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The Stable School  
Vehicles and School Journeys Policy  

 
 

The Stable School is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment. 

Owner: Dan Vincent/Katie Vincent 

The Stable School Senior Leadership Team have overall responsibility for this policy. 

This policy can be made available in larger print or more accessible format if required. 

 

Date Created Date 1st Review Due Date Reviewed Version Next Review Due 

September 2021 September 2023  1  
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Introduction 

This document intends to capture detail of all relevant policy and procedural activity associated with use of 

a school vehicle or personal vehicle on official school business. 

 

Whilst this is a school policy document, it will primarily be used as operational guidance by Heads of Campus 

and relevant members of the wider school staff team.   

 

Vehicles, Maintenance and Weekly Checks 

School currently has 3 minibuses that are used to transport students and staff when accessing off site 

activities or school trips.  In exceptional circumstances, a school minibus may also be used to transport a 

student to or from their home address.  

 

School do not own any other vehicles but may from time to time hire or lease an additional vehicle for school 

use.  In such circumstances the school and any members of staff who may drive will be bound by the content 

of both this policy and any additional requirements documented in a hire or lease agreement.  Where this 

happens, the School Business Manager will share any additional hire or lease requirements with all staff 

members who intend to use the vehicle.  

 

Whilst the school minibuses are the primary means of transport within school, staff will occasionally use a 

personal vehicle to transport a student(s) and/or other members of staff.  Please see section below for 

details. 

 

The School Business Manager ensures that all minibuses used by school have a current/valid MOT and are 

serviced in line with manufacturer’s recommendations. 

 

The School Business Manager ensures that all minibuses have sufficient fuel for any planned use. 

 

The School Business Manager ensures that a daily check of all vehicles is carried out to ensure they are in 

good working order.   

 

All staff who may use a school minibus must report any identified or suspected faults immediately to the 

School Business Manager.  Where faults are reported the Business Manager will immediately investigate and 

where appropriate arrange repair.   Whilst a fault is being assessed or awaiting repair the Business Manager 

may withdraw the minibus from service. 

 

Minibus Breakdown Cover 

All school vehicles have insurance cover in the event breakdown - full details are in each vehicle.  In the event 

of a breakdown, a staff member should contact the breakdown service but also immediately contact the 

School Business Manager.  Where appropriate and necessary, the School Business Manager will make 

arrangements to collect students/members of staff from the broken-down vehicle and if needed will also 

notify parents/carers. 
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Accidents 

In the event of an accident a member of staff travelling in the vehicle should if they are able immediately 

attempt to check the wellbeing of all on board and if appropriate immediately contact emergency services.   

 

If able, a member of staff should also seek to contact the School Business Manager who can make or 

coordinate any necessary arrangements which might include notifying families of those involved and sending 

an alternative vehicle. 

 

If able, a member of staff should seek to document what has happened whilst they are at the scene and take 

photos of vehicles involved.  A member of staff should only do this if they are uninjured and can do so without 

placing themselves or other passengers at risk of harm. 

 

The protocol to follow in the event of an accident applies to both school vehicles and personal vehicles on 

school business.  It is understood that the ability of a member of staff to follow the above protocol will be 

dependent on the severity of the accident and its impact on them and others directly involved. 

 

If a staff member has any doubt about the wellbeing of any individual involved in an accident, then they 

should err on the side of caution and immediately seek medical assistance. 

 

Liability for an accident should never be admitted.  Liability will be determined by Police and/or insurance 

companies following a careful assessment of all relevant evidence. 

   

Minibus Insurance  

The School Business Manager ensures that all minibuses used by school have appropriate insurance in place.  

Details of insurance in place and copies of policies can be provided upon request.  

 

Insurance arrangements provide full and comprehensive cover for a school employee to drive providing they 

are aged 25 or over and have a valid driving license.  The full driving license held must be valid for use in a 

car with a manual transmission.  

 

All staff who wish to drive a school minibus must provide evidence of age and a full and valid license before 

they are permitted to drive.  Any evidence provided would normally be checked at least annually.  Evidence 

may be checked more frequently at the discretion of the School Business Manager.  Evidence checks are 

recorded for future reference. 

 

License checks include sight of a valid photocard driving license but may also include access to DVLA driving 

license information where details of all penalty points/endorsements are recorded.  Checks carried out will 

be in line with the requirements of our insurance provider. 

 

Staff must immediately advise the school business manager if their driving license changes (points are 

added), is suspended or cancelled.  Failure to do so may result in disciplinary action. 
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Parking Fines and Driving Offences in a School Vehicle 

When using a school minibus, the staff member who is driving is responsible for payment of all parking fines.  

Details of the member of staff who was driving will be shared with parking enforcement authorities upon 

receipt of a parking fine notification.  

 

Similarly, the member of staff who is driving is responsible for any driving offences committed whilst at the 

wheel.  Again, details of the member of staff who was driving will be shared with the DVLA or Police upon 

request.  Driving offences committed when using a school minibus may result in disciplinary action. 

 

Parking Fines and Driving Offences when on school business using a Personal Vehicle 

School accepts no responsibility for any parking fines incurred when a member of staff is using a personal 

vehicle on school business. 

 

School also accepts no responsibility for any driving offences committed by a member of staff whilst using a 

personal vehicle on school business.  Driving offences committed when using a personal vehicle on school 

business may result in disciplinary action. 

 

Use of Mobile Phones 

School does not permit the any use of mobile phone by a member of staff whilst they are driving a school 

vehicle or a personal vehicle on school business.  Such use may result in disciplinary action. 

 

Fit to Drive 

Any member of staff intending to drive a school vehicle or use a personal vehicle on school business must 

ensure they are well enough to do so.  Some medical conditions as well as use of alcohol and/or drugs may 

make a member of staff temporarily or permanently unfit to drive.  Driving a school vehicle or a personal 

vehicle on school business when you are unfit to do so may result in disciplinary action.  In the most serious 

cases it may also lead to Police involvement or similar. 

If a member of staff believes a colleague is intending to drive but may be unfit to do so, they should 

immediately notify the School Business Manager or Headteacher.  Please refer to schools’ whistle blowing 

policy. 

 

Use of a Personal Vehicle 

Staff may from time to time be asked to use a personal vehicle for school business.  Such use is not 

compulsory unless required by their employment contract. 

 

Where a personal vehicle is used, staff must provide evidence of a full and valid driving license before they 

are permitted to drive a personal vehicle on official school business.  Any evidence provided would normally 

be checked at least annually.  Evidence may be checked more frequently at the discretion of the School 

Business Manager.  Evidence checks are recorded for future reference. 

 

License checks include sight of a valid photocard driving license but may also include access to DVLA driving 

license information where details of all penalty points/endorsements are recorded.  Staff must immediately 

advise the school business manager if their driving license changes, is suspended or cancelled.  Failure to do 

so may result in disciplinary action. 
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To use a personal vehicle for school business, staff must provide evidence of a valid MOT certificate if the 

vehicle they intend to use is more than 3 years old.  Any evidence provided would normally be checked at 

least annually.  Evidence may be checked more frequently at the discretion of the School Business Manager.  

Evidence checks are recorded for future reference.  Vehicles can develop faults or failures whilst they still 

have a valid MOT - it is the responsibility of the member of staff to ensure their vehicle remains roadworthy 

when using it on school business - failure to do so may result in disciplinary action.   

 

When using a personal vehicle for school business, staff must ensure they have appropriate insurance in 

place.  Staff must provide evidence of valid insurance cover that allows them to drive the vehicle in question.  

The insurance cover in place must include Business use.  Any evidence provided would normally be checked 

at least annually.  Evidence may be checked more frequently at the discretion of the School Business 

Manager.     Staff must advise the School Business Manager if their insurance is for any reason cancelled and 

must immediately stop using the vehicle in question until such time as valid insurance with business cover is 

again in place.  Driving without valid insurance is a criminal offence and any member of staff found to have 

been driving without insurance may face disciplinary action.  

  

If a member of staff who uses a personal vehicle on school business changes it, then the MOT and insurance 

checks documented above must be repeated before this vehicle can be used.  If a member of staff has access 

to multiple personal vehicles that may be used for official school business, then the MOT and insurance 

checks documented above must be repeated for each vehicle. 

  

All driving licence, MOT and insurance checks documented above are recorded for future reference. 

 

Risk Assessment 

A risk assessment is in place for the driving of company vehicles.    

  

All activities which require the use of a vehicle for school business are also fully risk assessed.  This includes 

a risk assessment for any member of staff who might drive alone with a student. 

 

Full details of all risk assessments in place can be provided upon request. 

 

Risk assessments carried out prior to a journey will include an assessment of any known medical condition 

affecting a student to ensure appropriate safeguards can be put in place.  

 

Consent 

School will obtain all necessary parental consent to allow a student to travel in the school minibus or member 

of staff’s personal vehicle in advance of any journey. 

 

Additional Precautions 

Minibus keys are held securely within school and must be signed out/signed in whenever the minibus is used.  

This will prevent access to keys by students but will also help ensure that minibuses are only driven by 

approved members of staff. 

A driver’s handbook has been produced by school and a copy is provided to every member of staff who will 

drive the school minibus in advance of them doing so.  A copy can be provided upon request. 
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Overseas Travel 

At present the Stabe School does not undertake any travel outside of the United Kingdom.  Should that 

change in the future then this policy would be reviewed and updated accordingly. 

 

Parking 

School vehicles can be parked on school premises at any time and must be parked there when not in use.  

 

Personal vehicles can also be parked on school premises, but school accepts no responsibility for any damage 

to or theft of or from those vehicles.   

 

Staff should always carefully consider if they need to park a personal vehicle in the school car park given 

limitations on space and the need to ensure accessibility for both school transport and visitors. 

   

 

 


