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General Policy Guidelines on the use of Minibuses

Introduction

This policy outlines the measures to be taken by members of the University in an effort to ensure that our use of minibuses is safe and minimizes the risk to users and others.  The policy applies to the use of hired minibuses whether used for clearly defined work activities such as field trips or other activities such as Sports Union or club trips or other Student Union activities.  It applies to staff and students and makes it the responsibility of Heads of Department and the Senior Manager/Trustees of the student Union to ensure that these minimum standards are met.  

A minibus is defined as a vehicle constructed or adapted to carry more than eight but not more than sixteen passengers in addition to the driver.

Small Bus Permits
The University is permitted to operate minibuses under Section 19 of the Transport Act 1985 as long as all buses driven by University members display a Small Bus Permit.  This allows us to use hired minibuses without having to have a Public Service Vehicle (PSV) Operator’s Licence and without each driver having to pass a specific test to give them Passenger Carrying Vehicle (PCV) entitlement on their licence. 

Departments which hire minibuses regularly should apply for their own Section 19 permit(s).  One permit is required for each vehicle in use at any one time i.e. permits are transferable between minibuses.  Each Department should apply for sufficient permits for the maximum number of minibuses likely to be used at the same time.

Departments who use minibuses infrequently should obtain a Section 19 permit from Operational Risk and Environmental Sustainability (OR&ES) Cottrell 4Z1. The permit must be displayed in the minibus at all times.
Insurance

The University’s standard insurance and hire drive company insurance require staff and students to be 25 years of age or over.  Specific approval must be sought from the insurance company for any driver under age 25 and a driver excess will be applied.  The Sports Union Insurance is for drivers aged 21 and over.  All drivers must be University of Stirling Authorised Minibus Drivers (see Appendix 3) and must have been screened by the Occupational Health unit. See Appendix 9)
Every driver is also advised to carry insurance details in the event of an accident.

Pre and Post Journey Checks

The driver should undertake pre and post journey checks of the vehicle. Details are given in Appendix 4.

Seat Belts

Seat belts should be fitted in all minibuses.  The driver should ensure that all passengers wear their seat belts.  

Equipment

The following equipment must be carried in the minibus at all times:

Fire extinguisher

First aid box
Transport of children

Children under the age of 16 years must wear seat belts in mini buses.  When 3 or more children under the age of 14 are carried, a “Children on Board” sign must be displayed at the front and rear of the vehicle.

Loading of Minibuses

The number of people and the weight of luggage must not exceed the maximum limits specified by the manufacturer of the vehicle.  All luggage must be safely secured in order to minimize danger in the event of an accident.  Similarly the use of roof racks must comply with the guidance given by the manufacturers and all items carried on the roof rack must be securely fastened.

Journey and Driving Times

Tiredness of the driver has often been a significant factor in accidents involving minibuses.  The presence of a second driver should always be considered both on account of possible incapacity of the first driver and also because of tiredness.

The maximum number of hours that a driver may drive in any 24-hour period is 9 hours subject to a weekly maximum of 56 hours.  Every driver must take a continuous rest period of at least 11 hours in every 24-hour period and should not sleep in the vehicle during this rest period.  The driver must not be tired at the start of a journey.  If a days’ activity consists of driving and working, the total time spent on these activities should not exceed 9 hours e.g. 6 hours field work followed by a 3 hour drive. 

The maximum continuous period of driving should not exceed two and a half hours and should be followed by a minimum break of ten to fifteen minutes out of the vehicle.  Time spent at slow speeds in motorway hold-ups should count as part of the driving period, as should any period spent driving to uplift a party of passengers

Consumption of Alcohol by any driver

It is an absolute rule that a driver does not consume any alcohol during or in the period before any journey.  Since blood alcohol level should be zero during all driving activities, care should be exercised if consuming alcohol, even on the preceding day.  Alcohol must not be consumed in the 8 hour period immediately prior to driving.

Speed Limits  

Drivers must comply with all speed limits, but are equally expected to take due account of the road conditions and adjust their driving accordingly.

The relevant limits currently are:


For minibuses not
 For minibuses


  towing a trailer
towing a trailer

Motorways
70 m.p.h.
60 m.p.h.

Dual Carriageways
60 m.p.h.
60 m.p.h.

Other Roads where a lower limit
50 m.p.h.
50 m.p.h.

is not signposted

NB
The outer (overtaking) lane of a three or four lane motorway must not be used when towing a trailer.

From January 2007 most minibuses that the University is likely to hire will be fitted with a speed limiter.
This will automatically limit the vehicles top speed to 100 kph (62.14 mph).

APPENDIX 1

DEPARTMENTAL PROCEDURES 

Before the journey - departmental procedures

· Departments which make regular use of minibuses should obtain their own Small Bus Permits (details from OR&ES)
· Departments who use minibuses infrequently should obtain a Section 19 permit from OR&ES
· Ensure that the drivers licence has category D1 or D1+E  (with the exception of Sports Union drivers)
· Check that the Driver is authorised (refer to APPENDIX 3)

· Check the driver has been screened by the Occupational Health Unit and certified fit to drive minibuses on University business (refer to APPENDIX 9)
· Check that the Driver is insured to drive the vehicle.  To do this, they will have completed a Motor Declaration Form (available from Finance) to drive University vehicles or to drive under University Insurance.

In some cases, their insurance will be organised through the Hire Company.

· Book Minibus within Department
On the day of the journey - driver procedures
· Make sure that a Section 19 Small Bus Permit is displayed in the vehicle

· Carry out the pre journey checks on the vehicle (refer to APPENDIX 4)

· Carry insurance details in the vehicle

· On completion of the journey, faults should be recorded and reported to the hire company.

APPENDIX 2

MINIBUS DRIVER LICENCE REQUIREMENTS

Permit minibuses may be driven by qualified car drivers providing the following conditions are met:

1.
Drivers who passed their test before 1 January 1997
Drivers licence includes D1 entitlement or D1 (not for hire or reward).  These drivers can drive a minibus of any weight as long as it is covered by the permit.

2.
Drivers who passed their test on or after 1 January 1997

Drivers who have passed their minibus driving test will have D1 entitlement.  Those who have passed their Bus driving test will have D entitlement.

Drivers who only have a category B licence can drive a minibus if ALL the following conditions are met:

· You drive on behalf of a non commercial body for social purposes but not for hire or reward

· You are aged 21 or over

· You have held a car (category B) licence for at least 2 years

· You are providing your service on a voluntary basis

· The driver receives no payment or consideration for driving the vehicle other than out-of -pocket expenses

· The minibus maximum weight is not more than 3.5 tonnes excluding any specialist equipment for the carriage of disabled passengers
· Drivers over 70 years old must pass a compulsory medical examination.

When driving a minibus under these conditions you may Not tow any trailer
APPENDIX 3

PROCEDURES FOR AUTHORISATION OF MINIBUS DRIVERS

Departments should:

· Identify existing and proposed minibus drivers.

· Driver to complete Motor Declaration Form (Finance).
· Driver to self-refer to Occupational Health and make an appointment for a health assessment.
· A departmental record should be kept along with a copy of the driving licence of all authorised drivers.

· Departments should check each drivers licence on an annual basis.
Medical Conditions to be notified to DVLA

You MUST tell DVLA if you have any of the following:

1. An epileptic event (seizure or fit).

2. Sudden attacks of disabling giddiness, fainting or blackouts.

3. Severe mental handicap.

4. A pacemaker, defibrillator or anti-ventricular tachycardia device fitted.

5. Diabetes controlled by insulin.

6. Diabetes controlled by tablets.

7. Angina (heart pain) when it is easily provoked by driving.

8. Parkinson’s disease.

9. Any other chronic neurological condition.

10. A serious problem with memory.

11. Serious episodes of confusion.

12. A major or minor stroke.

13. Any type of brain surgery or brain tumour.

14. Severe head injury involving hospital in-patient treatment.

15. Any severe psychiatric illness or mental disorder.

16. Continuing/permanent difficulty in the use of arms or legs which affects your ability to control your vehicle.

17. Permanent misuse of alcohol, illicit drugs or chemical substances in the past 3 years (do not include drink/driving offences).

18. Any visual disability which affects BOTH eyes (do not declare short/long sight, colour blindness).

To notify DVLA write to Driver’s Medical Unit, DVLA, Swansea. SA99 1TU giving your driver number, full name and date of birth and as much detail about the medical condition as possible.

It is an offence if you do not inform DVLA if you suffer from any of these conditions
APPENDIX 4

PRE and POST JOURNEY CHECKS
The following checks should be undertaken before the start of each journey and on completion of each period of use.  Pre-journey checks should be carried out on a daily basis whilst the vehicle is in use.

Pre Journey Checks
1. External damage to the bodywork.

2. All doors unlocked.

3. Tyre conditions and pressures.

4. Oil, water. Brake fluid, washer fluid and fuel levels.

5. All lights and indicators are working and clean.

6. Windscreen wipers and washers are in working order.

7. Mirrors are intact and correctly positioned.

8. Windows and mirrors are clean.

9. Horn is in working order.

10. All seats are fixed and secure.

11. Seat belts are in working order.

12. Fire extinguisher is intact and first aid kit is complete.

13. Passenger lift or ramp is securely stowed where fitted.

14. There are sufficient wheelchair and passenger restraints for the journey and they are clean and in good working order.

15. Any necessary paperwork is completed

Post journey checks

1. No new external damage to the bodywork.

2. The minibus is parked safely and legally with the handbrake firmly applied.

3. All switches are off.

4. The minibus is left in a clean and tidy condition.

5. Any use of the first aid kit or fire extinguisher is notified to the hire company

6. The passenger lift/ramp is correctly stowed where fitted.

7. Any paperwork is complete e.g. defect report form, accident report form.

APPENDIX 5

FIRST AID AND EMERGENCY PROCEDURES

If a vehicle is involved in an accident:

1. Stop.  Make sure passengers are safe and summon emergency services if necessary

2. Exchange registration numbers and insurance details with any other vehicles involved.

3. Take the names, addresses and if appropriate, vehicle registration numbers of any witnesses and the shoulder number and home station of the Police Officer dealing with the accident.

4. If the accident resulted in damage to another vehicle, animal or roadside property, you must give your own and the vehicle owner’s name, address and registration number to anyone having reasonable grounds for requiring them

5. If this is not done, this information should be given to the police within 24 hours.

6. If the accident results in the injury of any person in addition to the above, you must produce the insurance certificate to the Police within 7 days.

7. Do NOT admit any liability for the accident to any person including the Police Officer dealing with the accident.

8. Write down as soon as possible after the accident, all relevant details, including a sketch of the scene.

9. Report all the above details to the Finance Department as soon as possible.

10. If you need any immediate or emergency assistance from the university, call the University Security Group on 01786 467003 (24 hour service).

APPENDIX 6

DRIVING ABROAD

Drivers must pass their full D1test to drive a minibus abroad on University business (including student trips such as Sports Union trips).  In addition, some or all of the following conditions may apply:

1)  The vehicle must be fitted with a tachograph.

2)  Vehicle documentation required :
Waybill or Own Account Certificate


Vehicle registration documents (or hire form)


Green Card


Insurance certificate


European Accident Form


GB plate

3)  Driver documentation:

Full current driving licence with D1 unrestricted


International driving permit






Full passport






Letter of authority to drive the vehicle






Tachograph charts

4)  Other documentation:

Form E111 Health care for visitors to EU countries.

The University’s Travel Insurance Emergency Medical Card should be carried for all official business journeys.

For more information refer to guidance document ‘Taking a Minibus to Europe’ from the CTA (Community Transport Association).
APPENDIX 7

MINIBUSES TOWING TRAILERS

1.
Licence Requirements

For drivers who passed test before 1 January 1997
Can drive a minibus with trailer of any weight (shown as D1 + E not for hire or reward)

But if the licence expired in or after 1998 they will have to pass a medical to retain the D1+E entitlement

For drivers who passed test from 1 January 1997

Must take the full D1 test (for trailers up to 750Kg) before they can take the D1+E test (for trailers>750Kg).

2.
Towing of Trailers


If a trailer is being towed no passengers may be carried behind the front row of seats unless there is a side door which is easily accessible to passengers.

Before towing a trailer, the following checks must be carried out to ensure:


1.
That the vehicle being used is appropriate for this use.  (Seek professional advice if in any doubt.)


2.
That the gross weight of the vehicle plus the trailer is within the vehicle gross weight limit.


3.
That the kerbside weight of the towing vehicle is clearly marked on the front nearside of the vehicle. 



4.
That the downward force from the loaded trailer on the towing ball is within the limits imposed by the towing vehicle manufacturer and that all trailers are fitted with a skid or jockey wheel type device to prevent the towing eye hitting the ground, if detached.


5.
That the axle loads of the towing vehicle are not exceeded.


6.
That on trailers >750 kg, a breakaway chain is in use, which will activate the handbrake should the coupling break.  Advice on this matter should be sought from the trailer manufacturer or approved dealer.

7. 
That the unladen weight of the trailer and trailer tyre pressures are clearly 
marked on the trailer.


8.
That the total gross weight (trailer weight plus maximum load to be carried) is 
clearly marked on the front of the trailer.


9.
That the trailer handbrake/overrun brake functions properly (required on trailers >750 kg.).


10.
That the trailer lights and indicators work.


11.
That the load is securely lashed to the trailer body or frame.


12.
That there is suitable marking of any rear overhang greater than one metre by 

using a “Long Vehicle” sign or other approved method (e.g. warning tape) or 

an approved light during the hours of darkness or bad weather.

When towing a trailer, drivers must be very cautious about the vehicle speed.  Vehicle\trailer combinations can become unstable at speeds below the legal maximum, particularly when being passed by fast moving large vehicles, in windy conditions or when maneuvering.  On long journeys, the trailer and vehicle should be checked at least once every two hours of travel.

Users of boat trailers are strongly advised to refer to the Amateur Rowing Association’s booklet “Towing of Boat Trailers”.
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APPENDIX 9

OHSAS

University of Stirling
MINIBUS DRIVERS HEALTH SCREENING

POLICY

In line with the Health and Safety at Work Act (1974) and other universities, all staff that drive minibuses are required to be assessed by Occupational Health for the safety of themselves and others. The details of the assessment will be kept confidential within the Occupational Health Department but a certificate of fitness to drive a university minibus will be issued when appropriate.

The University of Stirling Operational Risk and Environmental Sustainability (OR&ES) will provide a list to the Occupational Health Department of drivers of minibuses.

The frequency of Health Screening will be a one off in the first instance and every 4 years for those aged 45 and over.

The staff member will be required to complete a confidential medical questionnaire, which will be sent out to drivers by OH with SAE and return it to the Occupational Health Department. 
An Occupational Health nurse will then screen it and invite the employee to attend for a brief discussion, vision testing and blood pressure testing.

If any problems arise, the Occupational Health nurse will refer the driver to the Occupational Health physician.

If found medically fit to continue driving minibuses, the OHN will send a Fit Slip to John Galsworthy, OR&ES.
If found medically unfit to continue driving minibuses, the OHP will send a Slip stating this to John Galsworthy, OR&ES.

Occupational Health secretary to maintain database. John Galsworthy to inform her of all changes in personnel

Dr Andrew Mounstephen
Consultant in Occupational Medicine

Helen Rowell

Senior Occupational Health Nurse

OHSAS

Occupational Health Department

University of Stirling
Stirling

FK9 4LA
Tel. 01786 467200
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Employee Information Sheet
FITNESS FOR WORK ASSESSMENT WITH OHSAS

What is a 'Fitness for Work' assessment?

'Fitness for work' assessments are health assessments involving regular checks on some aspects of a person's health in order to confirm that they remain fit to undertake a particular task or tasks at work. The object of this is to ensure that your health and safety and that of others will not be put at undue risk if you undertake the task in question.

Why have I been included?

In some cases employers are required by law to arrange assessments of their employees' fitness for particular work tasks. In other cases employers decide to adopt a policy of fitness for work assessments because they believe that doing so helps to safeguard the health and safety of their employees. As a result your employer has decided that you should have a fitness for work assessment undertaken by OHSAS.

What will happen when I attend my appointment?

An OHSAS nurse or doctor will explain the purpose of the assessment and the nature of the medical tests involved and check that you understand this. If you have any doubts or questions you should feel free to raise them at this stage. They will then ask for your written consent to proceed with the assessment.

What will be said in any report to my employer?

The OHSAS report to your employer will normally simply confirm whether you are fit to undertake the task(s) in question in the course of your work and whether any limits or restrictions on your activities are required. OHSAS doctors and nurses are bound by extremely strict confidentiality rules and their report will not disclose confidential medical information about you to your employer unless you have clearly given consent for such information to be disclosed. If the doctor or nurse thinks that such disclosure may be helpful in your case they will explain the reasons for this carefully to you and will respect your wishes in the matter, unless (in very exceptional circumstances) non-disclosure would create a severe risk to you or others at work.

Who will see my health assessment records?

OHSAS keeps all your occupational health records in secure storage and only OHSAS staff have access to them. Details of the contents of your records can only be released to other people with your permission or, in exceptional circumstances, as a legal requirement.

Can I have a copy of the OHSAS report on my fitness for work?

You are legally entitled to have access to the report and OHSAS staff will provide you with a copy. If you wish to have a copy of the detailed results of your health check(s) you should ask for this as well.

Will OHSAS contact my GP or hospital specialist for information?

This is not normally necessary, but if the OHSAS nurse or doctor thinks that a report from your GP or specialist would be helpful, they will discuss this with you and ask for your written permission to contact the doctor concerned. They will also explain your right to read any report from your GP or specialist before it is sent to OHSAS.

What if I do not want to undergo this health assessment?

The OHSAS doctor or nurse will discuss with you any concerns you may have about being assessed and will not proceed without your written consent. Bear in mind however that without your consent to health assessment OHSAS staff cannot confirm to your employer whether you are fit to undertake the work task(s) in question and your employer may conclude that you cannot be considered fit to do so.
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University of Stirling
Occupational Health Department
CONSENT TO UNDERGO
FITNESS FOR WORK ASSESSMENT WITH OHSAS

I understand that I have been asked to undergo an assessment of my fitness for the work specified below by OHSAS Occupational Health staff in accordance with my employer's Occupational Health policy. I have read and understand the Information Sheet.
Purpose of fitness for work assessment:…………………………………………………………

I consent to undergo a fitness for work assessment on this occasion*
I do not consent to undergo a fitness for work assessment on this occasion*
(  *Delete as appropriate)

Name:…………………………………………………………………………………………………
Signature:…………………………………………………………………………………………......
Date:
OHSAS Occupational Health NURSE or 

Occupational Health PHYSICIAN:……………………………………………….

Name:…………………………………………………………………………………………………
Signature:…………………………………………………………………………………………......
APPENDIX 12
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Assessment of Occupational Fitness to Drive
HEALTH ASSESSMENT

OF

OCCUPATIONAL FITNESS TO DRIVE

	First Name


	Last Name

	Address


	D.O.B

	
	Post code

	Date of Birth



	Organization



	Base/Dept


	Date of Examination


	REASON FOR ASSESSMENT                                                                   TYPE OF VEHICLE

New employment            □                                                                                LGV            □

Periodic assessment        □                                                    PCV           □

Post absence                   □                              Non PCV minibus driver           □
After accident / incident □                                         Light van / car           □

Other                                □                                          Fork lift truck          □

                                                                   Emergency vehicle         □

                                                                                                                                Plant         □

                                                                                                                               Other         □
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Assessment of Occupational Fitness to Drive

MEDICAL HISTORY
Please complete the following questionnaire as fully as possible.

1 a) Do you suffer, or have you ever suffered from any of the following?
Epilepsy / Seizures
YES / NO

Loss of consciousness / blackouts / collapse / faints
YES / NO

Dizzy spells / vertigo
YES / NO
Sleep disorders / daytime sleepiness
YES / NO

Multiple sclerosis
YES / NO

Parkinsons disease
YES / NO

Cerebrovascular disease / stroke
YES / NO

Head injury
YES / NO

Any internal bleed in the head e.g. subarchnoid haemorrhage
YES / NO
Benign / malignant tumour
YES / NO

Cerebral abscess or cerebral aneurysm
YES / NO

Any other neurological / neurosurgical 
YES / NO

1 b) Do you suffer or have you ever suffered from any of the following?

Heart disease / angina / chest pain or discomfort or breathlessness on walking up hills or exerting yourself

Hypertension
YES / NO

Palpitations / irregular pulse
YES / NO

Other circulatory disorders
YES / NO

2 a) Do you suffer from Diabetes Mellitus?
YES / NO
   b) If YES please give full details

             Insulin Dependent
YES
             Non –Insulin Dependent
YES

3 a) Do you, or have you ever had, ANY history of psychiatric 
YES / NO

        or depressive / anxiety disorder?

   b) If YES please give full details

4 a) How many units of alcohol do you drink on a weekly basis?

        (1 unit = ½ pint lager, 1 small glass of wine or 1 x 25 ml of spirit)
4 b) Do you have or have you ever had, any history / form of any of the following?

        Alcohol overuse / misuse / abuse / dependency
YES / NO

        Drug addiction / use / dependency
YES / NO

5 a) Are you currently taking any form of medication?
YES / NO

       (Prescription or non-prescription medication)

5b) If YES please list name, dosage, frequency and any side effects, e.g. drowsiness

6     Do you wear glasses / contact lenses for driving purposes?
YES / NO
7 a) Do you have any history of the following?
       Eye disorders e.g. glaucoma, cataracts
YES / NO

       Eye surgery / eye injury
YES / NO

       Hearing disorders
YES / NO

       Kidney disorders
YES / NO

8 a) Do you suffer from any condition not listed above which you feel we should know about when     performing this assessment? (If you are not sure, you should tell us anyway).
	I certify that the answers to the above questions are correct to the best of my knowledge and belief. I an in possession of a full driving license with no restrictions, I understand that any false declaration made knowingly or the withholding of any information may result in disciplinary action, which may include dismissal by my employers.

Signature
Date

Name (in capitals)
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