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Abbeyfield The Dales Limited - Policy & Procedure / Good Practice Guidelines  
Policy Ref: HSF006  
Effective Date: July 2021 
Next Review Date: July 2024 
 

Minibuses 
 

1. Background 
The purpose of this policy is to provide a clear and consistent process for the management of 
Abbeyfield The Dales Ltd (ATD) minibuses, vehicles owned or hired to ATD and the drivers. 

 

2. Objectives 
Abbeyfield The Dales Ltd. (ATD) is committed to providing services that enhance the quality of life 
for older people and developing services that will meet the needs of future generations. This 
commitment is based on the Mission and Values of ATD.  ATD will also comply with all relevant 
and current legislation. ATD have duties under health and safety law for on-the-road work 
activities. The Health and Safety at Work etc Act 1974 Section 2 states ATD must ensure so far as 
reasonably practicable, the health and safety of all employees while at work. ATD must also ensure 
that others are not put at risk by its work-related driving activities. ATD will ensures the safety and 
well-being of residents, staff, service users and the public. 

 

3. Scope 
All staff (including bank staff), agency staff and volunteers working within the service that may 
drive, use, or work within a minibus. Minibuses are motor vehicles that have been constructed or 
adapted to carry more than eight, but not more than 16, passengers in addition to the driver, and 
have a maximum length of 8 metres. They provide a vital mode of transport for a great number of 
elderly people within organisations.  

 

4. Policy 
4.1. Definition of a Minibus 

A minibus is defined as a motor vehicle with between 9 and 16 seats, excluding the driver, 
with a maximum authorised mass (MAM) not exceeding 3.5 tonnes. Vehicles which have 
been modified to accommodate wheelchairs have a MAM of 4.25 tonnes. Minibuses are 
described as category D1 vehicles by the Driving Vehicle Licencing Authority (DVLA). 

4.2. Policy statement 
The procedures and guidelines within this policy ensure that the use of any minibus presents 
minimum risk to the safety of the residents or service users, staff, volunteers and members 
of the public. By adhering to the guidelines set out in this policy, Abbeyfield the Dales (ATD) 
believe that all reasonable and practicable steps have been taken to ensure the use of the 
minibus is safe. 

Any minibus (owned or leased) will only be used if it is roadworthy and driven by designated 
individuals who are suitably qualified to drive the vehicle; and their driving qualification must 
be in-date.   

ATD will ensure that a qualified engineer confirms that the vehicle is roadworthy, safe and 
fit for purpose. ATD will also ensure that any minibus they hire or lease is roadworthy and 
safe. 
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A clear procedure will be put in place to ensure that the minibus is regularly serviced and 
maintained in accordance with a set schedule. This is in addition to the driver’s pre journey 
checks. 

The schedule must include annual MOT Tests and should not exceed the manufacturer’s 
recommended service intervals. Regular defined safety inspections should also be conducted 
and recorded. 

A clear procedure for drivers to report any vehicle defects and for such defects to be rectified 
will be put in place. Drivers need to be aware of the procedure and encouraged to follow it. 

Insurance cover will be always maintained for the vehicle and its use. 

4.3. Roles & Responsibilities 
4.3.1. Chief Executive (CE) 

The CE is responsible for all strategic aspects relating to ATD properties, and 
equipment including consideration and overall control of risks for minibuses. 

Duties include: 
• Having in place appropriate and up to date policies and procedures. 
• Ensuring services have adequate resources to enable them to fulfil their 

responsibilities. 
• Ensuring suitable management systems are in place to manage risks within the 

organisation. 
• Auditing and monitoring of this policy and its procedures to ensure compliance 

and best practice; and 
• Ensuring appropriate insurances are in place for the protection of residents or 

service users, staff, volunteers and member of the public.  

The CE will delegate daily operational responsibility to ‘designated’ individuals who 
have responsibility for overseeing: the operational day to day use which is the 
Operations Manager, and for maintenance and care of the minibus which is the 
Director of Support Services. A record of these designated individuals should be 
kept and maintained as below: 

Building Vehicle registration(s)  Designated Person 

Fern House  

(main base for the 

minibus)   

BV16 WWR Director of Support Services Gwen 

Green, vehicle maintenance 

Operations Manager (Amanda Daly),  

day to day use 

Grove House BV16 WWR As above 

Other Sites BV16 WWR As above 

4.3.2. Manager’s responsibilities (Operation Manager) 
The primary use of the minibus will be for the transportation of service users to and 
from the Community Hub facilities within ATD buildings. The Operations Manager 
(OM) is therefore responsible for those who drive the minibuses for this purpose, 
and for any other use to benefit residents: such as excursions. The OM will ensure 
that all drivers are competent to drive, meets appropriate health standards and 
conform to all ATD insurance requirements and policies. The Office Manager at 
head office is responsible for checking all driving licences.   
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The OM may delegate some of the responsibility to their staff to carry out some 
tasks on their behalf, but this does not remove or negate their legal responsibility.  
The OM should also check that proper precautions have been taken for the 
passengers’ safety and well-being. This should be done via an individual risk 
assessment for each service user or resident who travels in the minibus or vehicle. 
The OM is responsible, and should work alongside the manager of the service, in 
this way for both regular trips on a set route or one-off trips and visits, such as 
excursions, site visits, or holidays.  

Where trips are of a regular, repetitious nature, the OM should reassess the 
arrangements regularly. One off trips must be considered as they arise, taking into 
account the length and time of the journey, the number of drivers needed on longer 
trips, safe driving hours, and regular breaks for passenger and driver comfort. If the 
trip takes place after the usual working day, special attention must be given to the 
issue of driver fatigue. Also, escorts/passenger assistance may be needed on short 
or long journeys, depending upon the type of passengers carried. 

4.3.3. The Health & Safety Manager will ensure: 
 Management and monitoring systems are in place for minibus use. 

 Quarterly vehicle safety inspection will take place and repairs requested will be 
actioned or the vehicle will be suspended from service. 

 Accidents and incidents are recorded, and lessons learnt acted upon. 

 Documentation is suitable and sufficient in relation to monitoring. 

 The policy is updated in line with legislation and guidance.  

 Appropriate advice and support are provided to Senior Leadership Team (SLT), 
the Operations Manager and all relevant stakeholders. 

4.3.4. Driver requirements 
A Driver is defined as anyone who operates a minibus vehicle on ATD business 
and/or drives a minibus vehicle which is insured by ATD. Drivers of the vehicles have 
responsibility to: 

 Comply with this policy and co-operate with the principal in the safe use of 
minibuses. 

 Be conscious of their own safety, passenger safety and the safety of all other 
road users and pedestrians. 

 Follow the procedures set out in APPENDIX 1 Health & Safety Minibus Daily 
Pre & End of Journey Checklist.  

 Drivers in the event of a breakdown or collision will always choose the safest 
option available at the time all for passengers and the driver. 

4.3.5. Requirements to be a Driver 
All authorised drivers must be appropriately licensed and approved by the CE or 
individual with delegated responsibility. The licenced drivers must comply with the 
requirements below: 

 Drivers must be at least 21 years of age. 

 Enhanced DBS (Disclosure and Barring Service) checks are in place because 
drivers may have unsupervised access to residents or services users. 

 Drivers have held a full and current UK driving licence for at least 2 years. 

 A Driver’s licence is examined by the Office Manager at head office when 
they are first permitted to drive and then at least annually thereafter and a 
record of the check kept by the designated person. 
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 Successfully complete their driver assessment (MiDAS) or obtain a current 
in-date assessment conducted by a suitably qualified person or organisation. 

 Must supply ATD with DVLA information / access to DVLA records for 
checking driving licences. 

All drivers will use the DVLA driving licence free check service and supply ATD 

with DVLA driving licence check code. The DVLA check code is the online 

counterpart of the photo card driving licence. The code is used to access the DVLA 

database to check driving licence information, and it allows drivers to share 

licence information with employers or companies, this will be checked every six 

months by ATD. 

                                         A driver’s licence must not: 

 Have any drink/drive endorsements. 

 Have a ban within the last 5 years. 

 No more than two current speeding endorsement (6 points) in the last 3 
years or as stipulated by the insurance company. 

4.3.5.1. Minibus Drivers – 65 years and over 
ATD staff or volunteers that drive minibuses may continue to drive after 
their 65th birthday, providing they already hold a valid licence and 
undertake a new driver assessment (MiDAS) prior to reaching 65 years. 
They must also have a DVLA PCV Medical Report Form D4 completed and 
signed by their GP, for which there is a fee (ATD will pay for this). Upon 
successful completion of the driver assessment, eyesight test and medical 
report Form D4 the driver can drive for ATD for one year. The driver 
assessments must take place annually up to the age of 70 years. 

If there are any problems or changes regarding health issues, including 
any medication whether short or long term, and any points gained on 
their licence, the staff member or volunteers   is to contact their line 
manager and the Health & Safety Manager immediately. 

4.3.6. Drivers’ Responsibilities 
Drivers are responsible for carrying out safety checks before a vehicle is used (see 
appendix 1 Health & Safety Minibus Daily Pre & End of Journey Checklist). If they 
are not competent to carry out these checks, or if the checks give cause for concern 
about the vehicle’s safety, they must not take it on the road and should seek 
guidance from their manager or the Health & Safety manager.  

Drivers must be satisfied that their passengers are safe in every respect before 
embarking on a journey. This includes travelling with appropriate 
supervision/escorts/driver’s mate assistants where they are needed, the correct 
fitting of seat belts, wheelchairs are secured to correctly identified restraint points, 
and the operation of ancillary equipment such as hoists or tail lifts, which they must 
be trained to use, or which trained escorts/passenger assistants may operate. 

Where longer journeys are undertaken, drivers must ensure that they are not 
driving too many hours without proper breaks, and that, if necessary, a relief driver 
is available. The driver should not be distracted from his/her task, and if the type 
of passenger carried means this is likely, then an escort/driver’s mate assistant 
should be carried.  
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Smoking, including electronic cigarettes, is not allowed in any minibus used for 
Abbeyfield The Dales business nor is the consumption, use or transportation of 
drugs or alcohol. 

Drivers must notify DVLA Swansea and their manager & health safety manager 
about any medical condition or defect which might affect their driving and any 
restrictions applied by DVLA, e.g., their eyesight, courses of prescribed medicine. 

Drivers must ensure that use of the minibus is strictly for business purposes. Private 
use is strictly prohibited. 

4.3.7. Licence & D1 category 
Those who held a full entitlement to drive a car before 1 January 1997 will hold the 
‘D1 grandfather right’ are able to drive a 16-passenger seat minibus in the UK 
without restriction, until their licence expires, but not for hire or reward unless 
operating under a Section 19 permit (UK only). 

Hire or reward is generally interpreted as any payment in cash or kind made by or 
on behalf of passengers that gives them the right to be carried in a vehicle. 

To drive a category D1 minibus for hire or reward, or for drivers who passed their 
car test after 1 January 1997, the driver has to meet higher medical standards, 
obtain a Category D1 Provisional Licence, and then pass both theory and practical 
PCV driving tests to gain category D1.  

This is not required if the vehicle is under 3.5 tonnes (or 4.25 tonnes if including 
specialist equipment for disabled passengers) & operates under a section 19 permit 
(UK only). 

4.3.8. Passengers’ Responsibilities 
Drivers should expect responsible behaviour from passengers. For example, 
passengers are expected to remain in their seat, wear the seat belt, not cause any 
disturbance, or distract the driver, and follow reasonable instructions from the 
driver or drivers’ mate to ensure the safety and comfort of themselves and other 
passengers.  

Where passengers’ behaviour repeatedly causes problems for drivers and drivers 
mate/passenger assistants, the driver’s line manager must be informed and 
consideration given to whether the passenger should be conveyed by minibus in 
future, or whether special supervision arrangements are needed. Some passengers 
on ATD vehicles may require a greater than normal level of support to ensure that 
they do not become a danger to themselves or others when travelling in a minibus. 

The manager of the community hubs at the planning stage should identify whether 
the nature of the passenger requires the presence of a passenger assistant in 
addition to the driver and driver’s mate. 

4.3.9. Training 
In addition to the requirements set out in sections 4.3.4 and 4.3.5, all drivers must 
also be considered for: 

 MiDAS Minibus driver training (see below) and appropriate training in 
driving for people with disabilities where necessary. Drivers who have the 
D1 entitlement obtained through PCV training do not need MiDAS training. 

 Training in the use of tail lifts and hoists where appropriate. 

 Training in the use of specific wheelchair clamping systems where 
appropriate. 
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 Individual risk assessments where a medical condition might affect driving 
fitness and competence will be carried out by the community hub manager. 

 All drivers will be trained how to use drop down steps, tail lifts, seat belts, 
wheelchair straps etc. Drivers will be inducted in how to operate to all 
controls within each minibus including the location of first aid kits, brake 
glass hammers, fire extinguishers, daily pre & end of journey checklist, 
defect report form and contact information.  

4.3.10. The Minibus Driver Awareness Scheme (MiDAS) 
The Minibus Driver Awareness Scheme (MiDAS) is a national assessment and 
training scheme for minibus drivers in the voluntary and not-for-profit sectors. All 
drivers must complete and pass or hold a valid MiDAS certificate. It provides 
classroom-based theory training and on-road driving assessment for all minibus 
drivers and additional training on passenger assistance and the use of wheelchair 
accessible vehicles, for drivers who will be transporting passengers with disabilities.  

Refresher training is a significant part of MiDAS and in order to retain their MiDAS 
Certificate, MiDAS certification is valid for 4 years from the date of issue. 

4.3.11. Section 19 Permits 
A Section 19 permit provides an exemption for not-for-profit organisations to 
operate minibuses for “hire and reward” without an Operator PSV Licence. Section 
19 is a UK government initiative designed to provide exemptions to charitable 
organisations from an EU legislation. 

Providers operating under the provisions of the Section 19 permit scheme must 
maintain maintenance and inspection records as they would if they held a PSV 
licence (daily, weekly, 10-weekly, deficiency log, etc), failure to do so may invalidate 
the licence. 

The vehicles operating under the licence must also have a gross weight of under 3.5 
tonnes or 4.25 tonnes if including specialist equipment for disabled passengers. 
Each vehicle in ATD requires an individual license and the Section 19 Permit disc 
must be displayed on the nearside of the windscreen, visible from the outside of 
the vehicle. 

4.3.12. Mobile Phones 
Since 1 December 2003, the use by drivers of hand-held mobiles has been illegal. 
Anyone found to be using such devices whilst driving will face a fine and three 
penalty points on their licence. The use of a properly installed hands-free kit is 
permitted but drivers will continue to risk prosecution if, when using a mobile 
phone in this way, they are found not to have proper control of their vehicle. 

Abbeyfield the Dales Ltd expects any employee who drives to act within the law. 
ATD therefore expects all employees not to receive or to make calls on a mobile 
phone whilst driving (this includes whilst the vehicle is stationary). To make and 
receive calls safely the vehicle must be properly parked, and the engine switched 
off. 

4.3.13. Emergency Equipment 
4.3.13.1. Fire Extinguishers 

Regulation 42 and Schedule 7 of the Road Vehicles (Construction and 
Use) Regulations 1986 specify that every minibus must carry a British 
Standard fire extinguisher of water or foam, (halon extinguishers are 
now illegal in vehicles) with a minimum test rating of 8A or 21B. If 
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passengers in wheelchairs are being carried, the minibus should carry 
two fire extinguishers, one of which is kept in the passenger 
compartment. 

Fire extinguishers will be tested according to the manufacturer’s 
instructions, which is usually once a year. Drivers and drivers’ mates 
should be trained in their use. 

4.3.13.2. Aid Kits 
The regulations also specify that a suitable, clearly marked first aid box 
is kept readily available and in good condition within the minibus.  

The driver and drivers’ mates must know where the emergency 
equipment is kept in the vehicle and how to use it. The driver should 
check all the items are present before each trip. Every time an item is 
used the driver should inform their line manager, who should ensure 
the item is replaced or re-filled. 

4.3.13.3. All Seat Belts 

It is important that seat belts are correctly adjusted for the wearer to 

maximise their effectiveness. The basic points to note are: 

 The belt should be worn as tight as possible 

 The lap belt should go over the pelvic region, not the stomach 

 Child restraints should be securely fitted according to the 
manufacturer’s instructions and the child should be securely held in 
the restraint. 

Seat belt anchorages must conform to the Road Vehicles (Construction 

and Use) Regulations 1986 (as amended). In general, the Construction 

and Use Regulations require minibus seat belt anchorages to meet the 

requirements for ‘M2 vehicles’ contained in EC Regulation 76/115 (as 

amended). The seat belts themselves must comply with European 

Standards and have an ‘E’, ‘e’ or BS mark.  

4.3.13.4. Failure to Wear Seat Belts 
Passengers who do not wear a seat belt put themselves and other 
occupants at risk because in an accident an unrestrained passenger 
would be thrown about inside the minibus with considerable force and 
could easily injure or kill another passenger or the driver. 

In the event that someone refuses to wear a seatbelt the risks should be 
explained, and the passenger. They should be advised that the driver may 
refuse to transport them if they refuse to wear a seatbelt. The driver will take 
the person on one journey only so as not to leave anyone behind and report 
this to their line manager, the passenger will be refused the service if they do 
not wear a seat belt. 

4.3.14. Wheelchairs 
Where possible, it is preferable for passengers who use wheelchairs to transfer to 
a fixed seat, and for the wheelchair to be securely stored during the journey. If this 
is not appropriate for a wheelchair user, they may remain in their wheelchairs 
during the journey, provided that the wheelchair is secured in a forward-facing or 
a rearward-facing position (never sideways), and it is securely and symmetrically 
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fixed to the vehicle with tie down webbing restraints which are located in the rear 
of the minibus. 
Wheelchairs must not obstruct a door or gangway. 
Wheelchairs, such as those designed for sports use, are unsuitable for travelling in. 

In addition: 

 The wheelchair user must be secured with seatbelts (three-point belts or 
harness) attached to the vehicle tracking 

 The wheelchair handbrake must be applied 

 The power on electric wheelchairs should be switched off and the batteries 
firmly attached to the wheelchair 

 Tracking for the wheelchair and occupant restraint systems should be kept 

clean, and free from grit, etc, at all times. 

4.3.15. Passenger Lifts and Ramps 
Requirements for power operated lifts and for ramps are set out in DPTAC’s 
Accessibility Specification for Small Buses Designed to Carry nine to 22 Passengers 
(inclusive)’. Lifts should comply with “BS EN 1756-2:2004+A1:2009:Taillifts. 
Platform lifts for mounting on wheeled vehicles. Safety requirements tail lifts for 
passengers“. This has replaced the previous standard, BS 6109-2:1989. 

The lift controls for the lift at the rear of the ATD minibus be clearly marked and 
accessible from inside and outside the vehicle. Instructions for using the lift are 
clearly displayed. The lift must only be operated by staff or volunteers who have 
received specific training. It must only be operated when the vehicle is stationary, 
and the vehicle hand brake has been applied. 

It must be capable of carrying the heaviest wheelchair, the wheelchair user and a 
driver’s mate or passenger assistant, wherever possible. Any wheelchair with brakes 
must have them applied while on the lift. Hydraulic wheelchair lifts should be tested 
every six months to comply with Lifting Operations and Lifting Equipment 
Regulations 1998 – LOLER. 

The passenger should know what the lift operator is going to do before it moves. 
Electric wheelchairs should be in manual mode and full assistance given to the 
passenger, especially when the wheelchair has to be reversed off the vehicle. 
Passengers in wheelchairs should be facing the vehicle while the lift is in operation 
to reduce the feeling of insecurity. 

Ramps should have nonslip material and raised edges to prevent the loader slipping 
or falling, and to reduce the risk of wheelchairs slipping off the side. Gradients 
should not exceed 1:12 except where unavoidable. They must be securely stowed 
in the minibus when not in use, without obstructing the doors or gangways. 

4.3.16. Fuel 
Fuel for the minibus may be purchased at any garage that is part of the fuel card 
scheme (Fuel Genie) and payment is made through the appropriate fuel card 
scheme. A card is held within the minibus. Please note that the vehicle runs on 
diesel. Staff and volunteers must ensure that the vehicle on return has a minimum 
of half of a tank of diesel for the next user. 

4.3.17. Insurance  
Insurance for the minibus is covered respectively by policy held with Abbeyfield The 
Dales. In the front of the vehicle logbook is a copy of the insurance policy and 



Reviewed by: Andrew Russell (Health & Safety Manager) / Martin Carter (Trustee) 
Approved by ATD Board: 23/07/2021 

Page 9 of 19 
 

information as to whom to contact in the event of an accident. Staff and volunteers 
should be aware that an insurance policy may be invalidated by the following:  

 A driver admitting liability after an accident 

 Failure to report the accident to the insurer 

 Failure to undertake adequate safety checks of the vehicle  

 Failure to wear the seatbelts, if provided and available.  

4.3.18. Speed Limits  
Minibuses are subject to lower speed limits than cars on some roads, therefore, it 
is essential that minibus drivers know what speed limits apply to them. 

Built-up Roads 30 mph (unless signed otherwise) 

Single carriageway 50 mph (unless signed lower) 

Dual carriageway 60 mph (unless signed lower) 

Motor way 70 mph (unless signed lower) 

Motor way 60 mph (if the minibus is longer than 12 

metres) 

It is important that drivers know whether their minibus is fitted with a speed limiter 
and understand how to drive a speed-limited minibus and especially how the speed 
limiter affects their ability to overtake, accelerate, change lanes, and join high speed 
roads from a slip road. 

4.3.19. Vehicle Maintenance 
The Director of Support Services (Designated Individual) is responsible for the 
record keeping and arrangement of regular checks, servicing, and MOT of the 
minibus vehicle(s). Every minibus requires an annual MOT test from the first 
anniversary of its registration date. A maintenance planner will be maintained and 
follow all manufacturers recommendation for all ATD minibuses. See APPENDIX 3 
Abbeyfield The Dales Minibus Maintenance Planner. 

To stay compliant with legislation under the section 19 permits, minibus operators 
must conduct regular safety inspections. There are two types, MOTs 
notwithstanding. 

 Daily/Pre-use vehicle checks – a check of lights, tyres etc. before every trip, 
conducted by the driver see appendix 1 Health & Safety  Minibus Daily Pre & 
End  of Journey Checklist . 

 Regular quarterly safety inspections will take place by the health & safety 
managers of a  more in-depth safety check See APPENDIX 4 Abbeyfield The 
Dales Minibus Quarterly Safety Inspection. Advice from the DVSA that safety 
inspections must be conducted every 10 weeks or 6 weeks if the minibus is over 
12 years of age. 

 

5. Finance, Value for Money & Social Value 
N/A 
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6. Supported Appendices 
APPENDIX 1: Health & Safety Minibus Daily Pre & End  of Journey Checklist   
APPENDIX 2: Health & Safety Minibus Vehicle Defect Report Form 
APPENDIX 3: Abbeyfield The Dales Minibus Maintenance Planner 
APPENDIX 4: Abbeyfield The Dales Minibus Quarterly Safety Inspection 
APPENDIX 5: Emergency & Breakdown Procedures 

 

7. Linked Policies 
Health & Safety (HSF007) 
Driving Policy 
 

8. Legislation/Regulation 
Health and Safety at Work etc Act 1974 - Section 3 
Management of Health and Safety at Work Regulations 1999 – Regulations 3 & 4 
Provision and Use of Work Equipment Regulations 1998  
Lifting Operations and Lifting Equipment Regulations 1998 – LOLER 
The Department of Transport’s Code of Practice on The Safety of Passengers in Wheelchairs on 
Buses 1987 
The Health and Social Care Act 2008 
Road Traffic Act 1991 
Highway Code 
 

9. Review 
Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure Guidance 
N/A 
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Appendix 1  

 

Abbeyfield The Dales Minibus Daily Pre & End Journey Checklist 

Vehicle Reg Mark: Driver: Driver’s mate: 

Make and Model Type: 

Odometer Reading Start Journey: Odometer Reading End  
Journey: 

Date 

 

Each item listed below must be checked and a tick or cross entered in the relevant box. MANDATORY CHECKS 

Mark with a tick or cross √ X 

Fuel, engine oil and water levels OK   

Hand brake and brake pedal working, brake fluid levels OK   

Tyres inflated and in good condition, including spare   

Wheel nuts secure – visual check   

Steering operating smoothly   

Operating log reviewed for faults   

S. 19 permit displayed in vehicle   

All windows clean, wipers and washers operating correctly   

Lights OK - Including stop lamps and indicators together with cleanliness of reflectors and number plates   

Seatbelts and seats - In good condition, working properly   

Horn working   

First aid box – With appropriate contents   

Fire extinguishers – AFFF type – fully charged, Brake Glass hammers in place   

Warning triangle   

2 reflective jackets - Class A, BS EN 471   

Mirrors - Positioned correctly, not damaged, rear vison camera    

Bodywork - No dangerous parts – All doors open/close properly   

Torch and maps   

Mobile phone - available for driver in emergency   

Cloth for cleaning the windows   

Wheel changing apparatus – all articles present   

Spare bulbs/fuses - know where the fuse box is and how to use it   

Tail/wheelchair lift (if fitted) working correctly   

Wheelchair securing straps in place and is serviceable condition   

ATD contact details in place within the bus   
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Declaration Start Journey 

“I consider that the above ATD minibus has been fully checked by me and this vehicle is now in a safe and 

roadworthy condition to use.” 

 

Name…………………………………………………………………………………………………………………….. 

Position………………………………………………………………………………………………………………….. 

Signature……………………………………………………………………………………………………………….. 

Date………………………………………………………………………………………………………………………. 

 

Declaration End Journey 

“I state that the above ATD minibus has been fully checked by me at the end of my journey,  I confirm this 

vehicle has suffered no damage, not been involved in accidents or speed penalties, there has been no accidents 

with  its services users while I used this vehicle today .” 

 

Name…………………………………………………………………………………………………………………….. 

Position………………………………………………………………………………………………………………….. 

Signature……………………………………………………………………………………………………………….. 

Date………………………………………………………………………………………………………………………. 
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Appendix 2 

 

Abbeyfield The Dales Minibus Driver’s Vehicle Defect Report Form 

Vehicle Reg Mark: Make and Model Type: Driver: 

Date:   

 

Fuel/oil/waste leaks  Horn  Tail-lift  

Battery (if accessible)  Glass  Seatbelts  

Tyres and wheel fixing  Reflectors  Wheelchair straps  

Brakes  Body exterior  Steps/Ramps  

Doors and exits  First-aid kit  Excessive engine exhaust smoke  

Indicators  Mirrors  Other  

Fire extinguisher  Steering  Other  

Wipers  Heating/ventilation    

Washers  Body interior    

 

REPORT DEFECTS HERE 

 

 

 

 

 

RECTIFIED 

  

Declaration  

“I consider that the above ATD minibus has been fully checked by me and this vehicle is not safe or in a 

roadworthy condition to use. If the minibus is not safe to use this must be reported to SLT for advice, HSM, 

building manger and the maintenance manager. The HSM will confirm when the minibus has had the defects 

repair and its back into service. 

 

Name…………………………………………………………………………………………………………………….. 

Position………………………………………………………………………………………………………………….. 

Signature……………………………………………………………………………………………………………….. 

Date………………………………………………………………………………………………………………………. 
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Appendix 3  
 

 

Abbeyfield The Dales Minibus Maintenance Planner 

Vehicle 
Registration 

Number 

Vehicle 
Make 

and 
Type 

     JANUARY                FEBRUARY                     MARCH                                APRIL 
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 

                    

                    

                    

                    

                    

                    

 

Vehicle 

Registratio
n 

Number 

Vehicl

e 
Make 
and 

Type 

         MAY                            JUNE                           JULY                                AUGUST 
1
9 

2
0 

2
1 

2
2 

2
3 

2
4 

2
5 

2
6 

2
7 

2
8 

2
9 

3
0 

3
1 

3
2 

3
3 

3
4 

3
5 

3
6 

                    

                    

                    

                    

                    

                    

 

Vehicle 
Registratio

n 

Number 

Vehicl
e 

Make 

and 
Type 

       SEPTEMBER              OCTOBER                    NOVEMBER                   DECEMBER  
3

7 

3

8 

3

9 

4

0 

4

1 

4

2 

4

3 

4

4 

4

5 

4

6 

4

7 

4

8 

4

9 

5

0 

5

1 

5

2 

5

3 

5

4 

                    

                    

                    

                    

                    

                    

 

S    = Safety Inspection 

I     = Intermediate Inspection 

M   = Major Service & Inspection 

A    = Annual Test Preparation (Including Major Service & Inspection) 

O    = Vehicle Excise Duty Renewal 

X    = Work Completed 
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Appendix 4 

 

Abbeyfield The Dales Minibus Quarterly Safety Inspection 

 

Vehicle Reg Mark:  Odometer Reading: 

Make and Model Type: 

Date of Inspection:  Wk. No.: 

 

Notes 

‘For more details on each item 

listed, look under this reference 

number in the DVSA Inspection 

Manual 

‘Serviceable’ (col 4)– enter the appropriate code: 

√ 

X 

= Satisfactory 

= Safety Item Defect 

R 

N/A 

= Repair Required 

= Not Applicable 

M = Monitor (possible maintenance required before next SI) 

 

Part 1 – Inspection 

Check 
No 

Item inspected Serviceable Defect 

Found 

Rectified 

By 

1.  Driver’s Seat    

2.  Seat Belts and Supplementary Restraint Systems    

3.  Mirrors and Indirect Vision Devices    

4.  Glass and View of the Road    

5.  Accessibility Features, hoist,    

6.  Windscreen Washers and Wipers    

7.  Speedometer / Tachograph    

8.  Horn    

9.  Driving Controls    

10.  Steering Control    

11.  Accelerator, Brake, Clutch Pedal    

12.  Hand Brake Operation    

13.  Pressure / Vacuum Warning and Build Up    

14.  Hand Lever Operating Mechanical Park Brakes and 

Electronic Park Brake Control 
   

15.  Hand Operated Brake Control Valves    

16.  Driver’s Accommodation    
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17.  Interior of Body, Passenger Entrance, Exit Steps and 

Platforms 
   

18.  First Aid Kit, Fire Extinguishers, Break Hammers, Signs    

 Ground Level and Under Vehicle    
19.  Passenger Doors, Driver’s Doors & Emergency Exits    

20.  Registration Plates    

21.  Cab Security    

22.  Condition of Body    

23.  Exhaust Emissions ( black smoke )    

24.  Road Wheels and Hubs    

25.  Condition of Tyres    

26.  Spare Wheel and Carrier/ Run Flat Can    

27.  Bumper Bars    

28.  Oil Leaks    

29.  Fuel Tanks and System    

30.  Exhaust Systems    

31.  Steering    

32.  Markers and Reflectors    

33.  Direction Indicators and Hazard Warning Lamps    

34.  Headlamps    

35.  Speed Limiter    

36.  Ancillary equipment    

37.  Brake Systems and Components    

38.  Wings & Wheel Arches    

39.  Windscreen and Glass    

40.  Do all Opening Windows Work Correctly     

41.  Other dangerous defects    
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Condition of Tyres (enter N/A if not applicable) 

 Axle 1 Axle 2  

 O/S 

Front 

mm mm  

psi psi  

N/S 

Front 

mm mm  

psi psi  

N/S 

Back 

mm mm  

psi psi  

N/S 

Back 

mm mm  

psi psi  

 

Part 2 Comments on Faults Found 

Check No Fault No Fault details  

 

 

 

  

 

Signature of Inspector:……………………………………………………… 

Name of inspector:…………………………………………………………………. 

 

 

Part 3 – Action taken on faults found 

Check No Fault No Action taken on fault Rectified By 

   

 

 

 

Part 4 – Declaration 

“I consider that the above defects have been rectified satisfactorily and this vehicle is now in a safe and 

roadworthy condition.” 

Name…………………………………………………………………………………………………………………….. 

Position………………………………………………………………………………………………………………….. 

Signature……………………………………………………………………………………………………………….. 

Date………………………………………………………………………………………………………………………. 
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APPENDIX 5 

 

Emergency & Breakdown Procedures 

Breakdown Procedures 

In the event of a vehicle breakdown: 

 The driver should move the minibus off the carriageway (onto the hard shoulder on a motorway) 
and switch on the hazard warning lights. If this is not possible, it should be moved as far away 
from moving traffic as possible. If a warning triangle is used, it should be placed on the same side 
of the road, at least 45 metres from the minibus. Always take great care when placing and 

retrieving a warning triangle (use hi viz vest) and never use them on the motorway. 
 The passengers should be moved out of the nearside of the vehicle and as far away from it and 

other traffic as possible. No one should stand between the vehicle and oncoming traffic. 

 On motorways or other busy roads passengers should be taken onto the embankment or grass 
margin and as far from the traffic as is practicable. The hard shoulder on a motorway is extremely 
dangerous. On Smart Motorways, where the hard shoulder is used as a running lane, drivers 
should try to stop in one of the emergency refuges that are placed periodically along the hard 
shoulder. 

 Passengers should be kept together in one group. The elderly and children should be kept calm 
and under constant supervision. 

 In some circumstances, it is safer to leave the passengers in the vehicle. For example, if it seems 
too dangerous to unload passengers in wheelchairs, elderly or if there is not a safe waiting area. 
The driver(and drivers mate/passenger assistant if present) will need to assess the situation and 
decide whether or not to unload passengers. 

 If necessary, the driver should go for help, leaving the passengers with the driver’s mate 
/passenger assistant. The driver will need to give the police, or breakdown service, accurate 
details of the vehicle’s location, and inform them if passengers with mobility problems are being 
carried. Once the emergency services and breakdown service have been called staff or volunteers 
must call ATD head office and their line manager in the order listed below.  At least one of the 
following numbers must be called and a confirmed conversation must take place. Texts are not 
to be used. 
Emergency Services 999. 
ERS Tel : 08005878872 or 01277 720778 
1.Grove House Tel: 01943 8861000 
2.Fern house Tel: 01274 065090 
3.Operations Manager ( Amanda Daly ) Tel: 01943 886003, 07701011024 
4.Maintenance 24/7 Tel :07714246811 
5.HSM Tel: 01943 886013,07771687543 

 If the breakdown occurs on a motorway, it is better to use the roadside emergency telephone as 
this will enable the Police to pinpoint the vehicle’s location. The nearest emergency telephone is 
indicated by arrows and numbers on small marker posts at the edge of the hard shoulder. 
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Road Traffic Collisions 

In the event of a collision, the driver and/or the drivers mate/passenger assistant must make the collision 
scene as safe as possible: 

 Use hazard warning lights and any other safety devices supplied 

 Do not move injured passengers unless they are in immediate danger of further injury 

 Call the emergency services immediately, with information about the situation, any special 
circumstances (e.g., carrying oxygen bottles or passengers have special needs 

 Do not allow services users/passengers to assist with repairing or re-starting the vehicle and 
never allow them to push the vehicle. 

 If the emergency services are called, the driver must stay at the scene until the emergency 
services (and anyone else with reasonable cause) have taken all the details. If possible, the names 
and addresses of all independent witnesses should be obtained at the scene. 

 If possible if safe to do so photos should be taken. 

 Operations Manager ( Amanda Daly ) Tel: 01943 886003, 07701011024 and HSM Tel: 01943 
886013,07771687543 must be contacted. 

 If the collision is ‘damage only’ and no one is injured, the driver should ensure that the vehicle is 
roadworthy before continuing the journey. The incident must be reported to their line manager. 
An accident report form must be filled in kept.  

If there is any injury or the names of people involved are not exchanged or there is damage to property 
other than the driver’s vehicle (including street furniture), the driver must report the collision to the 
Police as soon as possible, the driver should not leave the scene of the accident until they have spoken 
to their line manager. Any other incident, including traffic offences, must also be reported to their line 
manager. 

Emergency Evacuations 
If an emergency evacuation is necessary (for example, in the event of a fire), the best way to evacuate 
the vehicle will depend upon the nature of the incident, the passenger group, and the type of minibus. 

The driver and driver’s mate/passenger assistant(s) will need to exercise their judgment at the scene.  

Drivers and driver’s mate /passenger assistants who have been trained will be far better equipped to 
make appropriate decisions and cope with such difficult circumstances. Break glass hammers are fitted 
inside the minibus. Passengers should exit the vehicle as they would normally, if possible, and move as 
far away as possible. 

If passengers need assistance to exit the vehicle, the driver’s mate/ passenger assistants should provide 
the necessary help if safe to do so. If it is necessary to use the rear exit, care must be taken against 
approaching traffic. 

It may not be possible to remove wheelchairs quickly from a minibus unless the driver’s mate/ passenger 
assistants and carers are trained to do so. It may be necessary to lift a passenger from the vehicle, which 
is not easy to do in a confined space and often requires two people. 

Drivers and driver’s mate /passenger assistants should not attempt to tackle a vehicle fire unless they 
have been trained to do so. 


