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RISK ASSESSMENT

DATE RISK ASSESSMENT PREPARED: 29.03.04.…..

	ACTVITY:
	Use of minibus

	VENUE DETAILS:
	

	HAZARDS
	CONTROL MEASURES
	ADDITIONAL INFORMATION

	Road traffic Accident
	LEA guidelines on transport to be followed. Detailed information available at: www.salford.gov.uk/learning/lea/educational-trips/code_of_practice/transport  

A minimum of two adults per vehicle – one driving, one supervising


	Drivers and escorts (supervisors) on a minibus to be given a copy of appendices 2, 3 & 4 of the ROSPA: Minibus Safety – A Code of Practice. March 2002 (attached)



	Vehicle breakdown
	Ensure vehicle is roadworthy and meets all legal criteria
	 

	
	Daily check of vehicle

All drivers should familiarise themselves with the vehicle prior to transporting a group of children
	

	Accident caused as a result of moving around the vehicle
	Seat belts to be worn at all times
	

	Lack of experience / knowledge of minibus driving & passenger management resulting in accident
	Minibus driver to meet following minimum criteria:

· Be in possession of a valid driving licence

· Be medically fit to drive

· Be trained & assessed as competent in minibus driving and passenger management

· Comply with recommended driver rest breaks

· If driving under a section 19 small bus permit be a minimum of 21 years of age and have held a full licence for at least 2 years
	On residential visits, to avoid driver fatigue, minibus drivers should ensure that where possible, overnight supervision of youngsters is delegated to non-drivers



	
	
	


RISK ASSESSMENT REVIEWED BY: ………………………………………………………………

NAME OF SCHOOL: …………………………………………………………………………………

DATE OF VISIT: ………………………………………………………………………………………

DATE OF REVIEW: ……………………………………………………………………………………

Source document: ROSPA: Minibus Safety – A Code of Practice March 2002.  Appendices 2-4 inclusive

Appendix 2





              Advice for Minibus Drivers

On journeys where an escort is present, the items below should be divided between the driver and escort, with the driver concentrating on those tasks which directly relate to driving the vehicle.

Before Setting Off

	· Allow sufficient time for the journey


	· When school bus signs are used, make sure they are in position only while children are being transported, and that they do not obstruct your vision.

	· Avoid long spells of driving, and plan breaks to ensure you are fresh to continue and that children do not get restless


	· Always ensure that ambulant disabled passengers are seated safely and comfortably and that passengers travelling in their wheelchairs are safely restrained.  Wheelchairs not in use must also be securely stored.

	· Conduct a pre-drive safety check before every drive


	· Make sure there is a complete list of passengers being carried with a note of any special medical or other needs.  Keep the list with other relevant documents in a place where it can be readily found in the event of an accident.  Check that children have any necessary medication with them

	· Never allow passengers to board until the vehicle is at a complete standstill, and safely parked by an adjacent pavement or other traffic-free area.  If you need to leave the vehicle, switch off the engine 
	· Take care when using passenger lifts and other specialist equipment.  Always comply with the manufacturer’s instructions.

	· Passengers should enter the minibus from the pavement adjacent to the bus, not from the road itself (unless using a ramp or lift at the rear).  If driving abroad, the nearside door may open onto the road, and therefore, extra care will be needed.
	· Check that no bags or clothing are caught in the doors, and check all mirrors every time before moving away in case latecomers are approaching the vehicle.

	· Ensure that children are supervised when boarding the vehicle, especially if they are using a rear door.  Plan which passengers will sit in the front seats and by the doors.
	· Check that all luggage is secured, and that gangways and exits are clear.

	· Do not exceed the carrying capacity of the minibus.  Make sure everyone is sitting, one to a seat, and that passengers are using seat belts
	· Know the height, width, length and weight of the vehicle, and the position of the exterior fuel cap.


During the journey (Appendix 2 cont.)

	· Do not allow noisy or boisterous behaviour, or passengers to trail flags or any other article form the vehicle.


	· If you have to stop for an emergency breakdown whilst on the motorway, only stop on the hard shoulder, and as for away from the carriageway and passing traffic as possible.  Again, ensure that passengers, especially children, remain together and are supervised.

	· Enforce a ‘No Smoking’ rule.

	· If requested by the police, or any other person having reasonable cause, give particulars of the driver’s name and driving licence, and the name and address of the minibus operator or owner.

	· Enforce a ‘No Alcohol’ rule.

	At the End of the Journey

	· Do not allow child passengers to operate the doors, and supervise any operation of the doors by responsible persons.
	· Ensure that children are supervised when leaving the vehicle, especially if they are using a rear exit.

	· Approach each stop slowly and with care.

	· Never allow passengers to leave until the vehicle is at a complete standstill, and safely parked by an adjacent pavement or other traffic-free area, and the hand brake is engaged.

	· Use hazard warning lights on school trips when children are boarding or leaving the vehicle.

	· Always park so that passengers stop onto a footway and not onto the  road.

	· If there is a serious delay during the journey inform the school or organisation so that information may be passed to parents.  A mobile telephone is very useful for this purpose, but must not be used by the driver while driving.
	· Take particular care when reversing the vehicle if children are nearby.  Avoid unnecessary reversing but if it is unavoidable, seek adult assistance for direction, and ensure the assistant does not stand directly behind the vehicle.

	· Children must not be left unaccompanied in the minibus (this is another reason for having an escort).
	· Do not leave children alone if no one has arrived to collect them.  Ensure you know what to do if a child is not collected.

	· If the vehicle breaks down, or if there is an accident, give clear instructions to the passengers and see that children remain together and supervised: their safety is paramount.


	· Report any problems or incidents that occurred during the trip to the operator.

	· If there is a risk of fire, however small, evacuate the vehicle and move the occupants to a safe place.
	


Appendix 3


    
    The Duties of and Escort – Advice for Operators

	· Supervise the passengers when boarding or leaving the vehicle, taking particular care if they are leaving by the rear exit.  If driving abroad in a country that drives on the right, be aware that some doors may open onto the roadside.


	· Ensure that all luggage is securely stored and that all gangways and exits are kept clear.

	· Check that no passengers boards or leaves the vehicle until it is at a complete standstill, and safely parked by a pavement or other traffic free areas.


	· Ensure that when passengers are dropped off, they leave the vehicle safely; that no parts of their clothing are caught in the vehicle’s doors; that there is someone to meet them (a parent or guardian or carer in cases of children and/or persons with disabilities).



	· Ensure the driver does not move away until everyone is safely seated, facing the front and wearing a properly positioned and adjusted seat belts (if fitted), or using a securely fixed and properly adjusted special harness, seat or child restraint if appropriate.


	· Ensure that children are never left unsupervised in the minibus, or if the vehicle breaks down.

	· Check that ambulant disabled passengers are seated safely, passengers travelling in wheelchairs are safely secured and wheelchairs not in use are securely stored.


	· Only operate the passenger lift and other specialist equipment if trained and qualified to do so.

	· Ensure that passengers behave in an acceptable manner during the journey and do not distract the driver in any way.  Boisterous play must not be allowed; neither must smoking nor drinking alcohol.  Passengers must remain seated and wearing their seat belts (if fitted) throughout the journey.
	· Keep a complete list of the passengers, including details of any special needs, and ensuring that all passengers have returned to the vehicle after any rest stops.

	
	· In the event of a breakdown or accident, ensure that children remain supervised, are given clear and firm instructions and if necessary, help in evacuating the minibus.



	
	· Help to direct the vehicle if the driver needs to reverse but do not stand directly behind the vehicle out of the driver’s sight.  Children must never direct a reversing vehicle.
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     Advice for Escorts on Minibuses

	Before Setting Off
	· Enforce a ‘No Alcohol’ rule.

	· Reserve the most appropriate seat for yourself to allow you to supervise the passengers.
	· Do not allow passengers to operate the doors, unless supervised.

	· See that the children are supervised when boarding the vehicle if they are using a rear door.


	· If there is any serious delay during the journey inform the school or organisation so that information may be passed to parents.  A mobile telephone is very useful for this purpose.

	· Never allow passengers to board until the vehicle is at a complete standstill, and safely parked by an adjacent pavement or other traffic-free area.
	· Children must not be left unaccompanied in the minibus.

	· Always ensure that ambulant disabled passengers are seated safely and comfortably and that passengers travelling in their wheelchairs are safely restrained.
	· If the vehicle breaks down, or if there is an accident, give clear instructions to the passengers and see that children remain supervised:  their safety is paramount.

	· Ensure that any wheelchairs, and other equipment, not in use are securely stored.
	· If there is a risk of fire, however small, evacuate the vehicle and move occupants to a safe place.

	· Make sure there is a complete list of the passengers being carried with a note of any special medical or other needs.  Keep the list with other relevant documents in a place where it can be readily found in the event of an accident.
	· Ensure that litter is disposed of carefully (in a litter bag or bin) as cans rolling around the floor can be distracting.

	· Check that all luggage in secured.
	At the End of the Journey

	· Check that no bags or clothing are caught in the doors; check all mirrors every time before moving away in case latecomers are approaching the vehicle.
	· Ensure that children are supervised when leaving the vehicle, especially if they are using a rear exit.

	· Take care when using passenger lifts and other specialist equipment.  Always comply with the manufacturer’s instructions.


	· Never allow passengers to leave until the vehicle is at a complete standstill, and safely parked by an adjacent pavement or other traffic-free area.

	During the Journey
	· Do not leave children alone if no-one has arrived to collect them.

	· Do not allow noisy or boisterous behaviour
	· If necessary, assist the driver to reverse the vehicle.  Never allow a child to do this.  Do not stand directly behind the vehicle while it is reversing.

	· Try to keep the children occupied –the journey will seem much quicker.
	· Ensure that passengers take all their personal belongings with them.

	· Enforce a ‘No Smoking’ rule.
	· 
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