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INTRODUCTION

O.C.V.Y.S. as lead body for the voluntary youth sector within Oldham conforms to existing legal requirements and would want to adopt, adapt and promote good safety practice associated with the 

use of mini buses.

The transport forms part of our collective responsibility. THIS INCLUDES THE USERS. It is realised 

that incidents or issues may not be corrected immediately, but a.s.a.p. should be held to.

Throughout this document reference is made to ‘good practice’ involving careful planning around the 

use of mini buses.  Given the ever-changing state of National Regulations it is important that users of 

the mini buses foster an awareness of vehicle responsibility and promote safe and competence use of transport.

The scheme is operated and managed by O.C.V.Y.S. Transport and Travel Limited (O.T.T.)

MAINTENANCE, SERVICE AND REPAIR

The Law requires that the vehicles are maintained in a safe roadworthy condition at all times and therefore it is essential that users report any faults to O.T.T. a,s.a.p.

REPAIRS PROCEDURE

1 Any defect found or developed on the vehicle must be reported by the driver to O.T.T in writing.

2 The vehicle must be repaired as soon as possible.

THE USER

1
The user must be over 25 years of age with a minimum of three years driving                                    

whilst holding a full licence.

2
O.T.T. is currently working towards all drivers being fully Midas trained.

3     
All drivers must have a familiarisation on O.T.T. vehicles. 

4
All drivers must provide the operators with a copy of their driving licence, and four passport 

      photographs,  before successfully undertaking a familiarisation.

5
The driver is responsible for checking the condition of the vehicle and for the completion of the 

log book in which any vehicle faults should be recorded and also reported to O.T.T. in 

writing.
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DRIVERS RESPONSIBILITY

Will include:

1
Vehicle check and completion of the logbook.

2
The driver must insist of seat belts being worn by passengers.

3
Reporting of damage,/defects/necessary repairs in writing to O.T.T. 

3 Inform operator of any change relating to driving licence information in writing.

4 Parking fines incurred are the responsibility of the named driver and their organisation.

5 Driver must enforce no smoking in vehicle.

6 Driver must enforce no alcohol carried/consumed in vehicle.

7 Driver must enforce no drugs carried/ used in vehicle.

8 Driver must ensure that vehicle is refuelled after use.

9 Vehicle must be clean and tidy on return.  Should it be necessary to be valeted the user will be charged. 

Failure to comply with the above could result in removal from the list of approved drivers.

DRIVERS HOURS

Driver fatigue is one of main causes of road traffic accidents.  It is imperative to ensure that drivers have had adequate rest from their daytime provision before driving a vehicle on behalf of O.T.T. 

The following are guidelines we must operate within:

1
After two hours continuous driving, a 15-minute break must be taken away from the vehicle (i.e. coffee break) at the earliest opportunity.

2
After 4 hours total driving, a 30-minute break must be taken away from the vehicle  (i.e. coffee break) at the earliest opportunity. 

3
After 16 hours total driving. an 11-hour rest period must be taken. 

Therefore:

1
The total driving time should be planned in advance.

2
On journeys in excess of two hours, time must be allocated for the driver/s to rest prior to the journey. This must be appropriate planned and negotiated – from work 15-minute break.

3
Longer trips must have two volunteers present.
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SPEED LIMITS
Speed limits are different to those for cars:

Built-up areas where lights are closer than 200 yards
30mph

Roads subject to National Speed limits


50mph

Duel Carriageways





60mph

Motorways






70mph

SAFETY EQUIPMENT

1
By law each vehicle must carry a First Aid Kit consisting of:

· 10 antiseptic wipes

· 1 bandage 7.5cm wide

· Triangular bandages

· 24 assorted dressings

· 3 large sterile dressings 15cm x 20 cm

· 2 sterile eye pads

· 12 safety pins

· 1 pair of scissors

· Foil blanket 

· Surgical rubber gloves

· Airway cloth

AND NOTHING ELSE IN THE FIRST AID BOX

N.B.
Do not assume the First Aid Box contents, open it to check the contents, the driver must report any deficiencies to the officers.

2
There should also be:

-
      A fire extinguisher

· Warning triangles

· Torch

· Wheel clamp

· Jump leads 

· Window hammer (use wheel clamp)

· Foot pump

· Gloves

· Pen and paper

· Breakdown/ details
3    To enhance young people’s safety throughout the journey, at least one adult member of the party 

should hold a current up to date First Aid qualification.

4
Although mobile phones are an advantage is an emergency – they should not be used by the driver whilst the vehicle is in motion. 
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BOOKING PROCEDURES

A bond is required when registering with O.T.T.. Minibus scheme.

There will be a non-commercial daily contribution.

1
Booking is done through O.T.T.. officers.

a)
It is necessary for all users when booking to leave:-

-
the organisations name


-
the driver’s name


- 
a contact number for the driver
    This will ensure as accessible contact where/when necessary in case of late return of vehicle by 

     prior users or unforeseen accidents occurring.

b)   Four passport photographs – one to be held centrally, one at each site and one on identity card .

    THIS MUST BE PRODUCED ON COLLECTION OF VEHICLE.  

    THIS FORMS PART OF THE CONTRACT.

c)    Any proposed use of vehicles for events abroad must be fully negotiated with O.T.T. and 
        written permission gained.

2
Cancellations

a)
Cancellation process is the same as the booking procedure

b) All cancellations must be notified to O.T.T.  Failure to do so will result in withdrawal of 

user/group to hire.

c)
If a user/group cancels bookings on a regular basis (i.e. 2 consecutive bookings) their use of 
transport may be reviewed. 

Accidents and defects can occur at any time.  Because of insurance requirements, repairs may result 

in the vehicle being taken off the road. O.T.T. officers will give as much notice as possible to 

users if the vehicles become unavailable, they will try to give the expected date of completion of 

repairs.
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BREAKDOWN  PROCEDURES

O.T.T. Mini Bus Scheme Vehicles have rescue cover. 

The telephone number in event of emergency is O800 622166 – MEMBERSHIP NUMBERS

144107/8/9

In case of breakdown/accident:

1
Always display hazard warning lights

2
a)
On a motorway, if it is safe to do so, get the group out of the vehicle and wait a safe 

distance away from motorway.  If this is not possible, remain in the vehicle and use rear doors for access.

b) Drivers whenever possible – Do not access via doors opening onto motorway.

3
Always notify breakdown services using emergency telephone or mobile phone..  It is essential to give clear concise information regarding the group size, gender and or disabilities to the rescue service.

4
Information you need to know in event of breakdown.


Vehicle registration


Make, model and colour


Rescue service membership number


Location


Details of breakdown


Telephone number you are calling from.

5
Set up warning triangles 50 metres behind vehicle – 150 metres on motorway

6
On return::

Enter problem in vehicle log book.

Complete incident report form and give to O.T.T.

SEATBELTS.

1
Seat belts must be worn at all times by all passengers It is the responsibility of the driver to check that all passengers have complied with this requirement before commencement of journey.  

2
The correct number of passengers should occupy the seats.

3
It is recommended that young people under the age of thirteen should not travel in the front seat 

of the vehicle
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GROUP RESPONSIBILITY

When transport is used to carry young people to/from a hazardous activity the driver should refrain from involvement in the activity in case of emergency

When booking transport groups should ensure that realistic timescales are used for picking up – and returning vehicles

INCIDENT/ACCIDENT PROCEDURE

1. Report incident by completing an incident report form and providing O.T.T. with a copy of 

the same.

PARKING AND GARAGING

1. Beware when reversing, minibuses have blind spots.  Whenever possible, seek assistance – do not rely solely on mirrors

2
It is the driver’s responsibility to ensure that the mini bus is parked in a safe position.

CONCLUSION

Accident prevention is an essential feature of vehicle management and operation

There are laws, which must be adhered to.  These along with good personal practice will allow O.T.T. to be proactive in vehicle usage.

O.T.T. reserves the right to amend these guidelines in order to comply with Law and operational requirements.

Any breaches of these guidelines could result in removal from the approved list.
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