constructed or adapted to carry more than 8 but no more than 16 
seated passengers, in addition to the driver’. 

 
OWNERSHIP 

 
Childs Hill School is the owner of the vehicle and also the ‘Registered Keeper’ of the 
minibus with regards to the Road Tax and Insurance of the vehicle.  

 
REGISTRATION AND LICENSING 

 
It is the Head Teacher’s responsibility to make the necessary arrangements for the minibus 
to be registered and licenced. A full annual licence should be obtained.  The vehicle is 
registered by the DVLA and the registered keeper is Childs Hill School. 

 
MOT CERTIFICATE 

 
It is the responsibility of the Head Teacher to ensure that, where it is required, a current 
MOT Certificate is held for the minibus (a minibus requires a current MOT certificate from 
its first birthday).   
 
INSURANCE 

 
It is the Head Teacher’s responsibility to make arrangements for the minibus to be insured 
on a fully comprehensive basis. 
 
Cover is restricted to authorised drivers over 21 years of age who are experienced at 
driving this type of vehicle, hold a full UK driving licence  and a D1 licence, and who have 
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no disability, recent motoring accidents or convictions. 
 
Any unauthorised journey made in the school’s minibus may render the driver liable to 
disciplinary proceedings. Should the incident involve that driver in a road accident, then 
the insurers may well refuse indemnity under their policy, leaving the driver liable not only 
for costs, but also open to prosecution for driving without insurance. 

 
MAINTENANCE AND SERVICING 

 
It is the Head Teacher’s responsibility to ensure that there is proper and adequate 
maintenance of the minibus in order that it meets in full the requirements of the Road 
Traffic Act and the vehicle manufacturer’s recommendations for servicing and maintenance 
of the vehicle. 
 
Records of all maintenance work must be kept. 

 
General maintenance work should not be carried out within the school or by school staff.   
Should an accident result from faulty work carried out on the vehicle by any unauthorised 
personnel a claim against the school or Head teacher is a possibility. 

 
Prior to any journey the driver will ensure that he/she has completed a risk assessment in 
line with the school policy on educational visits.  
  

The Site Manager will have overall responsibility to ensure the checks listed on the Mini 
Bus Check List (Appendix A) are carried out at the beginning of each week and that the 
Fault Log (Appendix B) has been reviewed and any defects recorded have been 
rectified. 

 
Journey History & Fault Log forms are kept in the vehicle in which any minor defects, 
which cannot be immediately corrected, should be recorded by the driver. The Fault Log 
will be inspected regularly to ensure that minor defects are dealt with promptly.  The 
Fault Log is a standing item on the agenda for the weekly meeting between the 
Headteacher and Site Manager.   

 

N.B. Any serious defect which affects the roadworthiness of the minibus should be reported 
to the Site Manager as soon as possible. The vehicle must not be used to transport staff or 
pupils until the defect has been rectified. 

 
RECOVERY 

 
The minibus should be covered by membership to the AA Recovery Scheme or another 
appropriate provider. This scheme should provide, in the event of a breakdown for the 
return of the vehicle, staff and pupils to the school concerned or the onward destination.    

 
DRIVERS 

 
As a minimum all drivers must: 

 Hold a full United Kingdom driving licence which includes categories B-D. 

 All new drivers who have qualified since January 1997 must take a PCV Licence (D1). 

 Hold a full UK licence (post 1997) and additional D1 licence.  

 Have at least 3 years’ experience as qualified drivers (and be over 21), have been 

assessed as to their aptitude in driving a minibus.  If a driver has no previous 
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experience of driving a minibus, it is recommended that tuition is provided by a 

qualified instructor prior to the assessment taking place, to ensure that he/she can 

handle the vehicle confidential. 

 Staff who have endorsements to their licences for reckless driving, or for offences 

involving drink or drugs, are disqualified from undertaking the minibus 

familiarisation and assessment test. 

 Have obtained the insurer’s consent in writing to their driving if they have any 
illness or disease which may affect their driving capabilities 

 Have read the Royal Society for the Prevention of Accidents publication: Essential 

Minibus Driving and the manufacturer’s handbook for the minibus owned by the 

school. 

 
DRIVERS RECORDS TO BE MAINTAINED IN SCHOOL 

 
All minibus drivers have an immediate duty to notify the Headteacher if they are arrested 
for any driving offence and/or if they receive an endorsement to their driving licence as 
a result of a conviction for a traffic offence.  Any failure to do so would result in 
disciplinary proceedings.   
 

If drivers do not have at least 3 years driving experience they should not be permitted to 
drive a minibus unless they hold a PCV licence. 

 
DOCUMENTS 

 
Photocopies of the following documents should be kept in the vehicle: 

 Current MOT certificate 

 Insurance certificate 

 Registration documents 
 
DRIVING TIME 

 
There are no statutory regulations concerning driving time and rest periods for drivers of 
minibuses covered by permits issued under the Transport Act 1985. It is also very difficult 
to provide precise guidelines which would cover every eventuality. However, a number of 
factors are relevant when considering appropriate driving time and rest periods for 
drivers. 

 
These include 

 The age and experience of the driver concerned 

 The nature and length of the journey to be undertaken (driving in the local area is 
very different from driving on a motorway, or in an unfamiliar environment) 

 The timing of the journey (a journey undertaken during daylight hours is very 
different to  a journey undertaken at the end of the day in darkness) 

 The number, ages and level of responsibility of the passengers (a minibus full to 
capacity with excited children can be very distracting to the driver) 

 The number of hours already worked by the driver prior to the start of the 
journey.  Without providing hard and fast rules regarding driving times, it is 
strongly recommended that: 

 For journeys which take place at the end of the school day and which are 
anticipated to return late at night and for long journeys of 50 miles or more, 
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careful consideration should be given to the provision of two drivers who can share 
the journey. 

 Staff who have experienced a heavy teaching load during the course of the day 
should not be expected to start a journey at the end of the school day without first 
having taken some refreshment. 

 All drivers should take regular short breaks during the course of long journeys. 

 
EQUIPMENT TO BE CARRIED IN THE VEHICLE 

 
The  minibus  must  carry  at  least  one  fire  extinguisher  which  complies with BS5423.  
Fire Extinguishers will be checked annually as part of the whole school fire check. 
These will either contain: 

a) Water with a minimum test fire rating of 8A or, 

b) Foam with a minimum test fire rating of 8A or 21B or, 
 
FIRST AID KIT 

 
A fully stocked First Aid Kit, which will be checked on a regular basis by a suitably qualified 
member of staff, will be stored in the glove compartment for easy accessibility in the event 
of an emergency. There will be a prominent sign displayed inside the mini bus to indicate 
where the First Aid Kit is stored.   
 
FUEL CANS 

 
The carrying of spare fuel cans inside the vehicle is prohibited 

 
SEATED PASSENGERS 

 
It is the responsibility of the driver and any accompanying adult to ensure all passengers 
are wearing a seatbelt prior to the start of any journey. 

 
ACCESS TO DOORS 

 
Drivers should ensure that all passengers have unobstructed access to at least two doors, 
one of which must be on the nearside of the vehicle and one of which must be either at the 
rear or on the offside of the vehicle. Gangways to these doors should not be blocked by 
luggage. 
 
GENERAL ADVICE TO THE DRIVER 

 
It is best practice for the driver to: 

 Be satisfied that the vehicle is in a roadworthy condition before and throughout 
the journey 

 Be clear about the route to be followed 

 Ensure that all pupils are wearing seat belts and remain seated whilst the minibus 

is in motion 

 If the minibus is not full to capacity with passengers, ensure that the rear seats of 

the vehicle are left unoccupied 

 Always park so that pupils alight on the footway and not on the carriageway 

 If pupils have to exit by the rear of the minibus, then ensure that an adult 

supervises this operation 
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 Instances of indiscipline must not be tolerated. Offenders should be firmly dealt 

with at the time so that they are left in no doubt as to the unacceptable nature of 

their behaviour. 

The Head Teacher, or a senior member of staff, should be kept fully informed 
about any serious instances of indiscipline 

 Ensure that you know how to use the fire extinguisher 

 Ensure that there is no smoking in the vehicle 

 Ensure that no alcohol is drunk by anyone involved in the journey prior to, or 
during, the course of the journey 

 
PUPILS WITH SPECIAL EDUCATIONAL NEEDS 

 
Adequate supervision, including the use of escorts, should be provided for all journeys.  Adult 
pupil ratio must comply with statutory requirements and pupil specific plans ie, care or 
behavior plans as agreed in school.   

 
Drivers and escorts should be made aware of any disability a student has and any 
difficulty he/she might have as a result. 
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Appendix A:  Weekly Check 

Every week the Site Manager will conduct a weekly check and retain a copy of this form.  
 

Exterior Check    ok     not ok 
Oil level (once only at start of day   
Coolant level (once only at start of day)   
Windscreen washer fluid level (once only at start of day)   
Brake fluid level (once only at start of day)   
Windscreen and windows are clean and undamaged   
Wiper blades are clean and undamaged   
Exterior mirrors are correctly adjusted, clean and unobstructed   
Lights, including brake lights and indicators, are clean and working   
Tyre pressures, including the spare (and inner tyres and tyres on a trailer, if 
applicable) 

  

Tyre tread, including the spare and inner tyres and tyres on the trailer, if applicable. 
At least 3.0mm across centre 3/4 s recommended 

  

Any cuts and bulges?   
Doors open and close properly   
Damage to bodywork or sharp edges   
Fluid leaks   
Passenger lift or ramp is working and securely stowed (if fitted)   

 

Interior Check    ok     not ok 

Mirrors are correctly adjusted, clean and unobstructed 
  

Position and function/purpose of all the dashboard controls 
  

Position of driving seat so that all controls can be operated comfortably   

Pressure on brake pedal   

Wipers and washers are working properly   

Fuel level (and type of fuel: diesel or petrol)   

Heating and ventilation systems working   

All seats are fixed and secure and all seat belts are undamaged and working 
properly 

  

Location of wheel brace and jack   

Location and contents of first aid kit and fire  extinguisher(s)   

Relevant paperwork (permit disc, insurance, MoT, emergency numbers and driving 
licence) 

  

Change for parking or the telephone (or mobile phone or phonecard)   

Relevant paperwork (permit disc, insurance, MoT, emergency numbers and 
driving licence) 

  

Change for parking or the telephone (or mobile phone or phonecard)   

Luggage is securely stowed and aisles and exits are clear   

Damage or sharp edges   

Emergency equipment (eg, high visibility jacket, torch, warning triangle, 
webbing cutter) 

  

All doors are unlocked   

Horn is in working order   

Interior lights are working   

Equipment for wheelchair users (wheelchair tie-downs, passenger safety belts and 
harnesses) is available) if wheelchair passengers  present 

  

No warning lights lit on the dashboard   
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Brake Checks 
 

Check the brakes before the passengers board. 
 

With the engine running, check the handbrake is working properly, and that the brake 

pedal is firm when pressed. 

 

Then conduct a moving brake test (off-road if possible). Reach a speed of not more than 15 

mph, check the mirrors and if it is safe, apply the brakes fairly firmly. The brakes should 

work effectively, the vehicle should not pull to one side, luggage should be stored   

securely. If faults that might affect the vehicle’s or passengers’ safety are found, the 

vehicle must not be used until they are all remedied 
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Appendix B:  Journey History & Fault Log 

 

Driver: 

Date: Time Out: 

Time In: 

Vehicle Registration: GN66 BCZ 

Start Mileage: End Mileage: 

No of passengers: Driver hours: 

 
Driver Declaration: 
 

 I must inspect the vehicle before and after use and note any damage or defect. 

 I am aware that it is an offense to drive a vehicle on which any of the lights 
do not work or on which the tyres do not meet the legal minimum depth. 

 I understand that I am responsible for the vehicle and all the persons on board. 
 
Signature of driver: ………………………………………………………………………. 
 
Print name: ………………………………………………………………………………… 
 
 

Fault Reporting 
 
I, the above named driver need to report a fault with the vehicle: 
 
Defect Tick all that apply Comments 

Lights   

Mirrors   

Oil   

Water   

Horn   

Tyres   

Fire Extinguisher   

First Aid kit   

Spare wheel   

Breakdown info   

Fuel bought   

 

Please mark any damage to the vehicle with an X 
 

Comments: 


