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INTRODUCTION 
 
The Community Minibus Association (West Sussex) relies entirely on the time and 
efforts of volunteers.  Key amongst these are the Drivers and Passenger Escorts.   
 
In providing this service, it is important that the Minibuses and every journey are 
safe and reliable at all times; for the benefit of both Passengers and Volunteers. 
 
This Handbook is designed to help you, the Volunteer Driver and Passenger 
Escort, to fulfil your role as safely and efficiently as possible.   
 
As well as providing a service to Passengers, it is essential that each vehicle is 
driven and maintained to a high standard.  By following the guidance in this 
handbook, you will help to ensure that all Passengers are delivered safely and 
that each vehicle will be kept in the best possible condition. 
 
Thank you for your contribution.  If you have any comments or feedback on this 
Handbook, please pass them on to your Divisional Organiser.  
 
DRIVER DUTIES AND RESPONSIBILITIES 
 
The Association reminds all drivers of the legal requirements relating to driving 
under the influence of alcohol or drugs, including prescription drugs.   
 
You should not drive if you have an illness which may be detrimental to your 
ability to do so safely. 

 
When a driver takes over a Minibus at the start of a journey, she or he becomes 
responsible for that vehicle until it is returned ready for the next driver and journey.   
 
There are a number of important duties that help with maintaining the safety, 
maintenance and appearance of the vehicle. 
 
Log Sheets 
 
The Log Sheet is the record of a journey or multiple journeys by a vehicle, while in 
the charge of an individual driver.  It is essential that the mileage, passenger 
numbers and fuel purchased are correctly recorded after each trip. These figures 
allow the charity to reclaim the VAT paid on fuel and apply for the Bus Service 
Operators Grant (BSOG) from the Department of Transport. 
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The checks listed on the right-hand side of the Log Sheet are a critical part of your 
responsibility and you must sign that all checks have been carried out. 
 
Fault Log 
 
Each minibus carries a Fault Log in the glove compartment or under the cover on 
top of the dashboard. This is your opportunity to record the state of the vehicle; 
how you found it, any comments while operating the vehicle and, on completion of 
your journey, it serves as a check that all has been left ready for the next driver. 
 
Maintenance 
 
Maintenance and repair are a significant expenditure for the charity.  Drivers are 
an essential link in the chain to ensure that maintenance is timely and cost 
effective.  Through their pre-journey checks and by accurate use of the Log 
Sheets, Drivers can help identify faults and damage that may need to be repaired. 
 
Minor faults which do not affect the safety of the minibus should be recorded in 
the Fault Log so that they can be dealt with by the Divisional Vehicle Manager. 
 
Major faults affecting the safety of occupants or the ability to drive a minibus must 
be reported immediately to the Divisional Organiser or the Divisional Vehicle 
Manager.  The minibus must not be driven until the fault has been rectified. 
 
Fuel 
 
All minibuses carry a fuel card which should be used when fuelling.  Please try not 
to let the fuel gauge fall below one quarter full before refilling. 
 
All the minibuses run on Diesel fuel. 
 

DO NOT FILL WITH PETROL 
 
Should you inadvertently fill with petrol then do not attempt to start the engine and 
ring the charity’s Fleet Manager for advice. This will probably mean transporting 
the bus to a nominated garage to allow fuel to be drained and flushed. 
 
Seat Belts 
 
It is a legal requirement that all passengers on a minibus should wear seatbelts 
and it is the responsibility of the driver to ensure the safety of all passengers. 
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A responsible adult who will always accompany a child on our buses will be wholly 
responsible for providing any necessary restraints, booster seats or other devices 
to ensure the safety of the child.  
 
It will, however, be the sole responsibility of the driver to satisfy him or herself that 
the arrangements for the safety of the child are satisfactory.  
 
For guidance please note the following: 
 

• children under 3 years of age should use an appropriate child restraint 

• children aged between 3 and 11 years, under 1.35 metres tall should use 
an appropriate child restraint if available, or if not available, wear the seat 
belt. 

• children aged 12 and 13 years (and younger children who are 1.35 metres 
or taller) use the seat belt. 

• passengers over the age of 14 years wear a seat belt. 
 
Parking 
 
Each Driver is responsible for the safe, appropriate and legal parking of their 
minibus. 
 
A change in the disabled parking rules means that our Minibuses no longer 
qualify for a Blue Badge. However, if a passenger has a personal Blue Badge it 
can be displayed and will cover the minibus for kerbside parking providing the bus 
is not on a loading bay or causing an obstruction.  
 
Information about the Blue Badge scheme. 
 
People who can use a Blue Badge: 

• Blue Badge permits are for the use and benefit of the holder only. 

• The Permit must only be displayed if the holder is travelling in the vehicle as 

a driver or passenger. 

Misusing a Blue Badge Permit 

It is a criminal offence for the holder or anyone else to misuse a permit and 
misusing a blue badge permit could lead to prosecution and a fine of up to £1,000. 
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Displaying a Blue Badge 

The blue badge permit must be displayed on the dashboard where it can be 
clearly seen through a windscreen. 

The front of the permit should face upwards showing the hologram and the back 
side that shows the photograph should not be visible through the windscreen. 

If the details on the front of the permit become illegible through fading or wear and 
tear, the permit must be returned to the parking department of your local council 
so they can issue a new one.  

Disabled Parking 

Badge holders may park on single or double yellow lines for up to three hours in 
England and Wales, except where there is a ban on loading or unloading. (NOTE: 
these allowances are not applicable in Central London) 
 
Where a time limit is in force, both the Blue Badge and a parking clock, set to 
show your time of arrival must be displayed. Use a Blue Badge Wallet to ensure 
these are both clearly visible. 
 
Badge holders may park for free and for as long as they need to at on-street 
parking meters and pay-and-display machines. (NOTE: these allowances are 
not applicable in City of London) 
 
Blue Badge holders can also park in council car parks either free and unlimited, 
or at reduced prices, or for longer periods. Check the information given by the pay 
and display machine at each carpark. 

If the minibus is parked in one of these circumstances, you may still be asked to 
move the vehicle by a police officer or traffic warden. If this happens, you must 
move the vehicle.  

If you're unsure about what parking restrictions apply in a certain area, check 
before using the badge. You may be penalised for misusing the badge, even if 
you do so accidentally. 

Parking Timer 

In England and Wales, when you park on yellow lines or another place where 
there is a time restriction, you need to display the parking disc to show your time 
of arrival. 

https://www.bluebadgecompany.co.uk/independent-lifestyle-products/blue-badge-parking-permit-covers.html
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If you need to use a parking disc/clock, you must display the disc on the vehicle’s 
dashboard or facia panel, so that the time can be seen clearly through the front 
windscreen. Using a Blue Badge Wallet helps ensure your timer and badge are 
both clearly visible. 

ACCIDENTS, INCIDENTS AND BREAKDOWN 
 
Drivers are responsible for the safety of the occupants of their vehicle at all times.  
This is especially important in the event of something unusual occurring. 
 
Drivers and Escorts are encouraged to carry a mobile phone in case of 
emergencies and to seek assistance from other Volunteers, should they need to 
do so. 
 
Accidents 
 
In the case of an accident the Association has Fully Comprehensive Insurance 
and you are required to follow these procedures: 
 

• You must stop if there is injury or damage to any person, vehicles or 
property, including certain animals such as dogs or horses. 
 
• If anyone is seriously injured, you must call 999 to alert the Emergency 

Services. 
 
• You may be required to show the Certificate of Insurance, a copy of which 
is with the vehicle documents.  If, for some reason you cannot do this at the 
accident scene, you must produce it at a Police Station within 24 hours. 
 

PLEASE DO NOT ADMIT LIABILITY OR DISCUSS BLAME WITH ANY OTHER 
PARTY 

 
Each Minibus carries forms for recording an accident, one for handing to another 
party and one which you should keep and forward to your Vehicle Manager. 
 
• In addition to the forms, you may need to record details of any witnesses, 

damage, positions of vehicles and other relevant factors such as skid marks. 
 

o If it is safe to do so, record information using the camera in a mobile 
phone or other device. 

 
o If you suspect the other driver is uninsured or their vehicle may have been 

stolen, take their picture, if safe to do so. 

https://www.bluebadgecompany.co.uk/independent-lifestyle-products/blue-badge-parking-permit-covers.html


2018 Drivers & Escorts Handbook 

 

Page 8 
 

 
o Record the names, numbers and stations of any attending police officers. 

 
• You must report all accidents to the charity’s Fleet Manager as soon as 

possible and forward your completed Accident Form no later than 24 hours 
after the event.   
 

• The charity’s Fleet Manager will carry out the necessary reporting to the 
Insurance Company. 

 
Incidents 
 
Where a Minibus comes into contact with another object it is important that this is 
also reported appropriately.  All incidents must be recorded and reported within 24 
hours to the charity’s Fleet Manager.   
 
This is a requirement of our insurance policy and it ensures the safety of our 
vehicles and the maintenance of good relations within our community. 
 
Breakdowns 
 
Breakdown assistance is available at all times. 
 
During normal working hours (08.30am to 5.30pm) 
 
Contact the charity’s Support Garage, O.J. Motors on 01903 743110. 
Alternatively, if the bus is from Billingshurst or Wisborough Green please call PD 
Motors on 01403 786211  
 
If the Support Garage cannot help or you need help changing a wheel, for 
example, we are covered by the AA.  Each vehicle has a yellow AA card with the 
contact number and card number located on it.  Simply call the number (0800 389 
1708), quote the card number (Ref BCASP277295) and they will send a 
mechanic.  
 
In the unlikely event that they cannot solve your problem, please contact your 1) 
Divisional Vehicle Manager, 2) Divisional Organiser or 3) Association Fleet 
Manager.  
 
Out of normal working hours  
 
Call the charity’s AA Breakdown Service 0800 389 1708 and quote the card 
number (Ref BCASP277295) and they will send a mechanic.  
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 Breakdown Assistance numbers are displayed on the back of the Information 
Pack in each Minibus glove compartment. 
 

PASSENGER ESCORT DUTIES 
 
The Passenger Escort is an essential member of the service provided.  Journeys 
should only take place without a Passenger Escort in exceptional circumstances 
with the agreement of the Divisional Organiser. 
 
The Escort is there to help see the passengers on and off the bus, to ensure that 
all seat belts are fastened, to lend an arm if necessary, to help with shopping bags 
and, if requested, to see passengers to their front door.  
 
Should a passenger not wish to be assisted to their front door then you should not 
drive away until you have seen the passenger enter their house safely. 
 
The Escort should also collect the relevant fares. 
 
When appropriate, a Driver should be willing to assist the Escort with loading and 
unloading of shopping and helping with passengers.   
 
When it is safe to do so, a Driver may request the Escort to assist in identifying 
any hazards to manoeuvre the vehicle.  If they agree to this then 
 

DRIVERS MUST ENSURE THEY CAN SEE THE ESCORT AT ALL TIMES. 
 

If a passenger does not return to the minibus for the homeward journey the escort 
should: 
 

• Phone the passenger’s contact numbers 

• Carry out a search of the local area 

• Inform the local police service 

• Inform the Divisional Organiser 
 
PASSENGER RELATIONS 
 
Normally, Drivers and Escorts who volunteer their time and services to the 
Association establish an extremely good rapport with their Passengers.   
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However, if you do find yourself questioned or confronted, do not argue or over-
react, but try and placate the person (or persons) as best you can without 
detriment to the well-being or safety of the other passengers.   
 
Please write a note about the incident and send it to your Divisional Organiser so 
that there is a record of the event, which will help in the resolution of the problem.  
  
If you witness an incident developing between another volunteer and a passenger, 
do what you can to calm the situation down and then write a note about the 
circumstances and send it to your Divisional Organiser. 
 
PASSENGER COMPLAINTS PROCEDURE 
 
Should a Passenger wish to complain about the way they have been treated by a 
Driver or Escort during a trip, give them the name and address of your Divisional 
Organiser and ask them to write a note to him/her giving the date, time and 
destination of the journey and the reason for the complaint.  Any complaint, no 
matter how trivial, must be treated with respect and in strict confidence. 
 
DRIVING LICENCES AND ASSESSMENTS (more details are available in the 
charity’s Driver Policy) 
 
Your driving licence is normally valid from the date that you passed your test to 
the date of your 70th birthday.  All photo licences must be renewed every 10 years. 
 
Your driving licence will be checked by one of the charity’s Assessors on your 
initial driving assessment.  A copy of the DVLA Licence Report must be sent 
annually to the Membership Secretary when requested with a copy to your 
Divisional Organiser. No driver will be permitted to drive without a current DVLA 
report.  See Page 12 for guidance on how to obtain this report. 
 
All Drivers must be in possession of a licence valid for the vehicle they are 
driving.  At the present time all our minibuses can be driven with a B 
category licence except for the Steyning bus which exceeds the 3.5 tonne 
weight limit and can therefore only be driven with a D.1 category licence. 
 
It is the policy of the Association that any driver over 69 with a D.1 category 
licence should apply to retain this category when renewing his or her 
licence in accordance with the guidance on the following page.  Any driver 
over 69 with a B category licence must have a medical examination and 
submit a completed form D4 to his or her Divisional Organiser before 
reaching the age of 70. 
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   Every Driver will also be re-assessed every 3 years to confirm they meet the 
required standards in skills and knowledge to safely carry out their role.  
 
GUIDANCE FOR DRIVERS OVER AGE 69 

 
Approximately 3 months before your 70th birthday, you will receive a notification 
from the DVLA that your current licence will expire.  The notification should be 
accompanied by a renewal form. However; 
 
YOU MUST IGNORE THIS FORM AND APPLY TO THE DVLA FOR FORM D2 AND 
FORM D4.  CALL THE DVLA AND REQUEST THESE FORMS AND STATE THAT YOU 
WISH TO KEEP CATEGORY D1 ON YOUR LICENCE AND TO BE A VOLUNTARY 
DRIVER OF A NOT FOR PROFIT MINIBUS. 
 

You are advised not to delay as it can take at least six weeks for the DVLA to 
process an application.  On receipt of the forms, you must complete D2, ensuring 
that you have put a cross against ‘At age 70 or over’ and Page 1, Question 1, 
‘What are you applying for?’; answer yes to ‘Do you need to drive minibuses on a 
voluntary basis?’  
You must then make an appointment with your GP and have a medical 
examination, when the Doctor will complete Form D4.  The charity will contribute 
to the costs of any medical examination that allows a Volunteer to continue driving 
for the charity.  Please note, the doctor is now obliged to carry out a more 
stringent 'minibus' eye test, so ensure that you are current with your eye tests. 
 
You should then complete the rest of Form D2 and anything required on D4 and, 
together with the necessary photo, fee (if either required) and the old licence, 
send your application to the DVLA. 
 
Over the age of 70, your driving licence only lasts for three years therefore the 
process must be repeated at the 73rd, 76th, 79th birthday.  The 3 yearly 
assessments are designed to coincide with this renewal process. 
 
The new licence will be valid for 3 years subject to no change in health and 
medical status.  Any change in your medical condition must be notified to your 
Divisional Organiser. 
 
Drivers are to cease driving with passengers on board the minibus once they have 
reached their 79th birthday.  Those who wish to continue driving for administrative 
purposes, without passengers, may wish to extend their licence to age 82.  You 
should not drive for the charity after your 82nd birthday. 
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Notes on how to produce a PDF of your DVLA driving licence report to be 
sent to Pauline Whyley our Membership Secretary with a copy to your 
Divisional Organiser 
 
Go to the DVLA website at https://www.gov.uk/view-driving-licence 
 
You will need: 
 
Your Driving Licence Number 
 
Your National Insurance Number 
 
Your Post Code 
 
Press Start Now and enter your details. 
 
Click you agree to terms in the “I Agree” box and press “view now”. 
 
There are four tabs at the top of the page, click on “Share Your Licence 
Information” and then click on “Get a code” 
 
You will now see on the screen a code which is case sensitive.  Under the code it 
offers you the opportunity to print or save a driving licence summary.  Click and 
save the summary to your system (it will be saved as a PDF). 
 
Send an email to Pauline Whyley whose email address is: 
paulinewhyley@gmail.com with the pdf attached confirming your name and 
address. 
 
 

https://www.gov.uk/view-driving-licence
mailto:paulinewhyley@gmail.com
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URGENT NOTES 
 
Any urgent changes to this Handbook [such as Breakdown numbers] will be 
notified to all drivers by means of Email, Text Message or appended to the Log 
Sheets requesting Drivers to update this page manually. 
 
DATE  AMENDMENT 
 
_______ _________________________ 
 
_______ _________________________ 
 
_______ _________________________ 
 
_______ _________________________ 
 
 
NOTES - YOUR DIVISION 
 
 Divisional Organiser 
 

 
 Village Organisers 
 

 
 
 

 
 
 Divisional Vehicle Manager 
 
 
 Divisional Garage 
 
 
 Divisional Fuel Stop 
 
 
 Local Doctor 
 
 
 Local Police 
 
 
 

 
 
[Note: This information will be provided by your Divisional Organiser]  
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CONTACT INFORMATION 
 
President Colonel Sir Brian Barttelot Bt OBE DL 

Vice-President Rt. Hon. Nick Herbert CBE MP 
Vice-President  Mr R Hunt 
Chairman Alistair Sheppard OBE. 

 
Hon Treasurer Nicholas Hamilton nicholas.hamilton@south-hill-house.co.uk  
   01798 872103 
General Secretary Alan Goss argoss73@gmail.com 01903 740557 
Membership Sec Pauline Whyley paulinewhyley@gmail.com  01903 744697 
Fleet Manager. Alex Dolby alexdolby@outlook.com  01903 813731 
  Mobile  07973 313146 
Training Manager David Coster david.coster2@gmail.com 01903 741233 
  Mobile  07715 749240 

Communications  
Manager  SteveWhyley   stevewhyley88@gmail.com 01903 744697 
 

Ashington 
Divisionl Org Rita Seymour ritacarrasquero@gmail.com  01903 893965 
 

Billingshurst 
Divisional Org Steve O’Dowd billingshurst.minibus@btinternet.com 01403 784428 
 

Five Villages 
Divisional Org Brian David bcd1@btinternet.com 01243 553635 
 

Petworth 
Divisional Org David Cresswell david@gdavidcresswell.plus.com 01798 344898 
 

Pulborough 
Divisional Org Steve Keating steveden_uk@yahoo.com 01798 669027 
 

Steyning  
Divisional Org. Fiona Wright fiona.wright14@btinternet.com  01903 812141 
 
Storrington 

Div. Org Ian Clarke clarkeian9@gamail.com 01903 743261 
 
Wisborough Green 

Divisional Org Pat Farmer farmerpatricia@btinternet.com  01403 700492 
 

BREAKDOWN 

 
Roadside Assistance Support Garage   01903 743110 
 O J Motors 

 
 Support Garage 
 PD Motors 

 (Billingshurst & Wis. Green) 01403 786211 
 
Roadside Assistance Automobile Association 0800 424 151 

 (Ref BCASP277295) 

mailto:paulinewhyley@gmail.com
mailto:alexdolby@outlook.com
mailto:stevewhyley88@gmail.com
mailto:ritacarrasquero@gmail.com
mailto:billingshurst.minibus@btinternet.com
mailto:bcd1@btinternet.com
mailto:david@gdavidcresswell.plus.com
mailto:fiona.wright14@btinternet.com
mailto:clarkeian9@gamail.com
mailto:farmerpatricia@btinternet.com
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