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1. Introduction 

Kirkbie Kendal School recognises the important role that safe and reliable transport plays in supporting 
educational visits, sporting fixtures, curriculum activities, enrichment opportunities and approved 
community use. The school is committed to ensuring that its minibus is operated safely, responsibly 
and in full compliance with current legislation, insurance requirements and recognised best practice. 

The purpose of this policy is to establish clear procedures for the booking, management and operation 
of the school's minibus. It outlines the responsibilities of the school, authorised drivers and hirers while 
ensuring that the welfare and safety of passengers, staff, volunteers and members of the public remain 
the highest priority at all times. 

This policy has been developed to minimise risk, protect all users of the vehicle and ensure 
consistency in the management of school transport. Every individual authorised to drive or hire the 
vehicle is expected to familiarise themselves with this policy and comply fully with its requirements. 

Failure to comply with this policy may result in the withdrawal of driving or hiring privileges, financial 
liability for damage or losses incurred and, where appropriate, disciplinary or legal action. 

2. Purpose 

The purpose of this policy is to ensure that the Kirkbie Kendal School minibus is managed in a safe, 
efficient and legally compliant manner. The policy provides a clear framework for the safe operation 
of the vehicle and aims to reduce the risks associated with transporting pupils, staff and authorised 
passengers. 

The school is committed to maintaining high standards of vehicle safety through regular servicing, 
inspections and preventative maintenance. Equally important is ensuring that only competent, suitably 
qualified and authorised individuals are permitted to drive the vehicle. 

This policy also seeks to protect the interests of Kirkbie Kendal School by ensuring compliance with 
insurance requirements, reducing the likelihood of accidents and ensuring that appropriate procedures 
are followed should incidents occur. 

The school expects every driver to demonstrate professionalism, courtesy and responsibility while 
representing Kirkbie Kendal School within the local community and beyond. 

3. Scope 

This policy applies to every individual or organisation authorised to use the Kirkbie Kendal School 
minibus. It includes members of staff, governors, volunteers, approved community organisations and 
any other person authorised by the Headteacher or Site Manager. 

The vehicle is intended primarily for educational purposes including curriculum activities, educational 
visits, sporting fixtures, residential visits, extracurricular activities and approved school events. Subject 
to availability, the school may also permit the vehicle to be hired by recognised charitable, voluntary 
or community organisations where such use does not conflict with school requirements. 

The minibus shall not be used for any commercial activity or for any purpose that falls outside the 
conditions of the school's insurance policy or Section 19 Permit requirements. 

All users are expected to comply fully with the provisions of this policy regardless of the nature or 
duration of the hire. 
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4. Legal Responsibilities 

Kirkbie Kendal School is committed to ensuring that all minibus operations comply with current 
legislation and recognised good practice. 

This policy has been developed with reference to the Health and Safety at Work etc. Act 1974, the 
Road Traffic Act 1988, the Management of Health and Safety at Work Regulations 1999, the Equality 
Act 2010, the Highway Code, Department for Education guidance relating to educational visits and 
the conditions governing the use of Section 19 permits. 

Drivers are personally responsible for complying with all road traffic legislation whilst operating the 
vehicle. Authorisation by the school does not remove an individual's legal responsibilities under UK 
law. 

The school reserves the right to amend this policy at any time to reflect changes in legislation, 
insurance requirements or operational needs. 

5. Health and Safety 

The safety of passengers, drivers and other road users is fundamental to every journey undertaken 
using the Kirkbie Kendal School minibus. 

Every journey must be planned appropriately, taking account of weather conditions, traffic, driver 
welfare and the nature of the journey being undertaken. Drivers must ensure that the vehicle is suitable 
for the planned journey and that sufficient time has been allowed to complete the journey safely without 
unnecessary pressure. 

The vehicle must never be driven by any individual who is impaired through alcohol, drugs, medication, 
fatigue or any medical condition that may affect their ability to drive safely. Drivers have a legal and 
professional responsibility to ensure they remain fit to drive throughout the duration of every journey. 

Smoking, including the use of electronic cigarettes or vaping devices, is prohibited within the vehicle 
at all times. 

Drivers are expected to demonstrate patience, professionalism and courtesy while driving and should 
remember that they are representing Kirkbie Kendal School whenever the vehicle is in use. 

6. Safeguarding 

Kirkbie Kendal School recognises that transporting pupils carries safeguarding responsibilities in 
addition to normal road safety requirements. 

All staff transporting pupils must comply with the school's safeguarding and child protection 
procedures throughout every journey. Appropriate levels of supervision must be maintained at all 
times, taking into account the age, needs and behaviour of the passengers. 

Where practicable, educational visits involving pupils should be supervised by more than one 
responsible adult. Drivers should avoid situations where they are transporting an individual pupil alone 
unless this has been appropriately risk assessed and authorised. 

Any safeguarding concerns arising during or following a journey must be reported immediately in 
accordance with the school's safeguarding procedures. 

The welfare of children and young people shall always take precedence over operational convenience. 
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7. Driver Eligibility 

The safety of passengers is dependent upon the competence, experience and suitability of the driver. 
For this reason, Kirkbie Kendal School will only authorise individuals who satisfy the school's insurance 
requirements and have demonstrated that they are capable of operating the vehicle safely and 
responsibly. 

All drivers must hold a full and valid United Kingdom driving licence and must have held that licence 
for a minimum period of two years unless otherwise agreed by the school's insurers. Drivers are 
expected to be between the ages of 23 and 70 years unless alternative arrangements have been 
approved in writing by the school's insurance provider. 

Before being authorised to drive the vehicle, every driver must complete the school's Driver 
Declaration Form and provide a current DVLA Share Code to enable the school to verify their driving 
licence. Annual driving licence checks will be undertaken by the school to ensure continued 
compliance with insurance conditions and legal requirements. 

Drivers must immediately notify the Site Manager if they receive any penalty points, motoring 
convictions, driving disqualifications or cautions that may affect their ability to drive the school minibus. 
Drivers are also required to report any medical condition that must be declared to the DVLA or that 
may impair their ability to drive safely. 

The school reserves the right to withdraw driving authorisation at any time where concerns exist 
regarding driving standards, licence entitlement, insurance requirements, medical fitness or any other 
matter that may affect the safe operation of the vehicle. 

Authorisation to drive the school minibus remains entirely at the discretion of Kirkbie Kendal School 
and may be suspended or withdrawn without notice where this is considered necessary to protect the 
safety of passengers or the reputation of the school. 

8. Driver Responsibilities 

Drivers are responsible for the safe operation of the minibus from the point at which the vehicle is 
collected until it is returned to the school. They are expected to exercise sound judgement, 
demonstrate professional conduct and ensure that every journey is completed safely. 

Drivers must familiarise themselves with the vehicle before commencing a journey and must ensure 
they understand the operation of all safety equipment, vehicle controls and emergency procedures. 
They are responsible for ensuring that all passengers are seated correctly and that seatbelts are worn 
before the vehicle begins moving. 

Drivers must never exceed the legal seating capacity of the vehicle or carry passengers in any manner 
that compromises safety. They are responsible for ensuring that luggage and equipment are stored 
securely so that they cannot move during transit or obstruct emergency exits. 

Drivers must comply fully with all road traffic legislation, the Highway Code and any local traffic 
restrictions throughout the journey. They must drive in a safe, courteous and considerate manner, 
taking account of road conditions, weather, visibility and traffic volumes. 

The use of handheld mobile phones while driving is strictly prohibited. Where communication is 
necessary, the vehicle must first be brought to a safe and legal stop. 

Drivers must not consume alcohol or use illegal substances before or during any journey. They must 
not drive while affected by prescribed medication that could impair their judgement, reaction time or 
ability to operate the vehicle safely. 
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Should a driver feel unwell, fatigued or otherwise unable to continue driving safely, the journey must 
be stopped as soon as it is safe to do so and alternative arrangements must be made where 
appropriate. 

9. Vehicle Safety Inspections 

The condition of the school minibus is fundamental to the safety of its occupants. A thorough inspection 
of the vehicle must therefore be completed before and after every hire. 

Prior to commencing a journey, the driver must ensure that the tyres appear to be in good condition 
and correctly inflated, that all lights and indicators are operating correctly, that mirrors and windows 
provide clear visibility and that there is no obvious damage which may affect the safe operation of the 
vehicle. 

The driver must also ensure that the windscreen washer fluid, engine oil, coolant levels and fuel levels 
are sufficient for the planned journey. Any warning lights displayed on the dashboard must be 
investigated before the vehicle is driven. 

The vehicle's first aid kit, fire extinguisher, warning triangle, high visibility vest and any other 
emergency equipment must be present and serviceable before departure. 

Following completion of the journey, the driver must inspect the vehicle for any new damage, remove 
all personal belongings and litter, complete the mileage records and report any defects immediately 
to the Site Manager. 

No person shall drive the vehicle if they believe it is unsafe or unroadworthy. 

10. Vehicle Condition and Maintenance 

Kirkbie Kendal School is committed to maintaining the minibus to the highest possible standard 
through planned servicing, regular inspections and prompt repair of defects. 

Routine servicing and maintenance will be undertaken in accordance with the manufacturer's 
recommendations and any statutory inspection requirements. Safety-related defects will be repaired 
immediately and the vehicle will not be released for hire until it has been confirmed safe for use. 

Drivers play an important role in maintaining the condition of the vehicle by reporting defects promptly 
and ensuring that avoidable damage does not occur during use. 

The hirer is expected to exercise reasonable care while the vehicle is in their possession and shall be 
responsible for any damage resulting from negligence, misuse or failure to follow this policy. 

The vehicle must never be driven off-road unless this forms part of an authorised activity specifically 
approved by the school and its insurers. 

11. Passenger Safety 

Passenger safety is the responsibility of both the driver and any accompanying members of staff. 

Every passenger must occupy an approved seat fitted with a seatbelt throughout the duration of the 
journey. Drivers must not move the vehicle until they are satisfied that all passengers are correctly 
seated and wearing their seatbelts. 

Passengers must remain seated whenever the vehicle is in motion and should avoid behaviour that 
may distract the driver or place themselves or others at risk. 
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Gangways, emergency exits and access routes must remain unobstructed at all times. Luggage, 
sports equipment and other items must be stored securely to prevent movement during braking or 
cornering. 

Where pupils are being transported, appropriate standards of behaviour are expected throughout the 
journey in accordance with the school's Behaviour Policy. Any inappropriate behaviour that 
compromises safety may result in disciplinary action or the withdrawal of transport privileges. 

Drivers and accompanying staff should remain vigilant throughout every journey and take appropriate 
action to maintain a calm, safe and orderly environment within the vehicle. 

12. Journey Planning 

All journeys undertaken using the Kirkbie Kendal School minibus must be appropriately planned to 
ensure the safety of passengers and the efficient use of the vehicle. Drivers should familiarise 
themselves with the proposed route before departure and consider the distance to be travelled, 
expected journey times, weather conditions, roadworks, traffic restrictions and any other factors that 
may affect the journey. 

Where longer journeys are planned, adequate rest breaks should be incorporated into the itinerary to 
reduce driver fatigue. Drivers must never continue driving if they become tired or feel that their 
concentration is impaired. Alternative arrangements should be made where necessary to ensure that 
journeys are completed safely. 

The driver is responsible for ensuring that sufficient fuel is available for the planned journey and must 
not allow the fuel level to fall to a point where the safe operation of the vehicle may be compromised. 
Where journeys extend over several days, the hirer is expected to monitor the general condition of the 
vehicle and report any concerns immediately. 

The school encourages drivers to allow additional travelling time rather than feeling under pressure to 
meet strict deadlines. Passenger safety must always take priority over arrival times. 

13. Speed Limits 

Drivers must comply with all statutory speed limits applicable to minibuses and should always adjust 
their speed to suit the prevailing road, traffic and weather conditions. The existence of a legal speed 
limit does not remove the driver's responsibility to travel at a speed that is appropriate for the conditions 
at the time. 

The school minibus is fitted with a speed limiter that restricts the maximum speed to approximately 62 
miles per hour. Drivers must not attempt to interfere with or override this system under any 
circumstances. 

Any speeding offences or fixed penalty notices incurred during the period of hire shall remain the 
responsibility of the driver or hiring organisation. Kirkbie Kendal School reserves the right to recover 
any associated administration costs where appropriate. 

14. Accidents and Emergencies 

Should the vehicle become involved in a road traffic collision or any other incident, the driver must 
stop immediately where it is safe and lawful to do so. The safety of passengers should always be the 
first priority and the driver must assess whether emergency assistance is required. 

Where injuries have occurred or there is any risk to public safety, the emergency services should be 
contacted without delay. If the vehicle is causing an obstruction or presents a danger to other road 
users, appropriate measures should be taken to protect the scene while ensuring that passengers 
remain safe. 



  
Minibus Hire Policy   Page 9 of 14  M8 V1.0 

 

Drivers should exchange the necessary details with any third parties involved but must not admit 
liability or make statements regarding responsibility for the incident. Photographs should be taken 
where it is safe to do so, and the names and contact details of any witnesses should also be recorded. 

The Site Manager or designated school representative must be informed as soon as reasonably 
practicable. On return to the school, the driver must complete the appropriate accident reporting 
documentation and provide a full written account of the incident. 

Any accident involving pupils will also be managed in accordance with the school's safeguarding, 
health and safety and educational visits procedures. 

15. Breakdown Procedure 

The school minibus is covered by an approved roadside assistance provider to ensure support is 
available in the event of a mechanical breakdown. 

If the vehicle breaks down, the driver should move to a safe location whenever possible and activate 
the vehicle's hazard warning lights. Passengers should remain within the vehicle unless remaining 
there would present a greater risk than leaving it. 

The driver must contact the breakdown provider using the details contained within the vehicle 
information pack and must notify Kirkbie Kendal School at the earliest safe opportunity. 

Drivers should remain calm, provide reassurance to passengers and follow any instructions given by 
the emergency services or breakdown operator. Under no circumstances should unauthorised repairs 
be undertaken without prior approval from the school. 

Where delays are likely to affect the planned return time, the driver must keep the school informed so 
that alternative arrangements can be made where necessary. 

16. Insurance 

The Kirkbie Kendal School minibus is insured under the school's motor insurance policy and may only 
be driven by individuals who have been formally authorised by the school. 

Insurance cover is conditional upon the accuracy of the information provided by the driver. Failure to 
disclose motoring convictions, penalty points, medical conditions or any other relevant information 
may invalidate insurance cover and could result in the driver becoming personally liable for any 
associated costs. 

The school reserves the right to withdraw driving authorisation from any individual who no longer 
satisfies the conditions of the insurance policy or whose driving history gives rise to concerns regarding 
safety or insurability. 

The hirer remains responsible for any insurance excess applicable following an incident where they 
are found to be responsible, together with any additional costs arising from negligence, misuse or 
breaches of this policy. 

17. Booking Procedures 

All requests to hire the school minibus must be submitted through the Site Team using the approved 
booking process. Bookings should be made as far in advance as possible to enable vehicle availability, 
maintenance schedules and school requirements to be properly managed. 

The approval of any booking remains entirely at the discretion of Kirkbie Kendal School. Priority will 
always be given to educational activities, curriculum requirements and school events. Community 
bookings will only be confirmed where the vehicle is not required for school business. 
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A booking shall not be regarded as confirmed until written confirmation has been provided by the 
school. Kirkbie Kendal School reserves the right to refuse or cancel any booking where operational 
requirements, vehicle maintenance, safety concerns or unforeseen circumstances make this 
necessary. 

The hirer is responsible for ensuring that the vehicle is returned at the agreed time. Any anticipated 
delay must be reported to the school immediately. Failure to return the vehicle on time may affect 
subsequent bookings and additional charges may be applied where appropriate. 

Invoices issued by Kirkbie Kendal School should be settled within the payment period specified on the 
invoice. Persistent late payment may result in future booking requests being declined. 

18. Charges and Financial Responsibility 

Hire charges are reviewed periodically by Kirkbie Kendal School to ensure that they accurately reflect 
the costs associated with operating, maintaining and insuring the vehicle. 

The standard mileage rate, minimum hire charge and any additional fees will be published separately 
by the school and may be amended without notice to reflect changes in operating costs. 

The hirer accepts responsibility for any parking charges, congestion charges, toll fees, fixed penalty 
notices or other costs incurred during the period of hire. 

Where the vehicle requires additional cleaning following use, or where damage has occurred through 
negligence, misuse or failure to comply with this policy, the hirer will be responsible for meeting the 
full cost of cleaning, repairs or replacement. 

The use of incorrect fuel will result in the hirer becoming liable for all associated recovery, repair and 
administration costs. 

19. Monitoring and Compliance 

The Site Manager is responsible for the day-to-day administration of the school's minibus and for 
monitoring compliance with this policy. Records relating to bookings, driver authorisations, vehicle 
inspections, maintenance, servicing and incidents will be maintained in accordance with the school's 
record retention procedures. 

The school reserves the right to audit any aspect of the vehicle's use and to investigate any incident, 
complaint or allegation relating to the operation of the minibus. 

Failure to comply with this policy may result in the withdrawal of driving authorisation, suspension of 
hiring privileges, recovery of financial losses, disciplinary action or legal proceedings where 
appropriate. 

20. Policy Review 

Kirkbie Kendal School is committed to continually improving the safe management of its transport 
arrangements. This policy will be reviewed annually or sooner where there are significant changes to 
legislation, Department for Education guidance, insurance requirements or the operational needs of 
the school. 

Any amendments to this policy will be approved by the Headteacher and Governing Body before 
implementation. All authorised drivers and regular hirers will be informed of any significant changes to 
ensure continued compliance. 

By adhering to this policy, Kirkbie Kendal School aims to provide a safe, efficient and well-managed 
transport service that supports the educational and wider community activities of the school while 
maintaining the highest possible standards of safety, professionalism and legal compliance. 
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21. Driver Declaration 

Before an individual is authorised to drive the Kirkbie Kendal School minibus, they must complete and 
sign a Driver Declaration confirming that they meet the school's eligibility requirements and understand 
their responsibilities. 

The driver confirms that they hold a full and valid United Kingdom driving licence and that they have 
held the appropriate entitlement for a minimum of two years or otherwise satisfy the requirements of 
the school's insurance provider. 

The driver confirms that they have provided the school with a current DVLA Share Code to enable 
verification of their driving licence and understands that driving licence checks will be undertaken 
annually or more frequently where considered necessary. 

The driver declares that they have disclosed all motoring convictions, endorsements, pending 
prosecutions, driving disqualifications and any previous refusals or restrictions relating to motor 
insurance. 

The driver confirms that they have informed the Driver and Vehicle Licensing Agency of any medical 
condition where notification is legally required and that they are medically fit to drive the school minibus 
safely. 

The driver accepts responsibility for notifying Kirkbie Kendal School immediately should any changes 
occur to their driving licence, medical fitness or insurance eligibility following completion of this 
declaration. 

The driver confirms that they have read and understood the Kirkbie Kendal School Minibus Hire Policy 
and agree to comply with all requirements contained within it. 
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APPENDIX A – VEHICLE COLLECTION AND RETURN 

22. Collection of the Vehicle 

Prior to collecting the vehicle, the authorised driver must report to the designated collection point and 
obtain the vehicle keys from the Site Team or another authorised member of staff. 

The driver should ensure that the booking documentation has been completed correctly and that the 
planned journey has been authorised by the school. 

Before leaving the school premises, the driver should complete the required vehicle inspection and 
immediately report any defects or concerns to the Site Team. If any defect is considered to affect the 
safe operation of the vehicle, the journey must not commence until the issue has been resolved. 

The mileage at the start of the hire should be accurately recorded to enable the correct calculation of 
hire charges and maintenance schedules. 

23. Returning the Vehicle 

Upon completion of the hire period, the vehicle must be returned to the agreed location at the time 
specified within the booking confirmation unless alternative arrangements have been agreed with the 
school. 

The vehicle should be left in a clean and tidy condition with all personal belongings removed. Any 
rubbish generated during the journey must be disposed of before the vehicle is returned. 

The driver should ensure that all windows and doors are securely closed, electrical equipment has 
been switched off, interior lights have been extinguished and the vehicle has been locked before 
returning the keys. 

The final mileage should be recorded together with any defects, warning lights or incidents that 
occurred during the hire period. 

Failure to report damage at the time of return may result in the hirer being held responsible for repair 
costs identified after the vehicle has been inspected 

APPENDIX B – ACCIDENT REPORTING 

24. Reporting Incidents 

All accidents, regardless of severity, must be reported to Kirkbie Kendal School immediately or as 
soon as it is safe to do so. 

Drivers should provide a factual account of the circumstances surrounding the incident, including the 
location, date and time, weather conditions, names of those involved and details of any injuries or 
damage sustained. 

Photographs should be taken whenever it is safe and appropriate to do so. Contact details of witnesses 
should also be obtained wherever possible. 

No repairs should be authorised by the driver without prior approval from Kirkbie Kendal School or the 
school's insurers. 

The school reserves the right to undertake its own investigation following any accident involving the 
minibus. 
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APPENDIX C – RESPONSIBILITIES OF THE HIRER 

25. Responsibilities During the Hire Period 

The organisation hiring the vehicle accepts full responsibility for ensuring that only authorised drivers 
operate the vehicle throughout the period of hire. 

The hirer is responsible for ensuring that the vehicle is used only for the purpose stated within the 
booking application and that it is operated in accordance with this policy. 

The hirer accepts responsibility for ensuring that passengers behave appropriately throughout the 
journey and that the driver's ability to concentrate is not compromised by unacceptable behaviour. 

The hirer will be responsible for any additional costs arising from misuse of the vehicle, avoidable 
damage, excessive cleaning requirements, traffic offences, parking charges, congestion charges or 
toll fees incurred during the hire period. 

Where the vehicle sustains damage resulting from negligence or failure to follow this policy, Kirkbie 
Kendal School reserves the right to recover all associated costs from the hirer. 

APPENDIX D – DATA PROTECTION 

26. Storage of Driver Information 

Kirkbie Kendal School collects personal information from authorised drivers for the purpose of verifying 
eligibility to drive the school minibus and ensuring compliance with legal and insurance requirements. 

Information including driving licence details, DVLA Share Codes, declarations and contact information 
will be processed in accordance with the UK General Data Protection Regulation and the Data 
Protection Act 2018. 

Driver information will be retained only for as long as necessary to fulfil the purposes for which it was 
collected and will be securely destroyed in accordance with the school's records retention procedures. 

Personal information will only be shared with third parties where required by law, insurance providers 
or regulatory authorities. 

APPENDIX E – POLICY COMPLIANCE 

27. Declaration of Compliance 

Kirkbie Kendal School expects every authorised driver and hiring organisation to comply fully with the 
requirements of this policy. The safe operation of the school minibus depends upon every individual 
accepting responsibility for maintaining high standards of driving, passenger care and vehicle 
management. 

Any breach of this policy will be investigated by the school and may result in the immediate suspension 
of driving authorisation, cancellation of future bookings, recovery of financial losses, disciplinary action 
or referral to external agencies where appropriate. 

The school is committed to reviewing this policy regularly to ensure that it continues to reflect current 
legislation, recognised good practice and the operational needs of Kirkbie Kendal School. 
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PUBLICISING THE PLAN 
 
Copies of this plan will be promoted and made available to existing or prospective parents 
using the following means: 
 
• School Website 
• Application to the school 
 
RELATED POLICIES 
Minibus Policy 
 

 
THIS DOCUMENT IS AVAILABLE IN THE FOLLOWING FORMATS:  PAPER/ENLARGED 
PRINT/EMAIL/WEBSITE 


