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Guidance Note – May 2024
School Minibus Operation 
This November saw the 30th anniversary of the Hagley M40 Minibus crash and the NASUWT Teachers Union are renewing calls for all schools that use Minibuses to be legally required to have an operators’ licence. With this in mind we thought schools would benefit from a reminder of the guidance in relation to operating Minibuses.

[bookmark: _Hlk128563294]What schools need to consider 
Operational Checks: 
1. Minibuses require an MOT every 12 months from date of registration and tested every 12 months thereafter.
2. All drivers require a D1 on their Driving license, if test has taken place prior to 1st January, 1997 the driver will hold D1, if driving test has been taken after 01/01/1997 the D1 will be required as a separate test.
3. Daily checks must be completed, and records retained for 15 months.
4. A minibus assessment test certificate is required by all drivers driving any minibuses covered on Councils insurance policy.
5. If a tachograph is fitted on vehicle, it will be required to be calibrated every 2 years at a local approved garage.
All schools should have a Section 19 licence
Section 19 and 22 permits and obligations: not for profit passenger transport - GOV.UK (www.gov.uk)
Driver assessments can be arranged through Liz Hartwell at Fleet Services
Schools are recommended to have a Mini Bus Policy -– Please find the following example - https://www.themerciantrust.org/about/our-policies/Minibus%20Policy%20-%20Approved%20January%202021.pdf


Risk Assessment
Schools must conduct a written risk assessment of the management of their minibus service. Risk Assessments must be conducted by ‘competent persons’. They must be recorded, and regularly updated, to demonstrate that the operator has taken reasonable care, and to enable the service to be monitored to ensure that standards, once set, are maintained, reviewed and improved.

The Passenger Transport Team can provide -competent advice on 01902 554154 – e-mail admin.travelunit@wolverhampton.gov.uk  

Authorisation of ‘Approved’ Drivers

Schools should nominate a suitably qualified person to decide who is authorised to drive the minibus. Only authorised drivers should drive the minibus.

School Transport
Please note the following information is in relation to vehicles operating on section 19 permits ONLY. The responsibility of operating the vehicle under the correct legislation remains with yourselves. It is highly recommended to read through the “Guide to Maintaining Roadworthiness”. The information provided is a starting point and not legal advice.
Licence:
Vehicles carrying more than 8 passengers should have a licence for school purposes, this can be a section 19 licence. Licences can be obtained from the local council please see the link below.
Walk round checks:
Walk round checks should be completed before every journey. See example Driver Walk round check and defect report (Appendix A)
Maintenance:
For vehicles that are owned by the school regular maintenance and safety inspections should be carried out as highlighted in the guide to maintaining roadworthiness. There should also be a maintenance plan covering the coming 6 months and all records should be retained for at least 15 months.
LOLER  Inspections:
If the vehicle has lifting equipment for passengers such as tail lifts, this should be LOLER inspected every 6 months.

[image: ]School Signs:
Vehicles of 8 or more passengers used for school purposes should display a school sign both front (250 x 250) and back (400 x 400). 

Journey Log:
It is advisable to keep a journey log for each journey logging the purpose and mileage of that journey.
Driver licencing:
Licence checks should be completed on all drivers annually? making sure they hold the correct entitlement to drive the vehicle (on section 19 licences D1 entitlements with a 101 code can be used)
https://www.wolverhampton.gov.uk/sites/default/files/pdf/Application_for_Minibus_Permit.pdf
Schools should ensure that staff are aware and follow the council’s driving at work policy Driving at Work Corporate Policy 2020 (1).pdf (can also be accessed on Cloud W)
 

Driver Assessment 
Drivers should complete a driver assessment to ensure competence to drive, this can be arranged via Fleet Management and completing a Fleet Management Driver Assessment Request form  Fleet - Driver Assessment Request Form v3.docx or this can be accessed by schools in Health and Safety/ forms/templates/minibus/ on Cloud W

Please return form to: driverlicence.check@wolverhampton.go.uk for action

Drivers Hours / Tachographs:
Small vehicles and minibuses used under a section 19 permit are exempt from having a tachograph fitted and volunteer drivers are not subject to any drivers’ hours rules. Drivers who are employees of the permit holder are subject to domestic drivers’ hours rules. In most cases large buses will need to have a tachograph fitted and used, and the driver will be subject to EU drivers’ hours rules. The vehicle may be fitted with an analogue or digital tachograph if it’s registered before 1 May 2006. A vehicle must be fitted with a digital tachograph if it’s registered on or after 1 May 2006. You should contact DVSA if you’re not sure what rules apply for your operations.
Domestic Regulations:
· Maximum driving before a break 	5 1/2 hours
· Maximum daily driving		10 hours
· Maximum daily spread over		16 hours
· Minimum break			30 minutes
· Minimum daily rest			10 hours
Insurance:
It is a legal requirement for the vehicle to be insured and recommended that a driver have the means to record basic details of the incident. bump card is carried on the vehicle. ( Should we include Motor collision reporting checklist? )
For any claim forms, the school can access these via Cloud W. Contact details for the Insurance Team is also available.
Further Advice and Guidance

If you require further advice regarding the use and operations of Minibus Gordon Swan
Travel Unit Co-ordinator who is a professionally qualified PCV Transport Manager is able to offer further advice and guidance.

Tel. Office: 01902 556932

e-mail gordon.swan3@wolverhampton.gov.uk
E-mail: Gordon.Swan3@wolverhampton.gov.uk



UsefulImportant information/references:
The Guide to Maintaining Roadworthiness.
Guide to maintaining roadworthiness: commercial goods and passenger carrying vehicles (publishing.service.gov.uk)
Section 19 Applications.
https://www.wolverhampton.gov.uk/sites/default/files/pdf/Application_for_Minibus_Permit.pdf  
Section 19 permits further information.
Section 19 and 22 permits and obligations: not for profit passenger transport - GOV.UK (www.gov.uk)
Driver licence checks.
View or share your driving licence information - GOV.UK (www.gov.uk)
Further useful information 
ROSPA Minibus Safety page
ROSPA Minibus code of practice.pdf
ROSPA Minibus Drivers Handbook.pdf
NASUWT | Minibus Guidance
The Key example school minibus policies -  School minibus policies | The Key Leaders (thekeysupport.com)

Following this guidance will help schools to ensure that this activityequipment is managed in line with health and safety requirements.  For further support and advice please contact the Health and Safety Team: 
Email: healthandsafety@wolverhampton.gov.uk

Phone: 01902 554209

Examples form other LA’s
https://schools.oxfordshire.gov.uk/cms/sites/schools/files/folders/folders/documents/healthandsafety/minibusregulationsandguidance.pdf



https://www.hertfordshire.gov.uk/media-library/documents/highways/minibus/guide-to-driving-minibuses.pdf









Appendix A
Driver’s vehicle walk round check
And 
Defect report
	Driver’s name:


	Date:

	Vehicle no:


	Trailer fleet/serial no:

	Odometer reading:



	
Daily or shift check (tick or cross)

	Fuel/oil leaks
	
	Wipers/washers
	
	Mirror/Glass/visibility
	

	Battery (if easily accessible
	
	Communication devices with driver
	
	Steering
	

	Tyres/wheel & wheel fixing
	
	Horn
	
	
	

	Brakes (Inc. ABS/EBS)
	
	Vehicle height
	
	Heating/Ventilation
	

	Doors & exits
	
	Reflectors
	
	Lights
	

	Indicators/side repeaters
	
	Body exterior
	
	Body interior/Cab
	

	Fire extinguisher
	
	First-aid kit
	
	Emergency exit device
	

	Seats/seat belts
	
	Accessibility equipment/operation
	
	Malfunction Indicator Lamps
	

	Air build up/leaks
	
	adBlue@ if required
	
	
	



	REPORT DEFECTS HERE:






	Defect Assessment and Rectification:



SECTION 19 DISPLAY                          Y/N
	Defects report to:


	



	Write NIL here if no defects found


	Driver’s Signature:



Defects rectified by: rectified by: ………………………………………………………………………………………………………………………

Signature: ……………………………………………………  
Date ……………………………………………………………………...

			
[image: ]



Author – Karen Evans		 Created - 27/03/2023

Appendix B
Mileage Log and Driver’s Hours Sheet for Vehicle:_____________________________
Drivers must ensure that all columns are completed for each journey that is undertaken.
	Date
	Start Miles/Km
	Finish Miles/Km
	Total
Miles/Km
	Start Time
	Finish Time
	Purpose of Journey
	No. of Service Users
	Driver
(Print)
	Fuel and/or Oil added
(in litres)
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