
 UBW MINIBUS GUIDE

THE ASSOCIATION

UBW is a not-for-profit voluntary organisation providing transport for members and affiliated ‘not for profit’ clubs, associations and schools. Membership is free – passengers must be members of UBW or of the affiliated organisation arranging their trip, to comply with our operating permit. 

LOG SHEET

It is important that the Log Sheet is signed off by the driver before the trip, completed fully and handed in with the key afterwards.
SAFETY 
1.The driver of a group of children (i.e. people under the age of majority) must be accompanied by a passenger assistant. UBW will provide ROSPA’s guidance. Youth organisations and schools will also have to comply with their own bodies’ rules and the terms of their liability insurance. 

2. Minors may only travel on a community service or as a part of an informal passenger group if accompanied by an adult with responsibility for them..
3. The driver and passengers must wear their seat belt. Those aged 14 and over have a personal legal responsibility to do this. Drivers must check compliance with this as best practice.
The driver is legally responsible for ensuring that passengers aged between 3 and 13 are belted in.

The parent or carer of children under 3 must provide a suitable child restraint system.

Doubling up on the use of seats and belts, and standing passengers, are not allowed.

Small children must not sit in the front of the bus for reasons of safety.
4 Drivers are not trained by UBW in the care of passengers whose ability to board and leave the bus, and travel in a manner which does not impose a risk to themselves or anyone else on the bus is impaired. They must not accept such responsibilities unless they perceive an emergency. Carers who are able to take these responsibilities are welcome to travel as members of UBW. 
5. The wheelchair access equipment and removable rear seats must only be operated by trained persons. Organisers, Drivers and Passenger Assistants must ensure that no passenger, particularly a child, interferes with the securing mechanism of the removable seats.
6. It is illegal for anyone to smoke or consume alcohol or drugs in the bus. Additionally, UBW does not accept responsibility for passengers who attempt to board when their faculties are impaired by alcohol or drugs to the point where they may be a danger to themselves or others. They must not be carried. 
7. Hazardous items and goods other than passengers’ personal possessions may not be carried.

8. Passengers should behave in a respectful and tolerant manner to all other members, and never in a disorderly, obscene or threatening way. The Organiser of a trip or the Driver may ask offenders to leave, and must call for emergency assistance if he/she or the passengers feel threatened.
9. Passengers, as well as the Driver and Organiser, should know the location of the Fire Extinguisher, First Aid Kit and Emergency Exits. Note the Extinguisher exists to assist safe evacuation from the bus and nobody should put themselves at risk by returning to fight a fire, or attack an engine fire.
10. Although UBW has Public Liability Insurance for claims where it is at fault, those using the bus have the customary responsibility to take care and act sensibly for their own safety and that of those with whom they may come into contact, on or off the bus. It should not be assumed that in all circumstances the consequences of a non-motor incident would be deemed to be the responsibility of UBW and its insurers. Organisers and passengers should ensure the guidance in this document is followed and consider their own Public Liability Insurance, as for any other activity.
11. The Drivers’ Guide in the front of the bus contains emergency and accident helpline information.
12. There are School Bus signs which must only be used for journeys to and from school. 

13. Keys must be removed and the bus locked whenever it is left unoccupied, even for short periods and even if in sight (e.g. whilst paying for fuel), otherwise the insurance may be invalidated. Please secure all doors and windows when leaving the bus, and do not leave valuables unattended. 

AVAILABILITY

UBW will do it’s best to keep the bus available, so far as safety, reliability and an adequacy of volunteers permits, but no guarantee is possible.
DRIVING THE MINIBUS

1.  Legally you may only carry members of UBW or members of affiliated organisations, pupils and students (and staff and helpers accompanying them). 

2. The bus may be driven by a person holding licence category B or D1 or full PCV. There are more specific provisions regarding drivers relying on licence category B and these are covered in our driver documentation – in particular they must not drive under this provision as part of a contract of employment. There is a vehicle weight limit for B category and we comply. 

3. UBW has a minimum driver age of 25. DVLA require a medical report if a minibus driving entitlement is to be retained at age 70. 

4. A new driver needs to complete the insurance and bus familiarisation processes. These are straightforward for an experienced driver but if a driver has in the previous 5 years had a motoring conviction (other than 3 points in respect of SP30 or TS10) or has been involved in any driving accident it is necessary to send details to the insurers in advance. 
5. Drivers should always carry their licence and Membership Card when driving the bus.

Before Starting

6. Decide whether it is safe to travel. This is the driver’s responsibility though UBW reserves the right to cancel a journey if conditions are deemed unsafe.

7. Action the checks on the Check List in the bus, and sign the Log Sheet to confirm.
8. Note the speed limit information- the bus has a limiter set to 62 m.p.h. and must not travel in the third lane of motorways.

9. Locate the emergency equipment and helpline information and inform new passengers of these.
10.Gangways and exits must all be clear.
11.Only drivers authorised in advance may drive the bus. 

12. Passengers in a bus do not have the same degree of comfort as in a car. Please drive carefully to avoid the risk of physical harm or discomfort of passengers.
13. Leave all doors unlocked for safety whilst driving, except in the face of an external threat.

14. Always stop the engine and apply the handbrake before leaving the driving seat.

15. It is illegal to converse with passengers except in an emergency or to use a mobile phone. 

16. Never drive when tired, and do not exceed 5.5 hours without taking a 30 minute break. Drivers must not exceed 10 hours a day, followed by at least 10 hours off. If necessary a second driver should be authorised. For trips of over 200 miles record start/stop times on the Log Sheet.
17. Do not drive off-road other than for parking in an approved parking place with a sufficiently firm surface. The member making a private booking is responsible for non compliance.
18. Some bus lanes are restricted to authorised local traffic. Check local rules before using them.

19.Park nearside at night, side lights on,10 metres or more from a junction and not obstructing.
Breakdown or accident.
20. There is a Helpline Card in the Drivers’ Guide under the dashboard.
21 If a fire is detected evacuation of passengers to a safe place and distance is the immediate priority. Leave the bus in gear. Do not take risks to tackle a fire except to aid escape.

22. Use hazard warning lights.

23. After an accident ask drivers to switch off engines, and everybody not to smoke.

24. Call emergency services when necessary, with location and details of casualties. Do not leave the scene before they arrive.
25. Do not move injured people unless they are in danger, or remove a motorcycle helmet unless absolutely essential. Be prepared to give first aid to the extent of your ability.

26. Get passengers to a safe place, away from a hard shoulder, in the event of an accident or a breakdown on a motorway or dual carriageway. Insist that they stay together, and supervise children.

27. Do NOT admit liability at the time; this may prejudice an insurance claim. After an accident exchange details with anyone involved and ask witnesses for their details.

28. If property is damaged and you cannot give details to anyone advise the Police within 24 hours.

29. If anyone is injured you must tell the Police as soon as possible and within 24 hours at the latest.

30. If the bus is roadworthy you may decide whether to continue or return, after due consideration for the passengers’ wellbeing and safety, and your own.
31. Immediately record details on the Report Form in the bus. Take photographs if possible.

32. Advise the Administrator as soon as possible.
Leaving the minibus
33. Supervise passengers leaving the bus with their safety in mind. Tell passengers not to get off until you say that it is safe to do so and park so that they may get off on the side away from traffic. 

Passenger concerns

34. Please report your concerns about the ability of any passenger to travel safely.

INSURANCE
1. The Association holds motor insurance which covers authorised drivers - who are responsible for informing the Association of any changes to their driving record, including accidents, convictions or health issues which may affect the validity of the policy, and for complying with this guide.
2.  Employers Liability insurance is in place for volunteers and the policy is available for inspection. 

3.  Public Liability Insurance covers the Association in respect of non-motor claims for which it could be responsible in the course of its activities.

BOOKING CONDITIONS FOR THE INFORMATION OF ORGANISERS OF PRIVATE/GROUP TRIPS
The Organiser is responsible for:

1. Ensuring that only members of UBW, or members of the group, school or association which is itself a member of UBW are transported. 
2. The payment of the charge for using the minibus, including the cost of cleaning if the interior of the bus is soiled (except for the normal consequences for the floors of bad weather). 

3. Compliance with this guide by all travelling (save for matters where it is clearly indicated that the driver or passengers have legal responsibility).
4. Informing UBW of the intended route, passengers and any aspects of the trip which could involve risk beyond the uncertainty involved in any routine bus journey.
5. Refunding to UBW uninsured losses, insurance excesses and other costs including fines arising through the fault or omission of a member of the party, including its own nominated driver.
6. Ensuring the bus is not taken out of the UK. Our permit and insurance would be invalidated.
7. Having the bus returned by the agreed time, in a reasonable condition for the members next using it, given that it may be going out again quickly. 
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