


1. INTRODUCTION

A minibus is any vehicle which is adapted to carry more than 8 but no more than 16 passengers




Where do | geta Health and Safety (H&S) obtains Section 19 Permits from the

Permit? Department for Transport and issues them to Colleges / Services when
required. There is a fee for this. Permits also need to be replaced
every 3 years.

What do | do with the  Calculate how many permits you need.

Permit? Once purchased ensure drivers display the
permit in the windscreen of any minibus,
whether owned, leased or hired used on
University business. The permit may be
transferred between minibuses but it is
time restricted so will need to be replaced
every 3 years.

3a. DRIVER COMPETENCE REQUIREMENTS

General Minibus drivers must 25 years! of age or over, have held, as a
minimum a full driving licence (Category B) for at least 2 years and be
providing the service voluntarily for no payment other than out of

pocket expenses.
Licensing The categories displayed on a Driving Licence differs dependent on
Requirements when the driver passed their test. NOTE: This impacts on: the laden
(Categories) weight of vehicle a driver can operate, possibly the number of

passenger seats and whether the driver can also tow a trailer.

The table below should explain the differences:

Driving Licence Maximum Authorised Mass Minibus: 8 - 14 Minibus: 16 Tow
Categories includes vehicle weight, driver, Passenger Seats Passenger Seats Trailers
all passengers and any load

B 3,500kg YES NO?
(passed test (4,250Kg if specialist kit (MAM must not
from 1%t Jan 1997 provided to aid disabled exceed 3,500kg
onwards) passengers) or 4,250kg if specialist
kit provided to aid

disabled passengers)




Training

Authorisation

Minibus drivers must have successfully passed a Minibus Driver
Awareness Scheme (MIDAS) or other approved driving test.

NOTE: Refresher training is required every 4 years.
The College / Service must authorise all minibus drivers to drive

(includes volunteer drivers). This includes presenting driving licences
for the initial approval and then annually thereafter. NOTE: Any



http://www.dft.gov.uk/dvla
https://www.gov.uk/old-driving-licence-categories



/finance/is/is010.php.en




8b. RECORD KEEPING
The




8d. PASSENGER RESPONSIBILITIES

Passengers travelling in a minibus on University related business must:

f  Never distract the driver, and comply with driver instructions at all times
1 Wear seat belts at all times whilst the vehicle is moving

T Never smoke, drink alcohol or take drugs, other than over the counter / prescribed
medication in a minibus

T Be punctual and not board a vehicle until their name is on the Trip Registration Form

f Beaware that if their actions endanger anyone they may face disciplinary action







EMERGENCY PROCEDURES

FIRST AID

As a rule you should never:

l

l

Move casualties unless further danger is
threatened

Remove a motorcyclist's helmet unless it is
essential

Give casualties anything to eat or drink

Even with no training you can help in an accident by:

l
l
l
l

Stopping others smoking

Keeping casualties comfortable and warm
Assessing all casualties

Treating casualties in priority order - generally:

o0 Not Breathing: Remove blockages in mouth
and apply CPR if trained

0 Unconscious: Ensure a supply of air by
loosening clothing at neck, chest and waist

o Difficulty Breathing: As above

o0 Severe Bleeding: Apply pressure using
clean material if possible, without pressing
on any foreign body in the wound. Raise
unbroken limbs to slow down bleeding

0 Burns: If possible cool the burn with cold
water. Never remove clothing stuck to a
burn

0 Broken Bones: Keep it in the position found
but try to immobilise with padding if
possible

arranged through your College /
Department

' NOTE: First Aid training can be

IF YOU ARE INVOLVED IN AN ACCIDENT

Stop in a safe place and switch off the engine
Switch on hazard warning lights

Impose a no smoking ban
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Call the Emergency Services with full details of
the accident location and any casualties

I If safe to do so, move uninjured people away
from the vehicle to safety. On a motorway
this should, be well away from the traffic, the
hard shoulder and the central reservation

I Do not move injured people from their
vehicles unless at risk from fire or explosion

1 Apply First Aid within limits of ability

I Obtain details of any other driver, providing
your own details as necessary

ACCIDENT AND INCIDENT REPORTING

All accidents should be reported to the College /
Service immediately (office hours) or University
Security on 01248 382795 (outside office hours). In
addition an Insurance Accident Form and a University
Accident and Incident Form should be completed
within 48 hours of the event and handed to the
College / Service.

It is important to obtain the following information:
1 Time, date, location
{ Vehicle type, Registration

1 Insurance and Driver details of other vehicles
involved

Summary of injuries, vehicle damage
Witness details
Police details

Incident Number if known

—-. -—4a _—_a _a






http://www.rac.co.uk/travelservices/traffic

DRIVING MINIBUSES SAFELY 2 HINTS & TIPS

Staff and students must have passed their MIDAS or
other approved test before driving a minibus on
University related business. As minibuses are very
different to cars minibus drivers should:

1 Familarise themselves with the controls

I Adjust mirrors to suit their needs and ensure
the rear mirror is not obstructed

1 Remember to Mirror Signal Manoeuvre:

(0]

Course: Where are you on the road in
relation to what you need to do

Mirror: Before changing course check all
round, including mirrors

Signal: In plenty of time

Speed: Reduce gently / progressively




APPENDIX 1: Completed before all Trips with a copy handed to a suitable College / Service contact
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APPENDIX 2: Completed by the Driver before each Trip and handed to the relevant College / Service contact on return
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APPENDIX 3: Journey Planner
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