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Sunshine 

 Charity
Watford & surrounding area

Mini-Bus Policy – December 2009
1. Introduction & Purpose

This policy is designed to assist everyone in the safe operation of the Sunshine Children’s Centre Charity’s mini-bus and to offers a consistent approach to insuring, taxing, MOT’ing, booking, maintenance and general use. It is also intended that this policy will ensure fair use for all.

2. Driving License & Policy

It is our policy that no-one under 25 years of age shall drive the Sunshine Children’s Centre Charity mini-bus.

All authorised drivers must hold either:

a) A D1 unrestricted driving licence.

b) Have passed a Hertfordshire County Council Mini-bus or recognised equivalent assessment and hold a current valid certificate and a UK Full driving licence.

All Sunshine Children’s Centre Charity licensed and qualified mini-bus drivers’ details will be held in the charity office, including copies of paper and photo-id licence cards. Details of licences are to be updated and amended by providing revised documents if penalty points are added or contact details change. We will also keep copies of the County Council Mini-bus permits and issue reminders as required.

3. Bookings

If an enquiry is made a Charity organised Family Day Trip, the “Procedures for booking day trips” must be followed. If an enquiry to book a mini-bus with a driver is made, bookings will be taken using the “Mini-Bus Booking System”. Times and dates will be checked against other bookings. 

External organisations may hire the bus with a Sunshine Children’s Centre Charity driver at a rate of £50 per 2 hours plus fuel charged at 50p a mile or £100 a day (between 9-5pm) plus fuel charged at 50p a mile. Other rates are negotiable at additional costs above the standard working hours of 9-5pm.
4. Capacity

The Mini-bus has seating for 10 passengers and one wheelchair. Where buggy space and wheelchair users are present, the wheelchair user will be given priority and buggies will be stored in the charity building until returning at the end of the journey. There is seating for the driver and an “escort” who will be present on each trip at all times. The escort may be a member of an external organisation’s staff if they have sufficient clearance with an enhanced CRB form.

ALL BOOKINGS MUST BE APPROVED AND ONLY AUTHORISED DRIVERS

5. Driver Responsibilities

The Law states that responsibility for safe operation of a mini-bus lies with the driver. It is essential that a safety check is carried out before every journey, including tyres, etc.

The following MUST be carried out prior to departure:

· Check oil, water and washer reservoirs are up to the correct levels.

· Tyres have legal tread and pressures.

· Mirrors are adjusted for each driver

· Visual checks of any damage to the exterior of the mini-bus. Record issues in the log book within the vehicle and report it to a manager upon your return or if possible before you depart.

· Check all seat belts. Any faulty seat belt means that seat is unavailable to passengers. If driver belt is faulty, the vehicle cannot leave.

· Check children’s ages, heights and weight against the suitability of booster seats or if under the age, height or weight, the child’s own car seat must be provided and correctly fitted. All children must wear a seat belt during journeys. It is best practice and a good role model if all adults also wear their seat belts.

· Check all exit doors are working and clear of obstructions.

· Assure yourself via the booking system that the insurance and MOT are up-to-date. 

· Check car road tax disc date to ensure the vehicle is taxed.

· Before each journey log the start mileage in the log book.

· Note all essential legal breaks (i.e. 2hours = 15 mins break, next 2 hours = 30 mins break).

· At the end record the end mileage in the log book.

General comments

· The Mini-bus has a speed restrictor and so will not go above 60 miles per hour. It is the driver’s responsibility to drive within the various legal speed limits.

· A tacho-graph is installed within the vehicle and approved drivers will have their own driver cards. These must be used when issued.

· Always report any damage to the vehicle that you see or any accidents that you are involved in.

· Never allow anyone else to drive the vehicle – this is illegal.

· Never overload the vehicle.

· Observe the Highway Code.

· Healthy snacks are allowed, chewing gum and sticky sweets are prohibited within the vehicle.

· Leave the mini-bus in a clean condition that you found it in, checking throughout the vehicle for rubbish.
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