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Passenger Transport Services – Driver Guidelines
These guidelines have been produced to help contractors and their drivers carry out their duties and responsibilities when transporting children on school transport contracts.  They cannot cover every possible situation and contractors should seek further guidance in the case of difficulty from the staff with the Passenger Transport Team who arranges transport for children.
Contact Telephone Numbers
Principal Transport Officer:
Claire Naulls 


612805

Scheduling Team: 

Angela Thompson 

612811 

                      


Liam Holderness 

612812
                      


Joanne Staves 


612813
PA Team: 


Sandra Hodder 

612809
                       


Chris Conway 


612808
                      


Debra Moore


612810
GENERAL GUIDANCE

· When it is necessary, the Passenger Transport Team provides Passenger Assistants to care for passengers travelling to and from their destination.   There are also journeys which operate without Passenger Assistants which means that the driver will be the only adult travelling in the vehicle.

· When a contract has been allocated a Passenger Assistant the journey must not commence without this person. Any difficulties must be reported to the transport Team. 

· When a journey has not been allocated a passenger assistant the rear seats must be filled first before any passenger occupies the front seat. 

· The journey to and from school can be an important part of the school day for many children and should be comfortable and enjoyable for them.

· For everyone’s comfort the vehicle should maintain a reasonable temperature in all weathers.  The driver should ensure that all heaters and vents are in good working order.  Doors should not be left open longer that is necessary in cold weather.

· Noise can cause distress to children.  Radios should not be played loudly possibly deterring communication from and with children.

· Wherever possible the same driver should be used to transport the children to and from school each day.  Many children, particularly young children, will be hesitant to travel in a vehicle and a familiar face will help to reassure the child and at the same time the driver will become familiar with the children and their pick up and drop off points.
·  Whenever you communicate with a child you should do so in a way which is appropriate to his/her ability and age as you would with any other child. Physical contact should be avoided unless necessary for the safety of the child (eg assisting the PA when securing a harness). 
· When speaking to children with hearing difficulties you need to face them and speak clearly so that those who are able to do so can lip read.  The use of a child’s name will not be adequate to gain his/her attention.  These children may have limited speech so careful listening and patience is required.

· You should not discuss a child in front of the child concerned assuming that he/she cannot understand what is being said.  This could lead to embarrassment and anxiety for the child in question.   Similarly, you should not discuss a child with any other person whilst children are present.

· If a Parent / Carer are not happy with an arrangement and are abrupt do not engage in communication and advise them to contact the transport team. This will alleviate any unnecessary distress for passengers travelling.

· Children must not be offered sweets, food, drinks, etc.  Some children may have a medical condition or allergy which prohibits from eating certain foodstuffs. 
· Children must not be given presents or old mobile phones etc. This will be deemed as inappropriate.
· Do not engage in communication with children or their parents on Social Networking Sites, or exchange personal information such as personal mobile numbers or addresses. 
· The vehicle must be clean and hygienic and heated and well ventilated. 

· At any time a member of the Passenger Transport Staff may board a vehicle to undertake spot checks or travel on the route.
RESPONSIBILITES
· Each child should be collected from the arranged collection point and taken to the school and left in the charge of a member of school staff, or a responsible adult if not travelling to and from school. 
· Wherever possible this will mean taking the children onto the school site and not leaving them on the road outside the school. If for some reason the children cannot be taken directly into the school premises, they should be asked to leave the vehicles on the footpaths side so they are not required to cross a road (for primary aged children, a member of school staff should be asked to meet the child).  
· This point would equally apply at the homeward end of the journey.  It is advised that all Parents/Carers bring their children to and from the vehicle. However children who do not travel with a Passenger Assistant may board and alight on their own the driver must see them enter their property before driving off. 
· Please remember until a safe hand over has taken place the child is still the drivers responsibility. 
· Anyone, adult or child, whilst on board the vehicle is under the legal authority of the driver who is responsible for his/her vehicle and passengers safety.

· No one must smoke in the vehicle whilst it is undertaking the contracted journey. Some children suffer from Asthma and it is therefore recommended that smoking is not undertaken 30 minutes before the run.
· Seat belts must be used by all children whilst travelling. The Passenger Transport Team provides harnesses for children who cannot travel safely without, however it is the contractor’s responsibility to provide booster seats / car seats. The vehicle should have a seat fitted with the appropriate seat belt. Overcrowding is not permitted. 
· All vehicles must be equipped with a fire extinguisher and first aid kit provided by the contractor.

· All authorised passengers will be detailed on the schedule provided; this will also include their pick up and drop off destinations. This must not be altered unless prior authorisation is given from the Transport Team. Fare paying passengers or any unauthorised persons must not be carried or other work undertaken by the driver and /or the vehicle whilst the children and/ or the Passengers are on board. Contracts must NOT be merged. 

· It is important for all drivers and Passenger Assistants to form a working Team and for them to establish a good professional relationship with the children and their parents.
· Any threatening or challenging behaviour must be reported to the Passenger Transport Team. Schools will also work closely with the schools, contractors and parents and other relevant agencies around managing pupil behaviour whilst travelling too and from School. The contractor must provide a safe reliable service and report issues as soon as they occur. 
· All drivers operating the Home to School Contracts on behalf of the Passenger Transport Team must be in receipt of an enhanced DBS clearance. They must also carry their card issued by the Passenger Transport Team at all times as a proof of identification may be asked to produce this by schools, parents or when staff are undertaking spot checks. Any driver who is found to be operating any contract on behalf of Hull City Council without the relevant checks will result in all contracts been immediately terminated with the company. 
PREPARATION

· Prior to commencing the contracted journey the driver must ensure the vehicle has sufficient fuel on board. 
· The Passenger Transport Team will provide the contractor with a schedule showing the route to be taken, a list of children, and the timings, on no account should you alter the arrangements without prior authorisation from the staff in the Passenger Transport Team. Any Parent requesting an alteration must be referred to the transport team from where the decision will be made as to whether we can accommodate the request

· The schedule will also indicate any special instructions required for the efficient operation of the contract taking into account the needs of the passengers and any site specific arrangements.
· Prior to commencement of the contract the driver must undertake the bus safety check.

· Ensure that all children on your schedule are accounted for on each journey and do not leave a school site without a child unless authorisation has been given from the transport team. 

BOARDING AND ALIGHTING THE VEHICLE AND YOUR JOURNEY
· The Passenger assistant will help the children in and out of the vehicle. Drivers should not lift or unnecessarily touch children. 

· Where tail lift / ramps are provided on a vehicle, the operation of these is the responsibility of the driver. The manual handing operation regulations seek  to prevent injury from manual handling operations and apply to any operation/ work activity where there is a risk of injury when performing manual handling tasks such as lifting pulling, pushing and carrying loads. Loads may be defined as the object or person being transported or handled. 

· Where it is not possible to avoid a manual handling operation which may involve a risk of injury, an assessment of the handling operation must be undertaken. Any concerns must be raised with the transport section. Manual Handling assessments will be undertaken by the team. 
· Always ensure that all passengers are safely seated and comfortable before the vehicle sets off. Wheelchairs and other equipment must be safely secured to the vehicle by the driver using the appropriate equipment. The driver must also arrange for wheelchairs not in use to be safely stored. 
· Children must not operate the doors; this is the drivers or passengers assistants’ responsibility. All doors and tail lifts must be secure before setting off on the journey.
· Passengers should remain seated at all times throughout the journey. Never allow passengers to board / leave the vehicle until it is at a complete standstill. If a child undoes his / her seatbelt the driver must pull over until this has been fastened. The driver should always park so that children can step on to a footway and not on to a road. 
· Schools will work closely with the contractors to ensure the boarding and alighting is a smooth, safe process. Usually there is a dedicated member of staff at schools that will supervise this process. 

THE RESPONSIBILITIES OF PARENTS /CARERS

· Parents /Carers have an important role to play in the safe successful operation of Home to School Transport and have been sent a guidance leaflet. 

· Parents / Carers have been advised that their children should be ready for the journey for the scheduled time.  A driver should wait no longer than five minutes for a child who is late. However some of the children who attend the special schools have more complex needs and it may on occasions be a requirement to wait a little longer. If a driver is constantly waiting and a child is never ready inform the transport team and they will communicate with parents. 
· Parents / Carers may decide their child is not well enough to travel to and from their destination. If a child does not travel for more than two days (excluding the call off contract where a no show should be reported daily) this continues the driver should inform their manager/ contract holder who will inform the transport team

EMERGENCIES AND DELAYS

· If a vehicle breaks down, or in the event of an accident, the driver must give clear instructions to the passengers as their safety is paramount and they remain supervised. If there is a risk of fire, however small, evacuate the vehicle and ensure the passengers are in a safe place and do not leave them unattended. 
· Road Safety Guidelines state that the occupants of the vehicle, when parked on the hard shoulder, should wait for the emergency services out of the vehicle behind the crash barrier. However where there are problems with the supervision or where pupils have mobility difficulties the passenger assistants and pupils should remain in the vehicle, but it is essential the driver advises the emergency services. 

· In any emergency or breakdown the driver should telephone their office for assistance and this should be reported to the Passenger Transport Team as soon as possible.  This will enable the transport team to act promptly and advise all parents / carers to avoid any anxieties. 
· In the case of a breakdown the Passenger Assistants responsibility is to the children. The drivers should telephone for assistance. The contractor has a responsibility to provide a suitable replacement vehicle. The driver / contractor should contact the Passenger Transport Team and they will contact the school / parents so that everyone is informed of the delay. Should you need to transfer to a replacement vehicle all special harnesses / seats must be transferred over. 
· In the event of a breakdown or accident take any personal records about passengers from the vehicle unless it would be unsafe to do so;

· In the event that additional assistance is required the passenger assistant and driver to prevent unreasonable behaviour by a pupil the driver should telephone for assistance from a suitable source, e.g. parent, school or police.
· All accidents, incidents/ near misses should be recorded on the Councils accident/ incident reporting forms which will be sent to you. 

· If the driver or Passenger assistant requires first aid or becomes seriously ill on the journey the vehicle should be stopped and appropriate assistance / advice sought. 
· Where at all possible the driver should ensure that all pupils are met when alighting the vehicle or that they have entered the property where they reside, if there are any concerns this should be passed on to the Passenger Transport Team. All passenger assistants are aware of the procedure. If you arrive at a child’s home and there is no one in to receive them you must contact the transport team immediately from where you will be given alternative instructions of where to take the child. 
SAFEGUARDING

· Drivers are not expected, or required to be involved in protection matters, but have a responsibility to report any incidents to their manager or to the Passenger Transport Team. 

· If a child tells you something
· Listen and take what they say seriously 

· Don’t ask questions or attempt to investigate yourself

· Make factual notes as soon as possible including date, time, those present and what was said 

· Be honest and do not let a child think you can sort out the situation. Explain you pass on the information on to someone who can help 

Report any such conversations or any concerns that you have about a child’s welfare immediately to your manager.

Do not delay; do not discuss the matter with anyone except your manager or the Passenger Transport designated office.

To minimise the risk of misunderstanding and possible allegations drivers must NEVER:

· Become over friendly in any way with a child, or engage in any form of relationship, or show favouritism. 
· It is advisable not to allow a child to use your first name 

· Touch a child. 
· Administer medication.

· Photograph or video a child or show a child videos or pictures on your mobile phone. 

· Engage in internet use involving children
· Make phone calls, send texts/ emails or other forms of messages to a child
· Shout, swear or make personal, humiliating or offensive comments, even if you 

· Feel you have been provoked
· Offer sweets, cigarettes or gifts
· Stop anywhere other than specified pick up and drop off points, except in emergencies 

To protect yourself:  Please report anything about a child’s attitude or behaviour that gives you cause for concern or make you feel uneasy. This must be reported as soon as possible and will be passed to a designated officer who will determine the appropriate action to be taken. 

DATA PROTECTION
Please remember you as a driver are responsible for protecting the information about your passengers. Should you disclose passenger information to someone who does not need to know you will be personally liable for prosecution and/or claims for damages.  Where the Council is aware of breaches in confidentiality the details may be passed to the Information Commissioner’s Office or the Police. 
THINGS TO BEAR IN MIND
Emails 

· Should only include basic information

· Delete when no longer required
· When printed off should be stored correctly 

· When no longer required should be destroyed correctly (i.e. shredded and thrown away in confidential waste) 

· Ensure the information is sent to the correct place and not intercepted in transit
Computers 
· Must have up to date Anti-Virus Software

· Verbal communication 

· Ensure what information is shared over the radio 

· Some parents are not aware where there children have been placed by 

Social care 
· Drivers should not divulge personal information (including addresses) without prior authorisation from the transport team

Contract holders
· Should ensure all drivers are aware of the Data Protection Act and sign to say they understand what this entails
· All Personal information should be locked away in a lockable office, only the drivers who are covering the routes should have access to this
· Ensure all communication is delivered safely and the drivers store this information safely (i.e. not left in the taxi and stored in a safe place)
· Old schedules should be shredded and destroyed correctly
· If drivers have lost sensitive data this should be reported to the transport team  as soon as possible
· Council Officers reserve the right to Audit the above and can spot check at any pick up point or operators’ office to ensure the contractor is compliant with the requirements 
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