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Vehicles & School Journeys Policy

The Green Room Foundation is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share 

this commitment.
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Introduction 
This document is primarily intended as a technical guide for the Heads of School and staff 
of The Green Room Schools (The Green Room Foundation.) It reflects current practice and 
therefore may be of interest to other adults connected with the company, such as trustees 
or the management team. Those not familiar with current educational jargon and acronyms 
may need to refer to other members of staff for further guidance or explanations and should 
not hesitate to do so where necessary. 

Vehicle Maintenance and Weekly Checks
As the management team cannot be expected to inspect the vehicle every time it is used, 
the company has introduced an internal system of care/maintenance, which the individual 
driver(s) will undertake. Additionally weekly checks are carried out, by a designated staff 
member. Any defects are reported to administration immediately
The system of care/maintenance includes items such as booking the use of the vehicle, 
routine inspection and maintenance arrangements (including the reporting and notification 
of defects), cleanliness, security and keys. 
The simple vehicle administrative system ensures insurance/tax is kept up-to-date. This is 
held by the office staff. 

An inspection should also be carried out before and after a vehicle has been used for a 
lengthy high speed motorway journey. This inspection should be carried out immediately 
before and after the journey’s completion. (The vehicle can not to be used until it is done). 
Any defects will mean that the vehicle cannot be driven and the defect will be reported to the 
office. No specific training apart from individual knowledge of the vehicle is necessary. 
Appendix B - Minibus Checklist

Drivers 
Company Vehicles
All drivers will be asked to provide information such as proof of clean driving licence, and 
their age, which might affect insurance of vehicles. 
Consideration will also be given to the details of the planned journey such as distance to be 
travelled, time of departure, time of return. 
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Those who may be permitted to drive the company vehicles include teaching and non-
teaching staff. However consideration of the following will be taken when permitting staff to 
drive any vehicle owned by the company: 
•Staff must have a full clean and up to date drivers licence and be appropriate for the 

vehicle
•Staff must be of the age relevant to each vehicle’s insurance
•Staff must have enough experience to competently manoeuvre the vehicle they are 

driving
•Staff must have consent from the School Business Director to drive each specific vehicle

(Members of the general public are permitted to drive certain vehicles that have the appropriate 
insurance - the above still applies. They must have the permission of the Co-CEOs of The 
Green Room Foundation and take complete responsibility for any damages/accidents that 
occur).
All drivers must drive with care and consideration and within the speed limit at all times. Any 
problems with vehicles must be reported to the administrators immediately.
The driver must not consume any alcohol or drugs before any journey. 

Private vehicles 
Consideration should be given to the compilation of a register of “private” vehicles which 
are “approved” for use of “out of school” visits (any visit which involves transporting pupils). 
Each person whose vehicle is used, or ever likely to be used, would provide proof that their 
vehicle is taxed, maintained in roadworthy condition (and M.O.T.) and that it is insured for 
business use. 

Medical and consent forms 
All pupils must have consent to travel for each vehicle. For journeys involving school trips, 
there must be a copy of any medical conditions available for the driver if for any reason a 
medical emergency should happen.  

Health and Safety Procedures 
The procedures for the following health and safety routines are included in the appendices 
and are laminated and kept in vehicles used on the road for staff use, particularly in an 
emergency: 
Appendix A - accident procedures and breakdown procedures. 

Appendix A: Accident or Breakdown Procedures 
Read this and make sure you cover all the points. You could be in shock, and this will help 
you act correctly and decisively. 
What you should do: 
•As soon as possible, stop in a safe position and switch off the engine. 
•Assess the immediate safety of the passengers. 
•Assess the immediate injuries to the passengers, remembering that shock or concussion 

may not be immediately apparent. 
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•Normally, neither the vehicle nor the passengers should be moved, but in the event of 
danger from fire, or further traffic accidents, get the passengers off the vehicle and well 
away from the accident. 

•In the event of fire, the first priority is to get passengers to safety: after that has been 
accomplished and the emergency services contacted. 

•Use a warning triangle to warn other motorists of the danger ahead; the driver must wear 
the high vis jacket at all times, and if practical, allocate someone (not a pupil) to warn 
oncoming motorists, but only provided this person does not place themselves in any 
danger. 

•Apply first aid to any injured people, but only to the limits of your ability. The driver(s) 
should have first aid training of some sort. 

•Contact the office as soon as possible. The Office will make arrangements for the 
transfer of passengers with their safe return to the establishment or home and/or a 
replacement vehicle and for the damaged vehicle to be collected. 

The Green Room School - Minibus Breakdown Procedure
See Appendix C
Staff driving their own vehicles must make sure they have a breakdown service with the 
details to hand when using their vehicle for school purposes.

All vehicles
It is important to note that regarding insurance requirements;- 
Do not admit liability or fault to anyone; do not discuss the accident with anyone except 
the police and the Head of School (or whoever is the vehicle’s owner), do not visit anyone 
involved in the accident; complete an accident report form as soon as possible and assist 
with the completion of any insurance claim form. 
If you are involved in an accident which injures any other person or any animal (asses, cattle, 
dogs, goats, horses, mules, pigs and sheep) not in your vehicle, or which results in damage 
to another vehicle or property (however minor the damage may be) you must stop. This may 
seem obvious, but it is a legal requirement. You must give your name and address, that of 
the vehicle owner, and the vehicle registration number to anyone having reasonable grounds 
to request it. 
If for some reason, these particulars cannot be exchanged, or if someone is injured and the 
driver does not produce insurance details at the time, the accident must be reported to the 
police as soon as possible, and certainly before 24 hours have elapsed. It is important to 
note that these reporting requirements apply to all the drivers involved, regardless of who 
might be at fault.

Parking Fines
If a driver parks a company vehicle (or their own vehicle whilst on a business trip) illegally/
without consideration which results in a penalty, the fee shall be settled by the individual and 
not The Green Room Foundation.
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Appendix B: Weekly Minibus Checklist 

Weekly Minibus Checklist 
This form must be completed weekly and prior to long 
journeys. 
(All staff driving the minibuses must have an awareness  of 
these safety checks and alert the school office of any 
issues). 

Enter date of inspection below:

Date Date Date Date Date Date

VEHICLE REGISTRATION NO.

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

Tyres - Check for wear and pressures

Wheels - Security of wheel nuts

Engine oil and brake fluid - Check levels

Fuel and water - Sufficient for journey

Visibility through all windows

Lights - Including stop lamps and indicators

Windscreen wipers and washers working 

Windscreen wash liquid not run out

Bodywork - No dangerous parts

Mirrors - Positioned correctly, not damaged

Brakes - Check when vehicle is stationary and moving 
(before loading passengers)

Horn/indicators

Seatbelts - In good condition, working properly

First aid box

Fire extinguisher

Torch

Warning triangle

2 reflective jackets - Class A, BS EN 471

Cloth for cleaning the windows

Initials of person making checks

If you identify problems with any of the above 
immediately contact: 

When the inspection sheet is completed please return 
it to: The School Office
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Appendix C: Minibus Breakdown Procedure

This policy is approved by the Co-CEO of The Green Room Foundation

Date

Co-CEO

The Green Room Schools - Minibus  Breakdown Procedure

In case of breakdown call the office:
Windsor: 01753 866711
Kingsley - 01420487706

If there is no answer call:
One Insurance Solution Accident Helpline - 0800 0276289
Reg: RK13 VKU
VW 9 Seater Minibus

If possible get it towed to M&T Engineering (Mechanic) 01753 851952

or Reg: GU66 JNF
Ford transit 15 Seater Minibus

If possible get it towed back to GRK for Arval to arrange with Fleet Complete to come out 
to GRK.

Insurance Company Details

One Insurance Solution -0333 222 1072


