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GENERIC RISK ASSESSMENT – TRAVEL BY MINIBUS 
REVIEWED BY SOLAR 08/18

	GENERIC RISK ASSESSMENT – TRAVEL - BY MINIBUS (Establishment owned or private hire)

	State the location and type of visit


	GROUP SIZE

Young people:

Adults:

	ESTABLISHMENT


	

	WHO MIGHT BE HARMED:


	

	HAZARDS

(e.g. what might cause significant harm?)


	EXISTING (GENERIC) CONTROL MEASURES
	Write YES if in place, 

NO if not

(or N/A)
	ADDITIONAL (SPECIFIC) CONTROL MEASURES

Briefly outline how you will apply the control measures or any additional measures specific to the visit.
	RESIDUAL RISK RATING

High, Medium, Low

	Inadequate management and poor maintenance
	· Appropriate written records kept e.g.

· the vehicle documents and maintenance records

· operating log

· list of authorised drivers

· training records

· There is an effective vehicle defect reporting system

· Is the vehicle maintained in accordance with the manufacturer’s instructions and Employer policy?

· Does the vehicle have a valid MOT certificate, where it is over one year old?

· The minibus MUST be fitted with seatbelts.

· Is the vehicle correctly licensed?

· Valid tax disk displayed

· Driver must be aware of the accident / violent incident / problems reporting procedures
	
	
	

	Lack of procedure to check for defects
	· Pre-drive safety checks must be carried out on both exterior and interior to ensure the vehicle is in a safe condition. (a check list / log book should be used)
	
	
	

	Unauthorised drivers
	· Drivers must hold a current Permit to Drive, where appropriate
· Driver/s must have a current, clean driving licence, with full D1 entitlement or PCV Licence. Staff can now share access to their driving licence records  https://www.gov.uk/view-driving-licence .
· PCV Licence if travelling abroad

· Drivers must inform DVLA of any medical condition that affects their ability to drive

· Check drivers’ driving licences annually
	
	
	


	Drivers unaware of their responsibilities
	Drivers must be aware of their overall personal responsibility for providing a safe service, e.g. by ensuring:

· The road worthiness of the vehicle

· Their own fitness to drive, e.g. effected by medicines, alcohol, drugs, too tired?

· Weight within minibus is evenly distributed

· The maximum weight limit and capacity of the vehicle is not exceeded

· Luggage is securely stowed and clear of aisles, luggage on roof racks does not exceed 100kg etc.
	
	
	

	Road traffic accidents – Driver tiredness
	· Journeys must be adequately planned (Additional guidance:

RoSPA ‘Driving for Work: Safer Journey Planner) 
· Consider:
· controlling driver’s hours e.g.

· route

· maximum driving time / maximum driving day

· rest breaks

· relief drivers etc.

· If abroad, minibus and drivers’ hours follow EC requirements and use tachograph
	
	
	

	Road traffic accidents - Distracting the driver, distraction of the driver etc.
	· Is adequate, suitable (i.e. trained) supervision provided? (young people must not be left unaccompanied on the minibus)

· Brief passengers on expected behaviour, e.g. not to distract the driver, to remain seated whilst vehicle is in motion, etc and action in case of emergencies

· If there is an incident involving young people on the minibus e.g. involving behaviour, stop at the next Service station to deal with it or come off at the next junction. Do not stop on the hard shoulder, except in an emergency.

· Mobile phones must not be used by the driver while driving
	
	
	

	Injury following accident or breakdown
	  On a normal Road

· On normal road keep pupils safe by remaining on the transport if it is safe to do so.
· If not then move the young people to a safe location protected from oncoming traffic.
· When moving young people to a safe place follow the Highway Code and use staff to supervise the young people to avoid danger.
· Move those able to walk away from the scene of the accident keeping them safe throughout. This will have to be assessed at all time.
· Follow school emergency procedures and deal with any casualties as best as you can until emergency help arrives.
On a Motorway
· Get the party behind the side crash barrier as soon as possible.
· Those that cannot be moved safely to behind the crash barrier must remain in the vehicle, but move to the front. Ensure control room and rescue services know how many people are on the vehicle- and details of any special circumstances (e.g. no. of wheelchairs etc.)
· Follow school emergency procedures and deal with any casualties as best as you can until emergency help arrives.
	
	
	

	Road Traffic accident – Injury to passengers
	· Minibus meets “M2” standard (standard relating to seat belt anchors where they have been fitted retrospectively) 

· If very young children or babies are taken discuss restraint systems with the coach provider, use a seat belt where possible. Never place a restraint around both parent/carer and a child.
· Children under the age of 14 must use the appropriate child restraint or seat belt, for definitions of ‘appropriate child restraints’ refer to OEAP National Guidance. It is the driver’s responsibility to ensure the appropriate seat belts and child restraints are used by young people under the age of 14.
· Children aged 14 and over are legally required to wear seat belts and they are legally responsible in their own right. Staff to enforce use of seat belts.
· All bagged secured and clear of exit routes

For further general guidance refer to OEAP Naitonal Guidance on Minbuses
	
	
	

	Parking and breaks in journey
	· Care always taken in parking in suitable place for disembarkation

· Close supervision and head counts during any breaks in journey and close    supervision in and out of bus
· Brief young people: re purpose and timings of stop

· How and where to contact staff

· Remain in pairs or threes (buddy system - each responsible for named other)

· Remind re moving traffic (driving on right abroad)

· Careful head count before departure
	
	
	

	Adequate child protection and supervision when establishment staff are not present
	· Has parental/carer consent been obtained for young people being transported in the minibus?

· Only suitable and agreed pick up and drop off points used?

· Are procedures in place as regards collection of young people, i.e. are they safely met? (i.e. they must never be left alone)

· Has a DBS check been conducted for potential drivers / escorts and volunteers?

· Risk assessment for the young person/people has been carried out (Consider behaviour, special needs, male/female)

· If so, are additional control measures required e.g. is another adult required?

· Lone working procedures are followed and a specific risk assessment undertaken, when appropriate
	
	
	


	Lack of equipment to deal with an emergency
	· First aid kit (contents checked)?

· Road map? 

· Torch (in working order)?

· Fire extinguisher (i.e. water or foam or halon 1301 02 1211)?

· Fluorescent Jacket
	
	
	

	Information required prior to journey
	· Insurance details

· Contact details

· Accident / incident report forms

· Medical details and medication, e.g. inhalers etc.

· Defect report book

· Accident / violent incident reports

· Break down details (emergency triangle required)?
	
	
	

	Reversing
	· Drivers to be aware that young people must not be used to assist the driver to reverse? (i.e. adults only to be used)
	
	
	

	Action in case of an accident
	· Drivers to be aware of the action to be taken in the event of an emergency, e.g.:

· Road traffic accident

· Fire

· Illness

· Breakdown, particularly on motorways. 

· Severe / adverse weather conditions

· Does the driver have a list of emergency contacts?
	
	
	

	Travel abroad
	· Contact NCC Transport Team, 0115 876 1771, to discuss requirements, allow at least 6 weeks for all paperwork to be processed. 

· Driver must hold a PCV licence or Full Driving license, International Driving Permit, Green card and a Full Passport, Letter of authority to drive the minibus and Waybill and/or Own Account Certificate. The vehicle registration documents must be carried and everyone in the vehicle must carry an EHIC.

· The vehicle must have a tachograph and any driver conform to EC Driver Hours regulations
	
	
	


	SPECIFIC RISK ASSESSMENT – TRAVEL – BY MINIBUS

	State the location and type of visit


	GROUP SIZE

Young 

people:

Adults:

	ESTABLISHMENT


	

	WHO MIGHT BE HARMED:


	

	HAZARDS

(e.g. what might cause significant harm including lack of / inadequate arrangements)
	SPECIFIC ADDITIONAL CONTROL MEASURE

	
	

	
	

	
	

	PLAN ‘B’

	
	

	
	


	ON-GOING RISK ASSESSMENT

Have staff been instructed to carry out ON-GOING risk assessments throughout the visit / activity e.g. as regards to changes of weather, tiredness / illness in the group, behaviour, problems made known by other groups at the same location etc.
	Tick when completed

	
	

	OFF-SITE VISITS COORDINATOR’S (OVC) COMMENTS (if any): 
	SIGNED
	DATE

	HEAD OF ESTABLISHMENT APPROVAL:
	SIGNED
	REVIEW DATE

	COMMENTS:
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SIGNED:





DATE:

(THE CONTENT OF THIS RISK ASSESSMENT HAS BEEN SHARED

(Group Leader)







WITH AND UNDERSTOOD BY ALL STAFF AND YOUNG PEOPLE 

TAKING PART IN THE VISIT)
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