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1 INTRODUCTION 
Shropshire Council (SC) provides our school minibus through its Transport 

Operations Group (TOG) which forms part of the Integrated Transport Unit 

(ITU). 

 

PURPOSE OF POLICY 

The purpose of this document is to set out clearly SC and school Policy in relation to 

the management of employed and voluntary drivers in the course of its business or 

that of its associated groups. 

 

SAFETY 

SCC and St Mary’s C.E Primary School recognises its duty under the Health and 

Safety at Work Act 1974 and otherwise in criminal and civil law to protect 

employees and members of the public, so far as is reasonably practicable, from 

danger arising from the services it provides. 

 

OBJECTIVES  OF THE POLICY 

• To clearly lay out the policy of the Council and the school and the respective 

responsibilities under the policy of drivers, volunteers and managers of drivers and 

volunteers. 

• To provide links to appropriate information for drivers, volunteers and managers 

that supplements this policy. 

• To lay out the requirements under the policy for the recruiting and managing of all 

drivers. 

 

RESPONSIBILITIES 

Headteacher 

The headteacher is ultimately responsible for ensuring that the 
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following measures are in place. The headteacher is responsible for ensuring that 

this policy is appropriately implemented and communicated and that adequate 

planning, resources and access to training are provided to facilitate its 

implementation and that health and safety obligations are therefore met. 

 

• Adhere to this policy and governing legislation. 

• Ensure procedures are in place to ensure drivers are appropriately qualified, 

licensed, insured and trained to drive the type of vehicle in use. 

• Ensure procedures are in place to inspect driver licences, at least annually, for 

endorsements and licence category compliance relative to the vehicle in use. 

• Consider sustainability issues and attempt to reduce environmental impact through 

management of drivers. 

• Take into consideration advice and recommendations from TOG. 

• Provide TOG with all appropriate information for the drivers. 
• Maintain appropriate systems to ensure that employees whose duties include 

driving vehicles adhere to the responsibilities detailed within this policy. 
 

 
Shropshire Council 
The Director of Resources has the responsibility to ensure that 

appropriate and adequate insurance cover is in place, to carry out risk 

assessments and to manage the risk register. As such they will ensure that 

sufficient suitably qualified staff are available to carry out vehicle inspections 

 

Drivers 

For the purposes of this policy there are considered to be two main types 

of drivers: 

Employed Drivers – these are employees of the school who, as part of their 

substantive role may drive a vehicle on behalf of the school. 

Volunteer Drivers – those drivers not employed by St Mary’s, but who drive the 

minibus for the benefit of our children as part of the school day or extended 

curriculum and opportunities. 

 

Line managers of drivers (the Headteacher) has a responsibility to: 

• Adhere to the  Driver Policy. 

• Ensure that drivers are aware of this policy. 

• Ensure drivers are appropriately qualified and licensed to drive the vehicle. 
• Ensure drivers are appropriately trained and competent to use and operate the 

vehicle and all ancillary equipment. 

• Ensure that drivers operate the vehicle legally. 

• Ensure that drivers adhere to the Health and Safety at work act 1974. 

• Ensure that drivers only use the vehicle for the purpose for which it is authorised 
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and operate the vehicle safely within its capabilities. 
 
 
 

• Notify the Transport Manager of any driving offences incurred by 

employed drivers with their responsibility. 

• Notify the Transport Manager for employed drivers and the Central Safety 

section for all drivers of any accidents involving drivers whilst driving for 

work purposes. 

• Ensure that employed drivers within their responsibility report accidents and 

consequential damage immediately and complete the relevant paperwork for 

forwarding to TOG within 10 working days. The only exception to this is 

accidents resulting in injury or death; which must be reported and 

documentation completed as soon as practicably possible but no longer than 24 

hours. 

• Notify the Transport Manager for employed drivers and the Occupational 

Health Unit (OHU) for all drivers of medical conditions that may affect the 

ability of a driver to drive or may affect the validity of their driving licence. 

• Monitor employees who drive for the purposes of work and address any 

concerns over driving ability 

• Carry out risk assessments as appropriate to the work being carried out by 

drivers within the line managers responsibility 

• When taking action under other council policies consider the impact on the 

driving duties of an employee. For example when dealing with an employee who 

may have an alcohol dependency consider the appropriateness of that person 

being a casual or essential driver 

 

All Drivers 

Drivers have a responsibility to: 

• Adhere to the  Driver Policy 

• Ensure they are appropriately qualified and licensed to drive the vehicle. 

• Operate the vehicle legally. 

• Adhere to the Health and Safety at work act 1974. 

• Notify line manager of any accidents whilst driving for work purposes. 
• Notify line manager of any medical condition that affects either their ability 

to drive or their driving licence. Such medical conditions are detailed [Appendix 

J]. 

• Undertake an appropriate eye sight test every 2 years. 

 

Volunteer Drivers 

In addition to the above, casual drivers also have a responsibility to: 
• Notify the line manager of any road accident whilst driving a private vehicle 

for work purposes 

• Notify the line manager of any relevant driving offences 

• Carry out a daily vehicle inspection and record the details of the inspection, as 
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per Nil Defect reporting 

• Follow the procedures for the use of fuel cards 

Fuel cards must not be  used to purchase fuel  for  private   use. 
 

RECRUITMENT 
 

It is important, when appointing to a new or existing post, to consider if the 

role includes any driving for work. If the post does require driving as a 

‘desirable’ role it is important to amend the JD and Person Specification to 

reflect this. 

 

Assessment 

Any person intending to drive a vehicle owned or operated by the school must 

undertake the Driving Assessment Scheme (DAS) to ensure that they meet the 

appropriate driving standard. 

 

Minibus Driving Assessment Scheme  (MiDAS) 

In addition to DAS drivers employed by St Mary’s C.E Primary School will also 

undergo MiDAS training for minibuses of up to 16 passenger seats as soon as 

possible. 

 

Induction 

At induction all new drivers must be made aware of the responsibilities under 

this policy and the policy and appropriate appendices should be made available to 

them to read. 

All new drivers will have their driving licence checked and recorded. 
Drivers should be familiarised with the vehicle they are driving and associated 

equipment. Drivers should be made aware of their main task and the criteria they 

should work to. They should be made aware not to drive when under the influence 

of drugs or alcohol. 

 

TRAINING  AND COMPETENCY 

A driver’s competence should be assessed before they undertake any driving 

duties. Competence can be measured by experience, qualification, training and 

ability. This is done by TOG. 

Training should be offered to any driver to improve competence or to address 

particular issues e.g. a poor accident record. 

A risk assessment should be completed for any driver that incurs penalty 

points against their driving licence for driving offences. 

Serious consideration should be given to the use of drivers with any points on their 

licence. 

 

Training will be provided by TOG for minibus drivers through 

MiDAS. An example MiDAS course is based on two elements. 

A classroom element consists of: 
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• Hazard Recognition 

• Highway Code work 

• Driver Attitude and how this effects 

driving An on-road driving session consists 

of: 

• Eyesight check 

• Practical driving session by an approved driving instructor. 

 

DRIVERS HANDBOOK 

We provide a driver’s hand book pertinent to drivers. 
A driver’s hand book can contain as much information as is appropriate to 

the service. The following information is a guide: 

• Line manager 
• Drivers responsibility within the Health & Safety At Work Act 

1974 (as amended) 

• Daily vehicle checks – Nil Defect Reporting 

• Driving at work requirements 

• Rules on driving e.g. no use of Mobile phones 

• Vehicle cleaning facilities and regimes 

• Taking medicines and driving 

• Driving safely - tips 

• Driving economically – tips 

• What to do in the event of an accident 

• Reporting accidents 

• Reporting vehicle defects 

• Appropriate use of vehicles 

• Drivers Hours Regulations 

• Appropriate Risk Assessments 

• Manual Handling 

• Securing Loads 

• Severe weather procedures 

• Code of conduct 

 

VOLUNTEER DRIVERS 

Volunteer drivers should ensure they hold a current full driving licence which 

should be provided for checking as requested. It is recommended that licences 

are checked annually. 

 

There are a variety of volunteers used to drive the minibus on behalf of the 

school. These include Governors and parents. Careful consideration is taken 

before 

asking a volunteer to drive the minibus and the same checks and training are 

carried out with volunteers as with school employees. 
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HEALTH AND ILLNESS 

Health 

Members of staff that drive the minibus have a responsibility to ensure they are 

medically fit to carry out their driving duties and to hold the appropriate driving 

licence for the vehicle they drive. If a driver becomes ill or unfit to drive then 

they 

must notify the headteacher before they drive again and stop driving until they are 

fit to drive. 

A driver can be referred to Occupational Health Unit (OHU) if there is 

any concern regarding a medical condition that may affect the ability or 

fitness to drive. 

 

Illness 

Illness can present some serious problems when driving. The development of an 

illness can affect your ability to drive safely. The DVLA will remove vocational 

licences for drivers that have developed certain medical conditions or illnesses. Any 

driver that has concerns about a medical condition should in the first instance 

contact their doctor, who will be able to advise if it is appropriate to drive. 

If the headteacher has a concern they should first discuss this with the driver and 

then seek advice from the OHU. 

Drivers should undergo regular eyesight tests every 2 years to ensure they 

meet the legal requirement for driving. 

 

8. DRUGS AND ALCOHOL 

Drivers should ensure they are not under the influence of alcohol or 

illegal drugs whilst carrying out their driving duty and should at all times 

comply with the school and council’s Drug and Alcohol Policy. 

Prescription and none prescription medicine can cause drowsiness or 

other side affects that can interfere with your ability to drive a 

vehicle. Whilst taking medication a driver should ensure that the 

instructions for safe use are followed and any warnings about using 

heavy machinery or driving are considered. 

 

ADDITIONAL  GUIDANCE  FOR DRIVERS 

Driving Licences 
Drivers must ensure they have the appropriate driving licence for the 

type of vehicle being driven. Driving licences will be checked annually. 

 

Section 19 permits 
Vehicles that carry paying passengers are called Public Service Vehicles 

(PSVs). Ordinarily, any organisation that accepts payment for providing 

passenger transport must obtain a PSV Operator’s Licence and in most 

cases drivers of such vehicles will require a PCV (Passenger Carrying 

Vehicle) entitlement on their licence. 
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The Section 19 permit scheme applies to non-profit making organisations 

and changes the requirements of the driver and council. 

 

Drivers Hours Regulations 

Within the UK there are rules that may apply to drivers’ hours: 

UK Domestic rules. Our vehicles is subject to tachograph regulations. 

 

Seat  belts  and Restraints 

Whilst driving all drivers must wear a seat belt. 
All drivers should ensure that passengers are wearing seat belts appropriate to the 

size and age of the passenger and sitting on a booster seat if required. 

 

Trailers  and Towing 

Towing is not permitted with the school minibus and as such no tow bar is fitted. 
 

Smoking 

It is against the law and against school policy to smoke in the 

minibus. 

 

LEGISLATION 
Legislation is continually changing in respect of vehicle specifications, 

usage and operations and TOG will continue to monitor, react and advise 

in this area. Some of the Legislation documents are extremely large 

and complex and can be viewed on the Department for Transport [DfT] 

website (www.dft.gov.uk) as opposed to the attached appendices. 

 

USEFUL POINTS OF 

REFERENCE TOG 

Transport Operations 

Group 107, Longden Road 

Shrewsbury 

Shropshi

re SY3 

9DS 

Tel: 01743 253244 

Fax: 01743253279 

 

VOSA 
Vehicle & Operator 

Services Agency 

Berkeley 

House, Croydon 

Street, Bristol 
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BS5 ODA 

National Number: 0870 6060440 

Fax: 0117 9543212 

http://www.vosa.gov.uk 

DfT 

Department for Transport 

Great Minster House 

76 Marsham Street 

London 

SW1P 4DR 

Enquiry Helpdesk on: 020 7944 8300 

Fax: 020 7944 9643 

http://www.dft.gov.uk 
 

HSE 

Health and Safety Executive 

Rose Court 

2 Southwark Bridge 

London 

SE1 9HS 
HSE Infoline - 0845 345 0055 

http://www.hse.gov.uk 
 

Road Safety 

Economy & Environment 

107, Longden Road 

Shrewsbury 

Shropshire 

SY3 9DS 

Tel: 01743 253245 

Fax: 01743 253267 

 

DDA 

http://www.opsi.gov.uk 

 

APPENDICES 

The following appendices are available on the Council’s intranet. These 

documents will be updated in line with current legislative and/or council 

requirements as necessary and the latest version will be found on the Council’s 

intranet. As necessary additional appendices may be added to this list to reflect 

current arrangements. 

(A) SC Nil Defect Reporting 

(B) SC Fleet User Guide. 

(C) SC Fuel Card Procedure 

(D) Driving Licence Guidance 

http://www.vosa.gov.uk/
http://www.dft.gov.uk/
http://www.hse.gov.uk/
http://www.opsi.gov.uk/
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(E) SC Driver Assessment Scheme 

(F) MIDAS 

(G) TOG Staff Hand book 

(H) Voluntary Car Drivers Code of Conduct 

(I) Community Car Drivers Code of Conduct 

(J) DVLA Medical Guidelines 

(K) Driving For Work – Drink & Drugs 

(L) Section 19 Permit 

(M) Drivers Hours Regulations Guidance 

(N) Seat Belts and Restraints Guidance 

(O) Towing and Trailers Guidance 

(P) Smoke Free Law 

(Q) Legislation and good practice 


