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This draft policy document has been prepared by the Health and Safety Panel of the Personnel Committee of the Board of Finance and Personnel. It is provided to assist Congregational Committees ensure they have appropriate policies and procedures in place in respect of the operation of Church Minibuses. It is understood the information contained herein is accurate at the time of printing but congregational committees should not rely solely on this and should consult with their insurer and appropriate government departments regarding the requirements.
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1. POLICY STATEMENT 

[Enter Name of Congregation] Presbyterian Church is committed to taking all reasonable precautions to ensure, so far as is reasonably practicable, that minibus drivers and passengers are protected from foreseeable risks to their Health & Safety.

Driving a minibus safely requires additional skills as the weight and size of the vehicle are considerably greater than a family car.  In addition, the driver takes on responsibility for the safety of any passengers.  Although rare, serious sometimes fatal accidents do occur and this policy aims to minimize the risk of these.

The policy outlines the particular risks associated with driving a minibus and the safety precautions necessary to reduce risks to an acceptable level.  Compliance with the policy should ensure any information requested by the emergency services could be provided if required.
The Congregational Committee requires all authorised drivers to comply with the requirements set out in this policy.

This document will be reviewed by the Congregational Committee on a regular basis.

Signed …………………………………………………………………..  Date …………………………………

Chair of Committee

Signed …………………………………………………………………… Date …………………………………

Committee Secretary

A COPY OF THIS POLICY DOCUMENT SHOULD BE KEPT IN THE MINIBUS
2. CONGREGATIONAL COMMITTEE RESPONSIBILITIES

The Congregational Committee is responsible for-

(a) Ensuring all drivers are licensed, insured and capable of driving a minibus.

(b) Ensuring the minibus is licensed, insured, MOT certificated and in a road worthy condition.

3. DRIVER RESPONSIBILITIES

The Minibus driver is responsible for 
(a) Complying with the procedures and control measures set out in this document.

(b) Reporting any problems immediately to the Congregational Committee

(c) Not knowingly placing themselves or passengers in a position of unnecessary risk.

4. MINIBUSES 

A Minibus is regarded as a road vehicle capable of carrying up to 16 passengers plus a driver.

4.1 Road Worthiness of the Vehicle

Minibuses owned by the congregation must be regularly inspected and kept in a road worthy condition and must be maintained/serviced to the standards set out by the vehicle manufacturer.

Before any minibus is used Drivers must carry out pre-journey checks (See attached Form).  The pre-journey checks must be carried out on a daily basis whilst the vehicle is in use.

4.2 Provision and Use of Seatbelts /Child seats

All minibuses must have working seatbelts fitted to all seats.  There should be, as far as possible, lap and diagonal belts, but where this is not feasible, lap belts should be fitted.

Minibuses with sideways facing seats should not be used.
All passengers, drivers and assistants must wear seatbelts and where any passengers are under 14 years old, the driver is legally responsible for this.  In the case of passengers over 14 years old, the legal responsibility passes to the passenger and   Drivers must remind such passengers of this.  If passengers under 18 years old are on the minibus at least 1 adult must accompany them in the rear of the bus.

When carrying children under 3 years old or children 3 to 11 who are under 1.35metres (approximate 4’5”) in height an appropriate child car seat or booster must be used.  The driver is legally responsible for this. (Please check with your insurer as requirements may vary)
4.3.  Arrangements for Disabled Passengers

Disabled passengers fall into two categories, as far as transportation on minibuses is concerned.

Category 1.  Those who have to remain in their wheelchairs.
Category 2.  Those who are able to use a minibus seat, but require their wheelchair before and after the journey.
Category 1 passengers will require the use of a ramp or powered tail lift to access the bus.  Their wheel chair should be properly restrained using the combined wheelchair restraint and seatbelt system to protect them in the event of an accident.

Category 2 may be able to use the steps to access the minibus or may require the tail lift or ramp before they can move to a minibus seat.  Their wheelchair must be properly restrained to prevent injury during the journey or in the event of an accident.

Drivers and assistants must be fully trained in the use of the tail lift mechanism, and the fitting of wheelchair restraints before carrying wheelchair passengers.
4.4 Loading of Minibus

All luggage and equipment must be properly stored or restrained to prevent harm to passengers or damage to the vehicle.  The exits must not be blocked.

The number of people and the weight of luggage must not exceed the maximum limits specified by the vehicle manufacturer.

If a large amount of luggage is to be carried the number of passengers must be reduced.  The use of a roof rack is not generally appropriate, but if being used, risks associated with low bridges and/or entrance must be assessed.

To comply with licensing requirements there must not be more than 16 passengers at anytime.

4.5. Towing of Trailers

Drivers holding licenses issued before 01 January 1997 may tow a trailer up to the maximum permitted size weight of 750kgs.

Drivers holding licenses first issued after 01 January 1997 must not tow a trailer unless they have passed a DVLNI test in Category D1E (trailers)
Trailer must not be over 750kgs total laden weight. The gross weight of the minibus and trailer must be within the manufacturers stated limits. The trailer unladen / laden weight must be marked clearly on the trailer and the tyre pressure must be clearly marked.

The driver must know how to attach and detach the trailer. Proper trailer lights must be fitted and working and a vehicle registration plate matching that of the minibus attached.
A minibus should not be used to draw a trailer unless all passengers have access to a nearside exit.
5. EMERGENCY PROCEDURES

In the event of a puncture, breakdown or vehicle fire etc.

(a)  Contact the breakdown / rescue service:-

Emergency Number AA/RAC ………………………………………………………………..

Contact Number …………………………………………………………………………………..

When ringing the following information will be required:-

(i) Vehicle registration number and mileage

(ii) Details of the vehicles location

(iii) Customer number (this is found on the membership card)

(iv) Nature of the problem

(v) The number of passengers who may need to be transported.

(b) Take the following steps

(i) Switch on hazard lights. 
(ii) Switch on side lights if dark

(iii) Endeavour to position the vehicle where it will cause least danger. i.e. if possible move to the verge/hard shoulder.

(iv) Remove all passengers by the nearside doors (if possible) to a position away from the road and nominate someone to take charge and keep the group together – do not allow passengers to wander about.
(v) Inform the person in charge at the church

(vi) If on a motorway leave at the next exit if possible. If not pull onto the hard shoulder as near as possible to an emergency telephone and as far over to the left as possible (but leaving room for all nearside doors to open). Walk to the nearest emergency telephone (positioned at 1 mile intervals - arrows on the marker post will point to the nearest phone box).  Give full details to the operator.  Return to the vehicle and wait for breakdown/rescue service but DO NOT wait in the vehicle.  Wait in a safe place away from the vehicle with the passengers.

5.2 Tyres and Punctures 

The minibus should carry a spare wheel but drivers MUST NOT attempt to change it unless they have been trained to do so.  

Passengers must disembark and assemble in a safe place.

The minimum tread depth for a minibus is 2mm.

5.3 Vehicle Fire

In the case of a fire, the procedure is:-

(a) Unless already stopped, stop in a safe place if possible.

(b) Immediately evacuate all passengers from the vehicle to a safe place well away from it.

(c) If the fire is under the bonnet i.e. an engine fire DO NOT attempt to deal with it.

(d) The fire extinguisher supplied is for assisting the safe evacuation of passengers in the event of a cabin fire.

(e) Ring the emergency services and the person in charge of the minibus at the church.

(f) On return, a report on the incident must be completed.

5.4. Accident Procedure

In the event of an accident

(a) Activate the Hazard lights. If dark switch on the sidelights.
(b) Try to make sure the accident does not become worse for other people.
(c) Telephone the Ambulance service (if required) and the Police. 
(d) Do not leave the scene of the accident until the police arrive.

(e) Get any passengers safely away from vehicle.

(f) If you are involved in an accident which causes damage or injury to any other person or vehicle or property you legally must:-

 - 
Remain at the scene

 - 
Provide to the police or any other parties involved in the accident your name and address, the name and address of the minibus owner, the make of the vehicle and its registration number. If not provided at the scene of the accident any information requested by the police must be presented within the time limits specified.

 - 
Produce evidence of Insurance to the Police or anyone who has reasonable grounds to ask for it (a photocopy should be carried in the vehicle). If the licence or insurance details cannot be produced at the scene, they must be produced within 7 days after the occurrence of the accident at a named Police Station. (It is recommended that previous Insurance certificates should be kept on file)
 - 
Collect details of any other drivers and vehicles and any witnesses.
 -   Provide details to the third party.

 - 
Record details at the scene, this will prove of value when you are asked to complete an insurance accident claim form.

 - 
On return to the church premises, complete an accident report form and give it to the person responsible for the minibus.
6. MINIBUS DRIVERS
The skill and care exercised by the driver is undoubtedly the most important aspect of minibus safety.  Driving a minibus is a lot more demanding than driving a private car.

Drivers must:-

· Be 21 years old or over

· Regardless of age have a full UK licence for a minimum of 2 years

· Drivers aged over 70 are no longer licenced to drive a minibus unless they have passed the appropriate medical examination.
· Have familiarised themselves with the minibus

· Present their licence on a yearly basis for inspection or when requested to do so (both parts)

· Be able to complete a pre-journey vehicle check list

· Notify the Congregational Committee of any driving convictions and pending prosecutions

· Inform the Congregational Committee of any medical condition that may affect their ability to drive safely

· Seek medical approval to drive if taking any medication, bought over the counter or prescribed.

Drivers with court convictions for a driving offence in the last 10 years and / or penalty points must be notified to the insurers as this could affect the premium paid or the availability of cover for that driver.
The Congregational Committee should consider ongoing driver training and development as there may be benefits in reduced insurance premiums and fuel economy.
Drivers must maintain high standards of driving, show courtesy to other road users and remember they are representing the congregation when out in a church minibus.

Drivers should not vacate the driving seat whilst passengers are on board.

6.1 Licence Requirements 

To drive a minibus which has between 9 and 16 passenger seats you will normally be required to hold passenger-carrying vehicle (PCV) entitlement D1.  However, you may be allowed to drive a minibus without having to take a separate test for PCV entitlement.
If you drive a minibus for an organisation under the minibus or community bus permit scheme (see 6.1.3), you do not need PCV entitlement. 
Detailed guidance on the bus permit scheme may be obtained from the Driver and Vehicle Agency, Road Transport Licensing Division, 148-158 Corporation Street, Belfast, BT1 3DH, Telephone 028 9025 4100.
6.1.1 Driving licence held before 1 January 1997

If you passed your car driving test before 1st January 1997, you may have entitlement to drive minibuses on a “not for hire or reward” basis, provided your licence hasn’t been medically restricted.  This entitlement, which is displayed on your licence, is valid throughout the United Kingdom, and for temporary visits to other EEA countries.  If your licence has been medically  restricted, or if you are aged over 70, you must meet the higher medical standards to have your minibus entitlement reissued.  If your minibus entitlement is not renewed, you may still be able to drive minibuses in certain circumstances.

“Not for hire or reward” generally means that you cannot accept any payment, either cash or in kind, made by or on behalf of the passengers that gives them the right to be carried in the vehicle.
6.1.2 Driving licence first held on or after 1 January 1997
If your driving licence does not indicate that you are allowed to drive minibuses, you may be permitted to drive a minibus within the United Kingdom on behalf of a non-commercial organisation, for social purposes but not for hire or reward, if you meet all the following conditions:

· You have a full car licence

· You have held that licence for at least 2 years on aggregate,

· Your are aged over 21 years, and

· You receive no payment or consideration other than out of pocket expenses

The minibus you are allowed to drive in these circumstances must not weigh more than 3,500 kgs excluding any specialist equipment for the carriage of disabled passengers (and not more that 4.250 kgs otherwise).  You are not permitted to tow a trailer.

You will only be allowed to drive minibuses under these circumstances within the United Kingdom.
6.1.3 Minibus and Community bus permits

Some voluntary operators of minibuses and in a few cases larger buses are able to carry fare-paying passengers under certain restricted conditions without the need of having a passenger carrying vehicle (PCV) licence.
Minibus permit

Minibus permits allow certain organisations to make a charge without having to comply with the full passenger carrying vehicle entitlement (PCV - category D1 or D entitlement) operator licensing requirements and without the need for their drivers to have PCV entitlement. 

An example of such organisations would be volunteer groups concerned with education, religion, social welfare, recreations and other activities that are beneficial to the community. The service provided must be for their own members or for groups of people whom the organisation serves. 

The service must not be provided to members of the general public and the charges made must be on a non-profit basis. Permit minibuses and buses carrying 9 or more passengers can be driven by holders of B & D1 entitlement (in effect full car licences issued prior to 01 January 1997) provided they are 21 or over and have held a full driving licence for at least 2 years.
Detailed guidance on the bus permit scheme may be obtained from the Driver and Vehicle Agency, Road Transport Licensing Division, 148-158 Corporation Street, Belfast, BT1 3DH, Telephone 028 9025 4100.

Can I drive under the permit scheme?

If you had entitlement to drive cars prior to 1 January 1997 you will continue to be able to drive minibuses under the permit schemes, provided your entitlement to drive minibuses (not for hire or reward) remains in force. 

New drivers who passed their car test on or after 1 January 1997 may also drive a permit minibus provided the driver licensing conditions for those who do not have minibus entitlement are met. Notes to be aware of: 

· the permit arrangements apply only in the UK

· you can't take a permit minibus abroad if it is used for hire or reward unless you hold PCV entitlement

6.1.4 Vehicle Categories

The following vehicle category descriptions which appear on driving licences are relevant

	Category
	Description
	Minimum age

	D1 
	Vehicles with a minimum of nine and a maximum of 16 passenger seats, with or without a trailer - weighing no more than 750 kg
	21

	D1+E 
	As category D1 but with a trailer over 750 kg. The total weight of the vehicle and the trailer together can’t weigh more than 12,000 kg. The weight of the trailer, when fully loaded, can’t weigh more than the unladen weight of the vehicle
	21


6.1.5 Licences that will be accepted abroad

All entitlements on Northern Ireland licences will be accepted at face value during temporary visits to other EEA countries.  You should be aware however, that minibuses operated under the permit scheme, and used for hire or reward, cannot be driven outside the UK unless the driver has passed the appropriate PCV driving test (either category D1 or D)

Drivers who become permanently resident in another EEA country may find that their entitlement to drive minibuses solely on a “not for hire or reward” basis may not be acceptable. Advice should be sought from the licensing authority of the new country.

6.2. Mobile Phones

The driver must not use a mobile phone whilst driving.

6.3.  Consumption of Alcohol and Smoking
Drivers Blood Alcohol and Drug levels must be zero. Smoking is not permitted in the minibus at any time. 
6.4. Back - Up Driver

There should always be a back up driver for every journey (i.e. not necessarily on the vehicle but available if required).  This is in case of illness of the main driver.

7. USE OF THE MINIBUS
Your congregation’s minibus is for use by your congregation and associated organisations.  The lending to other churches is ONLY permitted on the specific authorisation of the congregational committee and following confirmation with the insurers that cover is provided.
Pre-journey checks must be made by the driver/s before each journey. These relate to the road worthiness of the vehicle, for which, the driver, is legally responsible. 

The following checks must be carried out
(a) Fuel, oil, water, brake fluid, windscreen wash levels 
(b) Tyre pressures and tread depth 2mm.  

(c) Lights – all clean and working and properly adjusted, mirrors clean and adjusted.
(d) Steering operating correctly
(e) Tail lift works properly

(f) Record Mileage start and mileage finish.

The vehicle should if possible be refueled before passengers’ board.

7.1 First Aid

A first aid kit should be kept in the minibus.

7.2 Fire extinguisher

At least one suitable fire extinguisher should be carried in the minibus.

7.3 Speed Restrictions

Minibuses first registered after 1 January 2005 must be fitted with a speed limiter, restricting their maximum speed to 62 MPH

Maximum Speed limits for a minibus on UK Roads are as follows
(a) 30 MPH in urban and residential areas

(b) 50 MPH on A class (single carriageway) roads

(c) 60 MPH on dual carriageway 

(d) 60 MPH on Motorways 

Use of the right lane (fast lane) is FORBIDDEN (i.e. on a 3 lane motorway or more)

When a trailer is being towed the motorway speed is reduced to 50 MPH

It is the drivers’ responsibility to keep up to date with the Highway Code.

7.4 Road Fund License and MOT Certificate

Road Tax and MOT certificates must be clearly displayed at all times

7.5. Winter Driving Precautions
During winter, additional driving hazards have to be considered. These include adverse weather (rain, snow, frost, standing water) and longer hours of darkness. The following advice should help to ensure the safety of the driver and any passengers when driving in these conditions:

a) Make sure the minibus has plenty of fuel.

b) Allow extra time for the journey and reduce speed.

c) Increase the distance between your vehicle and the vehicle in front – in ice and snow stopping distances are ten times longer.

d) In reduced visibility such as driving in rain or fog, use dipped headlights and rear fog lights. Use the windscreen wipers to keep the windscreen clear, even in fog.

e) Remember to turn fog lights off when no longer required as their use in conditions of clear visibility is illegal and can distract other road users.

f) Remember snow is visible but ice, especially black ice, is often invisible.

g) Avoid sudden braking or harsh acceleration or steering manoeuvres.

h) Keep all windows and mirrors clean, clear of snow and ice and free of mist. Keep lights and indicators clean.

i) Carry a torch, a spade, extra warm clothing, Wellington boots, a blanket, a snack and a hot drink, especially if you are driving through isolated areas.

j) If you are planning a long journey, advise someone of your destination and approximate expected arrival time. Drivers should carry a mobile ensuring it is fully charged. Do not use it while driving.

k) If you feel unsafe or uncomfortable driving in adverse weather conditions, consider whether your journey is necessary at that time or whether it can be postponed. Consider whether an alternative method of transport would be better.

l) If stranded by bad weather try to ensure that you are not blocking access for emergency vehicles.  Remain with the vehicle unless there is shelter nearby. Maintain your circulation by moving your body.  If you can, use the engine to keep warm; but do not use the engine if the exhaust cannot vent safely.  If you are snowed over, ensure that an airway is maintained.

8. QUICK CHECKLIST
Over 21 years old, at least 2 years full UK license.

No penalty points (check with insurers)

No court convictions for driving in the last 10 years (check with insurers)
No medical condition (known) that may impair their driving.

Notify Committee of any changes to their license

Annual Driving Licence Checklist (See Form)
Pre-Journey Checklist, Route Plan and Risk Assessment Checklist (See Form)


9. APPENDICES

Drivers Checklist

Pre-Journey Plan and Risk Assessment Form
ANNUAL DRIVING LICENCE CHECK LIST

 [Enter name of Congregation] PRESBYTERIAN CHURCH                  

SECTION 1. DRIVER DETAILS:

Name   
          

……………………………………………………………………………….

Licence issue date

……………………………………………………………………………….

Licence expiry date
.………………………………………………………………………………

Category on License
……………………………………………………………………………….

SECTION 2. HEALTH :

Does you suffer from Asthma, Diabetes, Fainting Spells, Heart Problems etc  (if so provide details below) 








Yes / No 
………………………………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………………………………

SECTION 3. PENALTY POINTS / DRIVING CONVICTIONS

Drivers with penalty points and/or Drivers with a driving conviction within the last 10 may not be permitted to drive a minibus unless clearance has been obtained from the insurance company.

Do you have any Penalty Points (if so provide details below)


Yes/No

………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………….
Do you have any driving convictions (if so provide details below)

Yes/No

………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………….

COMPLETED FORMS MUST BE KEPT ON FILE FOR 5 YEARS MINIMUM

Signed: ………………………………………………..

Date:……………………………..

PRE JOURNEY CHECKLIST 

(TO BE COMPLETED FOR EACH JOURNEY)
[Enter name of Congregation] PRESBYTERIAN CHURCH     
	Start Mileage
	
	End Mileage
	

	Fuel level at Start
	
	Fuel level at End
	


	
	CHECKED
	
	CHECKED

	Fire Extinguisher
	
	Indicators
	

	Tool Kit
	
	Side lights Front
	

	Front Left Tyre       2mm
	
	Tail lights
	

	Rear Left Tyres       2mm
	
	Head Lights Dip & Main Beam
	

	Front Right Tyre    2mm
	
	Brake Lights
	

	Rear Right Tyres    2mm
	
	Indicators
	

	Spare Tyre               2mm
	
	Seatbelts all operating properly
	

	Oil Level
	
	Are all windows clean
	

	Water Level Engine
	
	Is the interior clean including seats
	

	Windscreen Water Level
	
	Are the mirrors clean
	

	Doors all operational
	
	Is the exterior clean
	


	Comments




Vehicle Registration Number 



……………………………………..

Signed: ………………………………………………..

Date:……………………………..

THIS FORM IS TO BE COMPLETED AND LEFT IN CHURCH OFFICE. TO BE KEPT ON FILE FOR 5 YEARS MINIMUM

PRE-JOURNEY ROUTE PLAN & RISK ASSESSMENT
(TO BE COMPLETED FOR EACH JOURNEY)
[Enter name of Congregation] PRESBYTERIAN CHURCH     

Proposed Route: 
………………………………………………………………………………………………………………………….. ....... 
Proposed Return Route:

…………………………………………………………………………………………………………………………..………

Comments (i.e. Problems encountered)

………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………..

	RISK
	HIGH
	MED
	LOW

	 Site and Environment
	
	
	

	Access to and from bus
	
	
	

	Weather
	
	
	

	Slips / Trips
	
	
	

	Undesirables
	
	
	

	Behaviour on/off bus
	
	
	

	Traffic
	
	
	

	Class Roads
	
	
	

	Dual Carriageway
	
	
	

	Motorway
	
	
	

	Other
	
	
	


Signed ……………………………………………………………………..  Date ………………………………
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