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This school policy is presented with consideration for RCT ‘Workwell’ 

Health and Safety policies. The Pontypridd High policy will take 
account of updated RCT policy and guidance as appropriate through 

governing body review meetings. 
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1. Introduction 
 
Pontypridd High School does not own its vehicles.  The “school car” and any self-drive 
minibus are hired from the Local Authority (Fleet Management) and while this policy aims 
to outline the clear procedures to drivers regarding the safe use of these vehicles, it 
should be read in conjunction with RCTCBC’s “Driving on Council Business Policy, 
Council Owned, Leased and Hire Vehicles (Managing Work-Related Road Safety)” policy. 
 
School Car 
 
The school car helps provide: 
 

• access to STEP 4 curriculum provision 

• school trips & visits 

• assist with transporting students where there are safeguarding concerns 

• numerous other extra-curricular activities 
 

2. Approval to drive the school car 
 
Cars and minibuses up to 8 passenger seats can be driven on a normal car licence (B) 
subject to a completion of a council’s driving consent form.  Drivers should be comfortable 
in driving the vehicle if it is larger than the vehicle they are used to driving.  There is no 
minimum age to drive on a car licence. 
 
Self-Drive Mini Bus 
 
The hire of a self-drive mini bus helps provide: 
 

• transport for school fixtures 

• school trips and visits 

• assist with transporting students where there are safeguarding concerns 

• numerous other extra-curricular activities 
 

3. Approval to drive a self-hire mini bus 
 

A minibus is described as a motor vehicle with between 9 and 16 passenger seats.   
 
The local authority requires drivers to: 
 

• be between 21 and 70 years of age 

• hold a current full driving licence subject to completion of a council’s driving 
consent form 
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• have category D1 or D PCV entitlement on their licence 
 
The local authority is currently moving towards putting all staff that drive school minibuses 
through CPC training to ensure their competence to drive them. 
 
There may be occasions when staff may use their own vehicle as part of a school-based 
event/and or to assist in matters related to students.  Before using their own vehicle, staff 
should provide the Headteacher with: 
 

• a copy of their insurance certificate clearly showing business class 1 cover 

• a copy of a valid MOT certificate 

• a copy of the V5C document (vehicle log book) 

 
 

4. Responsibilities 
 
The school’s Admin Assistant for Wellbeing is responsible for maintaining a list of 
approved drivers for all hired vehicles. 
 
The Headteacher is ultimately responsible for ensuring that all vehicles are properly 
maintained through the council but this responsibility has been delegated to the Finance 
and Resources Manager. 
 
The Headteacher has overall responsibility for any hired vehicle and final powers of 
authorisation over its use. 
 
School Staff 
 
Any staff wishing to drive the school car or mini-bus will need to complete a council’s 
driving consent form – 3 year mandate (appendix 1). 
 
The school’s Admin Assistant for Wellbeing will send all mandates to Fleet Management 
for a licence check before staff are permitted to drive any hired vehicles. 
 
Should a driver change details such as address or name or gain points on their licence 
or acquire or lose categories, Fleet Management should be immediately informed. 
 
The Admin Assistant for Wellbeing should also inform Fleet Management of any driver 
that leaves employment or are no longer required to drive the vehicles, this prevents 
unnecessary checks being carried out. 
 
Students 
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All students will be expected to abide by the expectations of behaviour whilst being 
transported in any vehicle. 
 
Where there are instances of poor behaviour and/or lack of respect for staff and the 
vehicles, students may be prohibited from travelling in the vehicles. 

 

5. Procedures for using school vehicles 
 
School Car 
 
The school car is predominately used as part of the Step 4+ provision.  Any approved 
driver wishing to use the car should discuss the availability with the SLT lead for 
Alternative Curriculum.  The school car should be collected from, and returned to, its 
parking space located in the main car par immediately in front of the main reception.  Car 
keys should be returned to the Reception Office at the end of the journey.  Prior to ANY 
journey, the named driver must complete a visual check of the vehicle.  This is to ensure 
basic, but necessary, safety checks are undertaken. 
 
Any defects noted should be reported to the Finance and Resources Manager.   
 

• Serious defects must be reported IMMEDIATELY 

• Minor defects can be reported after the journey has taken place 

• If the driver is in any doubt, the vehicle MUST NOT be taken onto the road 
 
The school car is “off hire” during the school holidays.  The school’s Admin Assistant for 
Wellbeing informs Fleet Management of this however, there are occasions when the car 
is left onsite during this “off hire” period.  Under no circumstances should the car be used 
during this time. 
 
Mini Bus 
 
The school’s Admin Assistant for Wellbeing will organise any requests to hire a self-drive 
minibus.  Fleet Management delivers all mini-buses directly to the school.  On delivery 
the keys and visual check list showing minor marks and scratches are left at reception for 
collection by the hirer.  Once the hired period has ended, keys are left at reception and 
collected by Fleet Management. 
 

6. Insurance/Maintenance of the school car 
 
All hire vehicles are insured under the council insurance policy. 
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Service of the school car is annually or upon reaching a certain mileage (whatever comes 
first). 
 

7. In the event of an accident 
 
In the event of an accident whilst driving any vehicle when another vehicle causes 
damage: 

 
• The driver must stop and make the accident scene as safe as possible.  If 

necessary and, if possible, it may be appropriate to move the vehicle to a safer 

position 

• Where it is safe and reasonable to do so, pupils should be removed from the 

vehicle and taken to a safe area away from the accident site, where they should 

be fully supervised 

• The driver must stay at the scene of the accident until the emergency services and 

anyone else with reasonable cause have taken all the details 

• Insurance details should be swapped with a third party at the scene, however, NO 

LIABILITY should be admitted 

• A visual check of the vehicle should be undertaken before the journey resumes 

• If the vehicle is not roadworthy, the driver should contact the breakdown service 

(details in the Driving Checklist Folder) 

• The driver should inform the Finance and Resources Manager as soon as is 

reasonable possible 

 
8. In the event of a breakdown 

 

In the event of any vehicle breaking down whilst away from the school premises, staff 

should: 

 

• Where it is safe and reasonable to do so, remove students from the vehicle and 

they should be taken to a safe area away from the breakdown site, where they 

should be fully supervised 

• The driver should inform the Finance and Resources manager as soon as 

reasonably possible 

• The breakdown service (details in car folder) should be contacted as soon as is 

reasonably possible. 
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9. Health and safety of drivers and passengers 

Drivers should make students aware of the following before the commencement of the 

journey: 

 

• Seatbelts must be worn at all times (this is a legal requirement and it is the driver’s 

responsibility to check this) 

• Everyone should remain seated at all times, should be well behaved and provide 

no distraction to the driver 

• Bags should be kept on laps or stored in the boot of the car. 

 

 
10.Other Safety considerations 

 
The driver must always assess if they are safe to drive the car before commencing a trip: 

 
• Drivers should have had sufficient rest prior to undertaking a journey 

• Drivers should remember that prescribed medication or over the counter 

medications may affect their ability to drive 

• Drivers who have had any alcohol within the previous 12 hours should not drive 

the school vehicles 

• Drivers MUST NOT drive for longer that 2 hours without taking a break for at least 

15 minutes 

• For safeguarding reasons, the driver should always be accompanied by a second 

member of staff when transporting students. 

 
11.First Aid 

 

Before any journey a first aid box should be collected from Pupil Services.  If a situation 

arises where first aid is required the member of staff present will need to make an 

informed decision about what advice and level of first aid to provide depending on 

their own training and qualifications. 
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Appendix A 
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