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      Model Template
Transporting Pupils/Students in Private Vehicles Driven by Staff




[image: image2.jpg]FIETTLE ANDREWS




Include this policy if your employees are expected to transport pupils / students in their own private vehicles. Add to / amend this policy as necessary.

Introduction
[Organisation name] recognises that employees may have to transport pupils / students in their own private vehicles in exceptional circumstances. Transporting students in staff owned vehicles should be avoided if possible, and only permitted when a greater liability may occur if the pupil / student is not transported by the staff’s private car. 
Exceptional circumstances include _________ [i.e. medical emergency when waiting of an emergency vehicle will be excessive in light of the seriousness of the injury, other school transport such as the school minibus is unavailable and there are no other means of transportation by, for example, the child’s parent etc.].
Permission to transport pupils/students
Before transporting pupils/students in a privately-owned staff car, the parent(s) / guardian(s) of the pupils/students who are going to be transported should be informed, and they must be advised as to who is driving. 
However, it is appreciated that in some circumstances (i.e. in the event of an emergency) that this may not be possible.

Before transporting any pupil / student in a privately-owned staff car, permission must be sought from _______ [name(s) / job title(s)]. It is recommended that there is more than one person who can permit the transport of pupils / students in the case of an emergency when the permission needs to be sought as soon as possible and, in the case that the primary contact is unavailable.
Travelling with pupils/students
All journeys for transporting pupils/students must be pre-planned where possible [this may be hard to enforce in the case of a medical emergency]. Before the journey is permitted, the following details should be advised [this is not an exhaustive list and there may be further details you want to collect pre-journey]:
 -  Reason for the journey;
 -  Expected start and end time of the journey;
 -  Route details;
 -  If there will be any additional stops and for what reason;
 -  Who will be driving, the pupil(s) / student(s) who will be transported and if there will be any other passengers in the car;

 - Details of the car which will be used; and

 - Consideration to driving hours and rest breaks.

Drivers must ensure that they follow the Highway Code at all times. It is the driver’s responsibility to ensure that the pupils / students are kept under control and that seatbelts are worn at all times throughout the journey.
You should have a system in place to monitor staff during the journey, e.g. Staff are provided with a mobile phone when transporting pupils / students. Upon arriving at the destination, staff must call [a nominated contact] to confirm their arrival. Describe your procedures if the school / college does not hear from the contact at their expected time of arrival.
Condition of privately-owned vehicles
Any staff members who are either expected, or are likely, to drive as part of their job must ensure that they maintain their vehicle in a good state of repair. It is recommended that drivers carry out pre-use checks before completing journeys for work using [if you have a checklist available, state this here]. The vehicle should have a valid MOT certificate (if it is more than 3 years old), should have current road fund licence and should be regularly serviced, in line with the manufacturer’s recommendations.
Driver checks

The school/college will ask staff who drive as part of their job role, or who may be expected to drive pupils/students on an ad-hoc basis, to complete a Driver Questionnaire [an example is available on the Client Hub]. This check will cover driving licence validity, details of motor insurance, history of motor accidents / claims / convictions and pending prosecutions, driving disqualifications, medical conditions / medication, MOT, tax and vehicle serving history. The information given during these annual driver checks will determine whether the school/college allow that particular staff member to drive pupils/students.
Insurance

Any staff members who are either expected to or are likely to drive as part of their job must ensure that they have ‘Business Use’ cover as part of their motor insurance. Business Use can include driving between school sites, driving to a conference, driving to a different venue for an inset day or training, as well as transporting pupils/students etc.
Alternative options
Before deciding to transport a pupil/student in a privately-owned staff car, alternative options should be considered, and only where these are not viable, should staff step in. 
Alternatives include:

 -  the use of a school-owned vehicle;

 -  the parent / guardian of the pupil / student to transport them;

 -  the parent / guardian to arrange for a licensed taxi to transport the pupil / student; or

 -  the school escorts the pupil / student in a licensed taxi (from an approved list of taxi operators). 
Insert your company logo here





Disclaimer





These example forms, checklists and Hettle Andrews policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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