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1. School Driver & Vehicle Operating Policy  

More than a quarter of all road traffic incidents involve somebody who 

is driving as part of their employment. Health and safety law applies to 

work activities on the road in the same way as it does to all School 

activities and the School need to manage the risks to staff and pupils as 

part of the School’s health and safety arrangements. 

 

The aim of this policy is to ensure that the School takes all reasonable 

practicable measures to reduce the potential of harm being caused 

during School operated related journeys by employees of Reading Blue 

Coat School. Whenever employees are driving, the risk assessment 

relevant to the trip must also include reasonable measures to control 

driver fatigue. 

This will be achieved by ensuring that: 

 

 our drivers are competent to drive the appropriate class of vehicles; 

 our vehicles are properly maintained, and are subject to driver checks 

before use; 

 any non-school vehicle used for such a journey is road-worthy and fit for 

purpose; 

 there is continuous monitoring of driver performance and vehicle 

standards. 

2.   Authorised Driver Status (Minibus Use) 

a) Individuals wishing to drive a minibus on School business must be 

deemed competent in order to be added to the ‘Authorised Drivers 

List’, regardless of their driving qualifications. 

b) Individuals must have attained the age of 21 years and have a minimum 

of two years driving experience since passing their UK full driving licence. 

c) Competence will be assessed through a knowledge test, a practical 

driving skills assessment and a check on the driving history as recorded 

on the DVLA website. 
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d) The driver will also be required to sign an annual discloser statement 

confirming their driving history in relation to accidents, related offenses 

and fitness to drive. 

e) A copy of the driver’s licence must be held by the School. 

f) When assessing ‘suitability’, the driver’s age, experience, driving history 

and current licence status, in relation to endorsements and/or points, 

will be considered. 

g) Once a person has demonstrated competence they will be deemed to 

be Authorised for three years. To maintain Authorised Driver Status the 

individual will have to re-qualify as above.  

h) The School will also consider removing ‘Authorised Driver Status’ from an 

individual if there is reason to believe that a person’s driving ability is 

below that required by the School. This assessment will be made on such 

evidence as accident history, complaints relating to driving and driving 

offences. 

i) Any person who has attained Authorised Driver Status must inform the 

Bursar’s Office if he or she is found guilty of any driving offence or been 

involved in any road traffic accident, whether or not they were at fault. 

Reporting such incidents will not necessarily affect the persons 

Authorised Driver Status.  

j) The School will accept other certificates and/or licences issued by 

outside agencies or institutions if there is adequate and proper 

documentation of competence that would withstand scrutiny. 

Regardless of the duration of such qualifications issued by other 

agencies the School will only recognise such qualification for a three-

year period. The person will then be required to fulfil the Schools’ driver 

training in full. 

3.   Authorised Driver Status (Private Vehicles Use) 

a) Individuals wishing to use any non-school vehicle on School business 

must be deemed competent in order to be added to the ‘Authorised 

Drivers (Private Vehicles) List’. 

b) Individuals must have attained the age of 21 years and have a minimum 

of two years driving experience since passing their UK full driving licence. 

c) Competence will be assessed through a knowledge test and a check 

on the driving history as recorded on the DVLA website. 

d) The driver will also be required to sign an annual discloser statement 

confirming their driving history in relation to accidents, related offenses 

and fitness to drive. If the driver is using their private car they will 

complete a declaration of road-worthiness and supply a copy of the 

M.o.T if applicable. 

e) A copy of the relevant documentation such as the drivers licence and 

M.o.T must be held by the School. 
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f) When assessing ‘suitability’, the driver’s age, experience, driving history 

and current licence status, in relation to endorsements and/or points, 

will be considered. 

g) Once a person has been added to the list they will be deemed to be 

authorised for three years. To maintain Authorised Driver Status the 

individual will have to re-qualify as above.  

h) The School will also consider removing ‘Authorised Driver Status’ from an 

individual if there is reason to believe that a person’s driving ability is 

below that required by the School. This assessment will be made on such 

evidence as accident history, complaints relating to driving and driving 

offences. 

i) Any person who has attained Authorised Driver Status must inform the 

Bursar’s Office if he or she is found guilty of any driving offence or been 

involved in any road traffic accident, whether or not they are at fault. 

Reporting such incidents will not necessarily affect the persons 

Authorised Driver Status.  

j) An Authorised Driver for minibus use is deemed also to be an Authorise 

Driver for the use of a private vehicle. 

4. Condition and Road Worthiness of Non-School     

Vehicles 

a) It is important that any vehicle used for school related business is fully 

road-worthy and maintained to high standards. 

b) As an employee the driver of a private or hire vehicle has a legal duty 

of care to apply the same standards of checks and control measure 

applied for any journey in a School minibus. 

c) The School provide insurance for such journeys subject to the driver 

complying with the requirements set out in this policy. 

d) Other than exceptional circumstances any use of a private vehicle for 

school related journeys should be planned with adequate time to 

ensure that the driver completes a declaration as in 2(c) above which 

also states that the vehicle is properly maintained and if older than 36 

months has a valid M.o.T certificate, a copy of which should be held by 

the School. 

5. Responsibilities for all Drivers  

a) All drivers are expected to read and comply fully with the detail of this 

policy. 

b) Drivers should ensure that they are fit to drive and that the vehicle is in 

a safe condition before every journey. 

c) Any accident, complaint, vehicle damage, vehicle defect, 

breakdown, vehicle check by statutory agency, enforcement action or 
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offence must be reported in writing to the Bursar as soon as possible 

after the event. 

d) Employees are responsible for any fines or penalties they accrue whilst 

driving on School business including driving School vehicles. 

e) As an employee the driver has a legal duty of care to apply the same 

standards of checks and control measure applied for any journey in a 

School minibus. 

f) As an employee, regardless of the legal minimum alcohol limit, School 

Authorised Drives are required to refrain from consuming any alcohol, 

medication or other substances that may have a detrimental effect on 

their ability to drive. 

g) Particular consideration should be given to consuming alcohol within 

the previous 24 hours and the potential latent effect if driving with 

residue alcohol in the system. 

h) No driver should knowingly allow an unauthorised driver to take charge 

of a school vehicle or a vehicle used on School business unless a 

member of the emergency services or breakdown services. 

i) Drivers must ensure that there is a forward facing factory fitted seat and 

a working 3-point seat belt for each passenger carried. 

j) No person should be carried in the load compartment of any vehicle.  

k) Drivers must act responsibly and take appropriate rest breaks. 

Regardless of any suggested timescales or if driving in a convoy, if a 

driver feels fatigued they must take an adequate rest break. 

l) There is an expectation that drivers will refuel a School vehicle if the fuel 

gage falls below 50% full. 

m) In all but exceptional cases the minibus should be left in a clean and 

tidy state ready for the next user. 

6. Vehicle Checks 

a) All School vehicles are subject to a routine programme of service by the 

local main dealer. 

b) The School have allocated a member of staff to carry out a 

comprehensive weekly check and where necessary top up fluid levels, 

which includes refuelling.  

c) It must be stressed that the driver carries the legal responsibility to be 

satisfied that the vehicle they are operating is roadworthy at the start 

and during their journey. 

d) The checks detailed below are mandatory as they relate to safety and 

the vehicle’s roadworthiness. 

i) The ‘A’ check is to be carried by any authorised driver taking over 

the responsibility of the vehicle. 

ii) The ‘B’ check must be made prior to the first journey on each day. 

iii) The ‘C’ check will be carried out once a week and must be 

recorded by making an entry in the vehicle mileage logbook. 
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The ‘A’ Check (Acceptance Check) 

           

Bodywork   Fuel   Brake Fluid   Torch 

Tyres (visual)  Oil   Fire Extinguisher  Tyre 

Pressure Gauge 

Wheel nuts  Mirrors   First Aid Kit   Spare 

Bulbs 

Indicators   Water (washers) High Visibility Waistcoat Seats, 

Belts & Headrests 

Lights   Water (coolant) Warning Triangle  Vehicle 

folder  

 

Please record the details of any outstanding non-urgent defects and/or 

accident damage. 

 

The ‘B’ Check (Daily Safety Check) 

 

Wheel nuts  Fuel   First Aid Kit     

Tyres (visual)  Brake Fluid  Fire Extinguisher 

Lights    Oil   Mirrors 

Indicators   Water (coolant)  Water (washers) 

   

The ‘C’ Check 

 

A complete ‘A’ Check and a physical test of the tyre pressure using the Tyre 

Pressure Gauge provided. An entry will be made in the vehicle mileage 

logbook.  

7. Booking Procedure and Refuelling  

a) All vehicles are booked online using the School’s Intranet system. 

Please make sure you liaise with colleagues if you a booking a minibus 

immediately prior to or following another booking so there are no 

timing issues. 

b) Please collect and sign for the keys in Reception and complete the 

usage log book which you will find in the vehicle. 

c) There is a fuel card provided with each vehicle which you will find 

attached to the keys that you will sign out from reception. The 

corresponding pin number can be found on the vehicle usage log 

book. 
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d) These fuel cards work at the BP fuel station travelling West on the A4 

and the Texaco fuel station travelling East on the A4. 

e) Please record any fuel, lubricant or other consumables purchased on 

the vehicle usage log and forward all receipts to the Bursary. 

f) All vehicles should be refuelled by drivers once the fuel gage records 

under 50% full. 

8. Accident  & Breakdown Procedure 

a) The first priority is the safety and welfare of the pupils and staff. 

b) Give very careful consideration to where you site the vehicle after a 

minor accident or vehicle defect so you do not make a more serious 

incident likely. 

c) On motorways or other busy roads passengers should be taken onto 

the embankment or grass margin and as far from the traffic as is 

practicable. The hard shoulder on a motorway is very dangerous. 

d) Use hazard warning lights, side lights and high visibility waistcoat. 

Hazard warning triangles should not be used on motorway or similar 

road systems. 

e) If any person has sustained injuries and/or is trapped you will need the 

attendance of the Fire, Ambulance and Police services so please 

request their attendance as early as possible. 

f) Do not admit liability or apologise for any act or omission at any time. 

g) Using the accident report forms kept on the vehicle, gather the facts 

by answering the questions listed and sketch the accident scene. 

Photos also help. 

h) Try and secure the details of any possible witnesses. 

i) Even if the accident initially appears minor go through the above 

process, it may save you much time and stress later on. 

j) After the incident has been dealt with, consider the passengers who 

may not be injured but may be frightened, shocked or even highly 

excited. A few reassuring and calming words could save some wildly 

exaggerated stories of “We were all nearly killed” being delivered to 

worried parents. Such consideration will make people a bit more 

relaxed for the remainder of the journey. 

k) Further details of accident and breakdown procedures and where 

assistance may be required can be found in the individual vehicle 

folder in each minibus. 

l) Following any accident or breakdown inform the minibus Manager and 

the Bursar’s office as soon as it is practical to do so.  

9. Authorised Drivers List 

a) Those names listed in Appendix ‘A’ have received additional driver 

training and have been deemed competent to drive those minibuses 
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indicated. In addition the School have carried out a driving history 

check and hold a copy of their licence. 

b) Those names listed in Appendix ‘B’ have be made aware of their 

responsibilities as set out in this policy and authorised to drive other 

employees and, with strict controls in place, pupils in private or hired 

vehicles. In addition the School have carried out a driving history 

check and hold a copy of their licence. 

c) A yearly check of the individual’s driving history with DVLA will be 

carried out at the start of the academic year.  

d) These lists will be regularly updated and circulated to the SMT and 

Reception. 

10. Role and Responsibility 

a) The Bursar will be responsible for:  

I. Introducing, developing and reviewing the policy following 

consultation.  

II. Reviewing individual Authorised Driver status following adverse 

driving incidents. 

 

b) The Minibus Manager will be responsible for: 

I. The day-to-day implementation of and compliance with the 

policy. 

II. Ensuring that there is a pre-planned programme of servicing, 

maintenance, and statutory vehicle testing. 

III. Monitor, record and report on the on-going programme of 

maintenance of the minibuses to demonstrate roadworthiness 

at all times. 

IV. Ensuring that the vehicle has a full inventory of essential 

equipment as detailed. 

V. Complete a thorough weekly vehicle check to confirm 

roadworthiness. 

VI. To refuel all vehicles weekly. 

VII. To arrange temporary cover from the Ground or Maintenance 

Teams for items IV-VI during periods planed absences.    
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