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Introduction 
Vehicles by law must be in roadworthy condition, Health and Safety Law 1974 requires employers to ensure as far as is reasonably practicable the health and safety welfare of all employees at all times. Employers also have a responsibility to ensure others are not put at risk by work related driving activities – that is our young people in education, staff and the general public.
Passive observance of transport regulations, such as having a valid driving licence, the vehicle being properly licensed, insured and MOT tested is now insufficient to meet corporate obligations for staff safety.  Active measures need to be taken to demonstrate that the employer recognised its duty of care to its staff and those for which it is responsible. 
 
Management Structure 
· The procurement, maintenance, documentation and use of Uneek Learning’s vehicles are the responsibility Tim Payne (Director)  
· Tim Payne makes arrangements for the servicing and taxing of the company vehicles. 
· The minibus driver -  Chris Edwards is responsible for the completion of regular vehicle safety checks before and after journeys. A weekly check is recorded and kept securely in the office ( Jay Treacy/ Emily Wittering responsible for overseeing checks take place and filing securely)  

Documentation 
· The minibuses are licensed with the Department of Transport to carry passengers and operate by a permit granted by Section 19 of the Transport Act 1985 and the provisions of the Minibus and Other Section 19 Permit Buses Regulations 1987. 
· The vehicles must be adequately insured and have a valid MOT certificate, if more than a year old. 
· Insurance is provided  
· All staff to provide a copy of their insurance stating they have business use.
 
Driving Qualifications 
 The Section 19 permit allows staff of Uneek Learning to drive the minibuses with up to 9 passengers using a normal car licence, having passed an approved driving assessment. 
Drivers must be over the age of 24 and have held a clean, full licence for at least two years before being eligible for assessment to comply with both licensing regulations and the terms of Uneek Learning’s insurance. 
· These qualifications only allow members of staff to drive the minibuses within the United Kingdom and it is Uneek Learning’s policy that the vehicles should not be driven abroad. 
 
Vehicle Maintenance 
· The maintenance programme for the minibuses is controlled by Tim Payne. 
· The minibuses are serviced in accordance with the manufacturer’s recommended schedule (all work carried out via ‘Paynes of Hinckley’) 
· It is the responsibility of all staff to ensure that: 
a) they are clean, particularly the windscreens 
b) the vehicle has sufficient fuel 
c) the oil, water and tyres checked and adjusted as necessary 
d) the seat belts have been checked and are working properly e) all the lights work properly 
· The minibuses require a yearly Class V MOT test which must be carried out by a designated testing station. This is arranged by Tim Payne as part of the annual maintenance programme. 
· Personal cars used on behalf of Uneek Learning must be kept in a fully roadworthy condition and have valid MOT certificates.                                                                                                   
· Drivers are to report any faults found on the minibus vehicle to Tim Payne whom will arrange for repairs to be carried out.
 
Safe Driving / Safeguarding

· Drivers and their passengers wear seat belts whenever the vehicle is on the move. 
· Smoking/ vaping is not permitted on the bus and CCTV is in operation on the vehicle. 
· The driver is to check that the lights work properly and that there is not visible damage to the tyres before starting a journey. 
· While on the move the driver is not to eat, drink or use a mobile phone. If a message needs to be responded to, the driver is to stop at the first safe opportunity. 
· Journeys are to be planned to take account of the time of day, likely traffic conditions, opportunities for breaks en route, types of road to be used and the distance involved (Offsite Trips/ Visits Risk Assessment completed) 
· At least one staff member must sit in the back of the minibus for offsite trips/ visits (risk assessment in place) 
· Staff are mindful of appropriate social conversations around young people
·  (Outlined in further detail in Staff Code of Conduct)
· Drivers are to be sufficiently fit to undertake planned journeys and nobody is to drive a minibus or a personal car on behalf of Uneek Learning under the influence of alcohol or drugs. 
· Protective equipment in the event of a breakdown is provided in each vehicle (a torch, triangle sign and a reflective vest). It is the driver’s responsibility to check they are in the vehicle when leaving the site.
· All vehicles used to transport young people is to carry a fully stocked first aid kit (can be provided if not present).
· The minibuses both carry a fire extinguisher.
· ‘CCTV in Operation’ signs are visible/ on display on the bus and all passengers are notified on induction. 


Accident/Breakdown Procedure
· In the event of an accident, the driver, or if the driver is incapacitated, the most senior passenger is to:
A) make the accident scene as safe as possible
b) do not move injured passengers unless this is necessary to keep them from further harm 
c) ensure passengers are moved to safety 
d) call the emergency services and then stay at the scene of the accident 
e) obtain the details of any independent witnesses to the accident 
f) contact Uneek Learning and report the circumstances of the accident 
g) try to contain the spread of information about the incident to allow Uneek Learning to maintain a single coherent message about the incident to parents and the public.  This must involve preventing pupils all ringing their parents and spreading alarming rumours 
· In the event of a vehicle breakdown, the driver is to:                                                                                               a) attempt to move the vehicle off the carriageway 
b) switch on the hazard warning lights and place the warning triangle about 50m behind the vehicle.  Warning triangles are not to be used on motorways. 
c) evacuate the passengers to a place of safety and any pupils should be kept under close adult supervision 
d) telephone the breakdown service
e) inform Uneek Learning of what has happened and pass on a contact telephone number, then keep the telephone switched on. 
Use of staff personal vehicles to transport learners 
· Young people should not travel in staff vehicles unless staff are covered by business insurance, the journey is unavoidable, and no other transport is available. For staff that hold business insurance, a copy of their valid insurance certificate must be held on their personnel file and in the vehicle file on site. The Business Manager (Emily Wittering) will check all staffs driving licenses on a yearly basis for points.
· Parents/ carers complete induction paperwork to provide written consent for staff to transport learners if required.
· If staff are authorised to use their own vehicles mileage will be paid at 55p per mile
· Copies of staff licenses are kept on their personnel files and in the vehicles file on site.
· Staff are responsible for informing the manager of any conviction to their licence.

Additional
· Uneek Learning will abide by the law regarding passengers and seat belts, and will ensure workers and young people are safely restrained.
· The speed limit in the car park must not exceed 10mph.
· All staff must not exceed any speed limits whilst driving a company vehicle, whether they are escorting a Young person or not. Staff are responsible for any speeding or parking fines or any other related offence. The company will not pay any speeding fines incurred by staff
· Employees are required to drive responsibly, according to the law and to take every possible precaution to drive safely, taking terrain, area and weather conditions into account. Employees must also ensure they take adequate rest stops on long journeys
· Staff must never give any vehicle keys to any young people.
· Staff must ensure windows / doors on vehicles are fully locked after use so that students do not enter the vehicle without staff members. 
· Risk assessments are in place for offsite activities with learners. 

Summary 
Uneek Learning does all it can to keep the vehicles in a safe working order and put measures in place to keep staff / students safe 
· The vehicles’ documentation is kept current and drivers given the appropriate training. 
· To ensure that journeys take place without incident, members of staff driving on behalf of Uneek Learning are to ensure that: 
a) they plan their journeys 
b) they carry out simple checks on the vehicle before setting off to ensure that it is roadworthy and their passengers secure 
c) that they do not drive for too long at a time and that they are not distracted while they are driving 
d) that they report any vehicle faults after the journey
[bookmark: _Hlk144396313]e) At least one staff member must sit in the back of the minibus for offsite trips/ visits (risk assessment in place) 
f) Staff are mindful of appropriate social conversations around young people
 (outlined in further detail in Staff Code of Conduct) 
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