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Introduction

Projects must book minibuses that have seat belts and booster seats where needed and must
ensure vehicles are driven by approved drivers who are DBS checked.

Minibus drivers must ensure the vehicle has been properly checked and in good working
order before departing.

Drivers must ensure they have rest periods on long journeys.
Only coaches that have seat belts fitted can be used.
Escorts

Escorts must first check:

There is a mobile telephone on the bus

There is a first aid box on the bus

There is an up to date list of children's names, addresses and telephone numbers
There is a list of named people to whom the child may be handed over

They have a telephone number and the availability details for the designated out of
hours contact in case of an emergency (this must be a permanent member of staff)
= The driver is trained in emergency first aid

Seating

Staff must ensure that each child and adult has an allocated seat. Vehicles must never be
overloaded - this is not only dangerous but can invalidate insurance and make the driver
personally liable.

A worker should sit in the back of the vehicle and the driver should not be expected to
supervise children.

Staff will ensure that children remain seated during the journey and do not remove

seat restraints. Children must not sit in the front of any vehicle and must be supervised at all
times.

It may be necessary to complete a risk assessment covering safe methods of transportation
for individual children. This will cover which children remain in wheelchairs and which transfer
to seating.

Ensure all children are strapped in; harness straps should be used when available.

Ensure wheelchairs are clamped securely and empty buggies separately secured.

Ensure seating arrangements are appropriate to the needs of each child, eg: check which
children require bucket seats.

Picking-up children
It is the responsibility of the parent/carer to bring the child to the bus.
Telephone the family to say that you are on your way. If there is no response, ring the

doorbell and return to the bus. If there is still no response, try to contact the parent/carer using
the mobile telephone.
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Providing the bus is not causing an obstruction and none of the children are becoming
distressed, wait for five minutes and then continue the bus round.

If you are told the child is not ready, consider the possibility of collecting another child and
returning later. Regard should, however, be given to children already on the bus who may
become unsettled by any delays.

Dropping-off children

It is the responsibility of the parent/carer to come to the bus to collect their child.

On return journeys, children should only be returned to the care of their parents or nominated
carer who must be aged over 16. These named people will be on your list.

If it is not possible for the bus to stop close to the house, ring the doorbell and return to the
bus.

If no one is at home, and other children are waiting to be dropped off, arrange with the driver
to return later.

If there is then still no reply, contact the Service Manager on the mobile telephone number.
If the Service Manager is not at work, contact the Community & Development Manager.

You will be given advice on where to take the child. If the Service Manager is available you
will be directed back to the Centre.

Attempts will again be made to contact the parent and other named adults. If unsuccessful,
follow the procedure outlined in Section 13 - What to do if a child is not collected.

Emergency procedure
In the event of a medical emergency, staff should use their own careful judgement to
determine whether it is quicker for the bus to go directly to the nearest hospital or to call an

ambulance.

The procedure outlined in Section 4 — Accidents, Incidents and Hazards should then be
followed.

If a child has a seizure:

Ask the driver to stop the bus.

Clear the seat and, if needed, put the child in the recovery position.
When the child has fully recovered, take the child home.
Recording

Any incident relating to the non-collection of children or the use of the emergency procedure
must be recorded clearly in the Daily Log Book.
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