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1 Definitions 
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2 Introduction 
 

Introduction 
This specification sets out the requirements for the delivery of the Council’s passenger transport service – from assessments of need for 
children with Special Educational Needs and Disabilities (SEND), to brokering transport for SEN, Family Services and Adult Services, through to 
commissioning and contract management of operational delivery.  The council requires the provider to take responsibility for the whole 
service, including oversight of operational delivery on an agency basis (rather than as prime provider), and the whole SEN transport budget 
(including the budget for the brokering service).   

At this stage, it is not proposed to include the adult services transport budget of ca.£827,000 in the contract.  It is proposed that the provider 
should manage the adult services’ transport requirements through Streetscene and external contractors but the budget risk will remain with 
the council.  The council will review this position in discussion with the bidder between now and the end of the procurement process.   

The contract fee paid to the provider will include the whole of the SEN transport budget*, adjusted for the agreed MTFS savings and the saving 

in 2019/20 of a further £100,000 to offset the additional cost of the brokering service.   The provider will be responsible for making payment to 

the Council for the passenger transport service provided by the Council’s Streetscene Delivery Unit, in accordance with the SLA.  The provider 

will pay external contractors on the council’s behalf.  

Existing contracts with external transport providers will remain with the council and the Provider will monitor and manage these contracts on 
the council’s behalf.   Any changes to contracts and arrangements for procuring services will be subject to the council’s agreement, but, if the 
council does not accept the provider’s recommendations on re-procurement that are designed to save money, whilst still achieving the 
outcomes, the contract fee will be adjusted to take account of the savings foregone.   

In-house operational services will continue to be provided by the council’s Streetscene Delivery Unit in the first instance. Streetscene will 
provide services in accordance with a Service Level Agreement, which will be subject to agreement between the provider and the council’s 
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commissioning team (in consultation with Streetscene).  This will include agreement on the level of payments, which in the first year should be 
broadly in line with this year’s budget, subject to any volume adjustments.  The council will consider, and not unreasonably withhold 
agreement to, any proposals by the provider to vary the SLA and payments to Streetscene to achieve efficiencies, provided the council’s 
intended outcomes are met.  If the provider proposes any reasonable efficiency measures in the first year and these are not agreed by the 
council, the contract fee will be adjusted to take account of the savings foregone. 

The requirement to continue to provide current in-house services via Streetscene is for the first year only. 

During the first year the provider will be expected to market test the services provided in-house by Streetscene and propose to the Council the 
best way to commission/provide the services which are currently provided in-house by Streetscene. 

If the council does not accept any proposals by the provider which would lead to efficiency savings, this would need to be reflected in the 
contract fee for subsequent years. 

Any re-procurement of transport services will be carried out by the provider on behalf of the Council and will comply with the Council’s 
procurement rules.  The council will fund the reasonable costs of a procurement exercise to be carried out by the provider (advance 
agreement on the fee should be sought).   

[If the provider might want to bid to run operational transport services directly, the council will agree a framework for managing the potential conflicts of the 
provider/JV undertaking a procurement process that the provider is bidding for]. 

The council will provide hard standing spaces for the parking of vehicles used by Streetscene during the first year of the contract.  After that, it 
is possible that the council will be unable to provide hard standing for parking of vehicles. The bidder should price their response on the basis that 

the charge for hard standing spaces for the parking of vehicles is included in the 6% overhead and, if this is no longer provided, the provider will receive 

the proportion of the 6% allocated to hard standing as budget.  
 

 

2.1 Service outcomes 
 Allocation of eligible pupils to appropriate types of travel assistance 

 Individual Travel Plans for all recipients of travel assistance 
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 Independent Travel Training available for those who can benefit  

 Arrangements for Personal Travel Budgets in place 

 Efficient tendering arrangements for transport routes 

 Efficient design of bus, minibus and taxi routes 

 Effective monitoring of contracts with transport providers 

 Safety of passengers ensured 

 High quality of transport provided for adult and pupil passengers 
 

2.2 Service challenges 
 Providing services within the available budget 

 Ensuring contract compliance across a range of providers 

 Maintaining high levels of parental satisfaction 

 Reacting to potential service disruptions, e.g. industrial action, adverse weather 

 Adaptation to changing market conditions for transport 
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2.3 Scope of the service – SEN Transport 

2.4 The Assessment of Eligibility for SEN Transport 
Travel assistance requests are considered in two stages: 

1. to determine whether the Council should offer travel assistance (eligibility), and then (related to SEND only; non SEN travel assistance is assessed 
and managed by the admissions service). 

2. to determine what type of assistance should be offered (the travel solution).  

This section deals with the determination of eligibility. 

Currently the SEN Team will identify the children eligible for travel assistance. Parents are required to apply at the stage of assessment for an Education 
Health and Care Plan (EHCP) and/or on transfer between educational settings. The SEN Team will identify the bulk of requirements for each school year by 
the end of June in order to allow time for planning of routes and for tendering to external contractors. However, there will inevitably be a substantial 
number of new cases which will be approved during the school year and which will need to be accommodated. 

Travel assistance for pupils with Special Educational Needs and/or Disability (SEND) is not automatic.  Parents/carers will be asked to complete an 
application form to provide the information needed by the SEN Team to determine eligibility. This application form will also request information required to 
complete a Safe Travel Plan for the pupil. Only in exceptional circumstances is it necessary to include transport provision in a child’s EHCP. 

The application will be considered initially by the SEN Team against the eligibility criteria in the SEN travel assistance policy.  Where there is a clear statutory 
duty to assist (in accordance with the council’s transport policy), the SEN Team will approve the request and pass this to the Brokering Team.   

In other cases, and where the request is linked to a decision about the school placement, the request will be considered by the Complex Needs Panel, which 
is coordinated by the SEND and Inclusion service. Travel requests are usually considered by the panel at the same time as considering which school the child 
should attend.   

In coming to a recommendation, the Complex Needs Panel will take account of any transport-related advice obtained during the formal assessment process 
and/or contained in the non-educational provision section of EHCPs. In line with the Council’s general duty to secure best value, the panel will also have 
regard to the cost of transport as well as educational suitability and other factors such as parental preference.  For placements in residential schools, the 
panel may also take transport costs into account in deciding whether the pupil should be placed on a daily, weekly or termly basis. 
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In some cases, it may be necessary to seek further information from the parent or request medical evidence or seek advice from one of the Council’s 
educational psychologists or the child’s current school. 

The SEN Manager will make the final decision taking account of the panel’s recommendation.  Parents and carers will usually be informed of the decision by 
the SEN Team in writing within 10 days of receipt of an application. If the request for travel assistance is approved, the SEN Team will pass the information, 
including any recommendations regarding type of assistance to be offered, to the Brokering Team. 

If a request is turned down at this stage, the SEN Team will inform parents of their right of appeal.  Currently this is chaired by a senior officer from the 
Education and Skills service and the other members are independent of the council. 

 

2.5 Brokering Functions (SE N) 
2.5.1 Consideration of Form of Travel Assistance  
The council has decided to establish a transport brokering service from October/November 2015.  Once established, and where assistance is agreed, the 
Brokering Team will consider the form of travel assistance to be offered.  The offer of assistance will take account of the needs of the child, the distance 
from home to school, the suitability and availability of public transport, whether there is already transport going to the named school and the efficient use 
of Council resources. 

In addition, the Brokering Team will seek options which promote independence and the well-being of pupils including, for example, encouraging a healthy 
lifestyle by walking a reasonable distance where the pupil is mobile and the route is safe.   

In determining the travel solution, the Brokering Team will take account of the following principles: 

 the safety and welfare of pupils are paramount; 

 the Council is required to take account of the efficient use of public funds and provide a travel solution that offers best value for money. 
 

Travel options will be appropriate for the needs of the child and considered in the following order: 

 Walking to school/college, accompanied as necessary by the parent/carer  

 Walking bus organised by the school  
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 Travel pass/Oyster Card for the pupil to travel unaccompanied  

 Travel pass/Oyster Card for the pupil to travel accompanied by a parent/carer 

 The provision of Independent Travel Training for pupils who may need support before being able to use public transport independently 

 Personal Travel Budget to assist with the cost when the parent/carer agrees to take full responsibility for getting the child to school   

 A seat on a shared school coach or minibus arranged by the Council 

 Funding for an escort to accompany the child, either walking or by public transport  

 Exceptionally, a seat on a hired car (taxi) arranged by the Council 
 

The Brokering Service will determine the appropriate travel solution for each eligible pupil, develop their Safe Travel Plan and send this to the parents. 

2.5.2 Safe Travel Plans 
The Brokering Team, when commissioning travel assistance for a service user, will carry out a risk assessment resulting in a Safe Travel Plan.  Safe Travel 
Plans will be generic for the majority of service users. However, where a service user has particular medical or other requirement, this will need to be 
identified in their individual safe travel plan.  Safe Travel Plans will be shared with schools and contractors and reviewed and updated as appropriate.   

Emergency procedures for specific pupils to be undertaken by the escort (and driver if appropriate) will be included in Safe Travel Plans that will be shared 
with the contractors. Any special requirements for individual passengers (e.g. wheelchairs, harnesses or special seats) will be set out in the individual Safe 
Travel Plan.  

The Brokering Team will require contractors to follow the emergency instructions as outlined in Safe Travel Plans. This may mean that, in the case of an 
emergency, escorts (trained in the specific medical intervention set out, such as epi-pens) will be required to administer medication or give paramedics the 
medication for administering. In these circumstances, the Brokering Team will arrange with parents/carers and the school for the transport contractor to be 
allowed to carry permitted medication in line with the Education and Health Care Plan. All medication will be collected at the beginning of each journey 
from the school/parents/carers and handed over at journey’s end to the designated adult (school/parents/carers). 

The Brokering Team will review regularly its operational Health and Safety arrangements in conjunction with the Council’s Health and Safety advisor. This 
will include identifying the training needs of key personnel within the Brokering Team to undertake risk assessments in relation to the safe transportation of 
passengers with a wide range of physical, medical and educational needs.  
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2.5.3 Reviewing and re-applying for travel assistance 
Since most children will have an ongoing need, requiring everyone to re-apply for assistance each year would be unnecessarily burdensome for both 
parents and officers.  The Brokering Team will therefore conduct reviews using the following criteria:  

Criterion for review Type of review 

Pupils at a point of transition, e.g. starting school, moving 
between schools, or transferring from school to college. 

Treat as a new application - parent/carer will be asked to complete an 
application form. 

College students to apply annually because assistance is agreed for a maximum 
of one year at a time. 

Pupils being transported by parents receiving personal travel 
budgets or a mileage allowance. 

Contact parents annually to re-confirm continuing arrangements. 

Annual Review of SEN statement/EHCP indicates changed 
circumstances, e.g. possibility of independent travel. 

Contact school and parents to confirm position and, if appropriate, initiate new 
transport arrangements.      

All other pupils. Officer-level review – SEN Team and Brokering Team to meet annually to check 
and confirm continuing arrangements. 
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2.5.4 Commissioning Of Independent/Public Transport Travel Solutions  
The commissioning arrangements for independent/public transport solutions are as follows: 

Form of Travel Assistance Commissioning Action by Brokering Team 

Walking to school/college, accompanied as necessary by the 
parent/carer 

Parents informed 

Walking bus organised by the school  Parents and school informed 

Travel pass/Oyster Card for the pupil to travel unaccompanied  Parents informed of means of application for Zip Oyster card 

Travel pass/Oyster Card for the parent/carer to accompany the pupil  Parents informed of means of application for Zip and adult Oyster 
cards and expense recompensed 

The provision of Independent Travel Training for pupils who may need 
support before being able to use public transport independently 

Brokering Team allocates Independent Travel trainer to pupil 

Personal Travel Budget to assist with the cost when the parent/carer 
agrees to take full responsibility for getting the child to school   

Brokering Team assesses amount and sets up direct payment for 
parents 

A mileage allowance for parents to use their own car to transport the 
pupil 

Brokering Team assesses amount and sets up direct payment for 
parents 

 

2.5.5 Personal Travel Budgets and mileage allowances 
The Brokering Team will offer a personal travel budget to the parents of eligible children in lieu of other assistance.  The Brokering Team will arrange for a 
regular cash amount to be paid into the parents’ nominated bank account each month.  The parent takes full responsibility for ensuring the child’s regular 
attendance at school, but otherwise does not have to account for how the money is spent.  Receipts for fares, taxi journeys or fuel purchases are not 
required.     Attendance will be monitored by the Brokering Team. The personal travel budget may be amended or withdrawn if attendance is not 
satisfactory. 
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2.5.6 Independent Travel Training 
The Brokering Team will be responsible for the specification of Independent Travel Training services, tendering for such services and the award of the 
contract.  

The Brokering Team will be responsible for the allocation of suitable pupils to the Independent Training Service and monitoring, through the contractors’ 
reports, their progress. 

2.5.7 Route Planning 
The Brokering Team will determine operational matters such as routes, pick-up/drop-off times and locations.  These will be notified by the Brokering Team 
to parents/carers in advance in writing.  Pupils will share transport arrangements with other children unless there are clear educational, safety or medical 
reasons for an individual vehicle.    

Routes will be planned so that the maximum journey time under normal traffic conditions should be no more than 45 minutes for primary aged children 
and 1 hour 15 minutes for older pupils.  Actual journey times may be longer depending on traffic conditions or other operational difficulties such as non-
availability of vehicles or staff on the day.  Journey times to schools outside Barnet including journeys to residential schools are likely to be longer, in which 
case appropriate stops may be made en route. 

Pupils may be picked up/dropped off from their home address or at a safe stopping point within a reasonable distance from the home. Parents/carers are 
responsible for their child up to the handover to the escort/driver at the pick-up/drop-off point. 

While recognising the importance of stability, the Brokering Team will reserve the right to change routes and pick-up times during the school year as 
demand for seats changes. This will follow consultation with schools affected. The Brokering Team will give parents reasonable notice of in-year changes.  

The Brokering Team will undertake a full review of routes at the end of each school year. 

The Brokering Team will ensure that all arrangements and changes to arrangements are confirmed in writing to the parents.    The Brokering Team will issue 
a letter to be sent to parents/carers for any new or amended arrangements that sets out the role and responsibilities of the Council and its contractors, and 
that of the parents/carers in the provision of SEN Transport. This letter will be sent to all parents annually for the start of the new academic year 
commencing September.   

The Brokering Team will ensure that contractors and schools are issued with route sheets comprising names and contact details of passengers, destination, 
pick-up points, pick-up times, and names and contact details of appropriate responsible persons at each destination point.  
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In the first year, route planning will be carried out in close collaboration with the Passenger Transport Service in order to ensure appropriate arrangements 
for picking up and dropping off escorts. 

 

2.5.8 Tendering Process for Council Arranged Transport 
 

For coaches, minibuses and taxis, the ADM Provider will commission the Council’s Passenger Transport Service (PTS) or contract an external company 
directly to make the arrangements. 

 The Provider will adopt procedures approved by the council in respect of: 

 Maintaining an approved list of contractors 

 Tendering procedures and inclusion of key requirements (e.g. DBS checks) 

 Tender evaluation and contract award. 
The Provider Brokering Team will develop and manage the  

 Specification documentation 

 Approved list  

 Contract award. 
 

The Provider will establish and maintain systems to monitor each contractor’s conformity to all specifications set out in the contracts for the provision of 
transport.  

The Provider will verify and authorise payments of such accounts as are within the Council’s reporting requirements. 

 

2.5.9 Determining provision of escorts 
The provision of escorts is covered by the general requirement on Local Authorities when arranging transport to take account of the needs of the individual 
child.  There is no automatic statutory entitlement to an escort. 
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The Provider will undertake an individual risk assessment to determine whether an escort is required for particular journeys.  Examples of situations when 
an escort will normally be provided include: 

 Where there are five or more pupils travelling in the same vehicle.  For larger groups or where individual pupils have severe physical or behavioural 
difficulties, more than one escort may be required; 

 Where the pupil’s behavioural difficulties present a hazard for the driver if no other adult is present; 

 For children aged seven and under; 

 Where the pupil has severe communication difficulties. 
 

The Provider will determine which routes require escorts and inform Barnet Passenger Transport Services (PTS), who will provide and manage the escorts. 

The Provider will keep the provision of escorts under regular review. 

2.5.10 Training 
The Provider will define training requirements, consult with schools and/or other service providers with relevant skills and experience to deliver appropriate 
training and hold an overview of qualification levels and training completed by PTS and other providers’ staff. 

2.5.11 Transport in Other Local Authority Areas 
Where transport arrangements are made in other boroughs, e.g. for looked after children for whom Barnet is responsible, the Provider will liaise with the 
local Council to arrange a service from a contractor approved by them, provided their approved list covers broadly the same criteria as applied by Barnet 
Council.  

2.5.12 Sanctions to support the efficient running of the SEN transport service  
A very small number of parents fail to meet their obligations as set out in the Council’s Home to School transport policy, thereby adversely affecting the 
journeys of other children and possibly impacting on the education of their own child.   

The Provider may take the following steps to support the efficient running of the SEN transport service.  Where sanctions are necessary, they will not be 
applied in isolation  - the child’s headteacher will always be consulted in case the parent is also in dispute with the school and some form of joint action is 
appropriate, e.g. as part of a broader home-school “contract”.  The normal hierarchy of actions is as follows: 
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 when parents are first notified of the arrangements by the Provider, they will receive a service level agreement, a copy of which they sign and 
return to accept the terms and conditions; 

 as soon as a pattern of non-compliance begins to emerge, the driver/escort will give an informal oral warning to the parent saying that future 
compliance will be monitored and if there is no improvement the information will be passed to the Provider who will contact the school; 

 if non-compliance continues, and after consulting the school and, where appropriate the school attendance officer, the Provider will send a formal 
warning letter setting out the incidents that have been noted and asking for compliance; 

 further non-compliance will be met by the temporary withdrawal of assistance until the parent comes to a meeting with the Provider, the outcome 
of which would be an action plan for improvement built into a “contract” similar to a home-school contract; 

 continued non-compliance will lead to a longer-term withdrawal of assistance. The Provider will inform the school attendance officer of any such 
withdrawal.   
 

2.5.13 Compliance and Performance Monitoring of Contractors   
The Provider will require contractors to monitor regularly the mechanical condition of all vehicles. This will include daily checks to ensure compliance with 
legislation, manufacturers’ recommendations, and council policies and procedures with particular regard to the provision of suitable seating, safety and 
restraint equipment, accessibility and restraint for wheelchairs, heating and ventilation.    

The Provider will reserve the right to reject a vehicle provided by contractors for the execution of the service at its discretion, if it considers that the vehicle 
does not meet these requirements.  

The Provider will be responsible for ensuring that contractors comply with and maintain the following aspects of vehicle management and provision: 

 Insurance cover and appropriate licensing 

 Refuelling safety procedures 

 Statutory inspections, scheduled preventative maintenance, breakdowns and non-scheduled maintenance 

 The provision of suitable replacement vehicles  

 Accident reporting procedures. 
 

The Provider will require all contractors to comply with the statutory and contractual requirements regarding the employment of staff, including currency 
of appropriate driving qualifications and licences, insurances, Disclosure and Barring Service checks, etc. 
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The Provider will require contractors to provide a monthly report of incidents and complaints including drivers’ behaviour, escort behaviour and customer 
complaints. This should incorporate a summary of the resulting actions and a monthly and cumulative analysis of the response time. All forms regarding 
serious incidents will be reviewed and signed off by a senior manager from the Provider.   

The Provider require all contractors to report any personal injury accident involving a vehicle operating the service, or passenger travelling in, boarding on 
or alighting from a vehicle operating the service, as soon as possible by contacting the agreed emergency telephone number. The Contractor will be 
required to provide a written report of any such accident to the Council within four days. 

The Provider will make regular visits to contractors’ premises and inspections of contractors’ vehicles to ensure compliance with contract requirements. 

2.5.14 Finance 
The Provider will be responsible for: 

 Drawing up the initial budget estimates for SEN Transport Services 

 Advising on the financial impact of changes to the SEN Transport Policy 

 Managing the SEN Transport budgets to ensure expenditure does not exceed the budget made available 

 Developing new ideas / options to achieve the desired outcomes at lower cost 
 

2.5.15 Internal Monitoring and Reporting 
The Provider will monitor the quality of service provided to ensure that it complies with current national and Council standards. This monitoring will be 
reported regularly to the SEN Manager. These reports will consist of: 

 An introduction highlighting any key issues for that month 

 A financial summary of costs that include predicted total spend for that month and predicted spend for the financial year for vehicles and escorts. 

 An analysis of SEN transport costs that includes cost per pupil, cost per route, by vehicle type, by contractor, escort costs, variations from previous 
month and variations from previous years. 

 A summary of the incidences and complaints including drivers’ behaviour, escort behaviour and customer complaints will be provided to the 
Provider monthly. This will incorporate a summary of the resulting actions. 

 A statistical analysis of pupil, route, vehicle and escort numbers. 
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 A report on contractor performance which sets out: time passengers are in transit; lateness for pick-ups and set downs of passengers; failure to 
provide a service for any passenger; and completion of essential training such as health and safety as appropriate for escorts, contractors and 
drivers. 

 
In the first year of service the Provider will monitor the services provided by the Passenger Transport Service.  A summary of these services is shown in 

Appendix A. 

2.5.16 Emergency Cover 
The Provider will ensure that a full time manager or competent deputy duly authorised to act on his/her behalf is provided Monday to Friday between the 
hours of 07:00 and 17:00, who will have the authority to instruct and direct the Council’s employees in both the Provider and PTS in the performance of this 
specification.  They must ensure this person is also available to respond effectively to telephone messages from parents, teachers or other responsible 
persons involved in the transportation of pupils.   

The Provider will ensure that a twenty four hour out of hour’s service is provided in case of emergencies while passengers, escorts, drivers and vehicles are 
in transit. They must ensure this service is covered by a manager or competent deputy duly authorised to act on his/her behalf that has the authority to 
instruct and direct the Council’s employees in both the Provider and PTS in the performance of this specification. They will monitor the contractor’s 
management of the emergency and also be available to respond effectively to telephone messages from parents/carers, teachers or other responsible 
persons involved in the transportation of passengers.  

2.5.17 Safeguarding 
All agencies involved will ensure that passengers are protected from threats to their wellbeing.  The Brokering Team will require all contractors to ensure all 
staff involved in the provision of the travel contracts have undergone a Disclosure and Barring Service check. All contractors will allow the Provider to audit 
the performance of Disclosure and Barring Service checks. 

The Provider will require from contractors a written statement setting out any previous convictions of staff of which they are aware or of which they are 
notified. The Provider will also require contractors to sign an agreement to allow Barnet Council the right to search police records and such personal details 
as necessary for the Council to satisfy its safeguarding obligations. 

The Provider will require all contractors to ensure that the transportation of passengers is in accordance with legislation and protects any vulnerable adult, 
young person or child from cruel and abusive treatment through the implementation of best practice guidance, such as the London Safeguarding Children 
Board Guidance as set out in the following publication:   www.education.gov.uk/publications/standard/publicationDetail/Page1/DCSF-00374-2009 

http://www.education.gov.uk/publications/standard/publicationDetail/Page1/DCSF-00374-2009


 
 

 

22 
 

The Provider will require that all contractors must ensure that their staff are informed of the six competencies for effective safeguarding of children and 
young people.  

These competencies are:  

1. Knowing how a healthy child or young person presents and behaves – so that the professional can recognise signs of distress and impaired 
development and intervene as early as possible to protect and promote wellbeing;  

2. Listening to children and taking what they say seriously – so that their distress can be understood; 
3. Knowing how to undertake a really good holistic assessment. Depending on the circumstances the assessment can be brief or in-depth, but it must 

address all three Assessment Framework domains in order not to miss a key factor; 
4. Cultural competence – so that the professional is self-aware enough not to alienate the child or family and avoids being blinded or prejudiced by 

faith or cultural practices (and loses sight of harm or potential harm to the child); 
5. Knowing, learning about or seeking expert advice on the particular culture and/or faith by which the child and family lives their daily life; 
6. Knowing about and using services available locally to provide relevant cultural and faith-related input to prevention, support and rehabilitation 

services for the child and his/her family. 
 

All staff who interact with vulnerable adults, children and young people must comply with these competencies at a level appropriate to their 
responsibilities. 

In all instances where the contractor has a safeguarding related concern they must notify the Provider immediately. 

The Provider will reserve the right to instruct contractors not to use particular members of staff for the execution of transport services without prejudice 
and is not required to give the reason for such exclusion. The Provider may require contractors to provide an alternative member of staff in the place of 
anyone rejected by them.  

2.5.18 Health & Safety  
The Provider will comply with its health and safety responsibilities to ensure that staff and providers maintain the highest standards of care.  

The Provider will review regularly its operational Health and Safety arrangements, in consultation with the Council and education colleagues where 
appropriate. This will include identifying the training needs of key personnel within the Provider’s team to undertake risk assessments in relation to SEN 
transport and the safe transportation of passengers with a wide range of physical, medical and educational needs.  



 
 

 

23 
 

2.5.19 Data Protection 
In the performance of its duties, the Provider will have access to names, addresses and personal details of passengers being transported.  The Provider will 
ensure that its own employees and the employees of any transport provider will treat such information in the strictest of confidence at all times and in no 
circumstance divulge any such information to unauthorised persons.  

2.5.20 Complaints and Appeals 
Queries or concerns about the day-to-day operation of the SEN travel assistance arrangements should be the responsibility of individual contractors. If they 
are raised with the Council, the Provider will be the point of contact.  

From time to time situations will arise where parents/carers disagree with decisions by officers on the interpretation or application of the travel transport 
policy.  The Provider will assist the SEN Manager in providing information relevant to such appeals/complaints. 

2.5.21 Other Responsibilities 
Other officers from Barnet Council may, in exceptional circumstances, require the assistance of the Provider in the arrangement of ad-hoc bus or taxi 
services. The Provider will arrange with suitable contractors for the provision of vehicles and drivers. The cost of providing this service will be charged to the 
Council Department concerned. 

 

2.6  Scope of the service – Adult Transport  
Currently, Passenger Transport Services provide vehicles and drivers for transport to and from day opportunities for adults with social care needs. Escort 
provision and route planning is undertaken by day care providers. In addition there is a small amount of spot purchasing of taxis, some of which is through 
PTS and some direct with taxi firms. The Council is seeking to ensure the most appropriate and efficient transport option is offered and that efficiencies 
from greater utilisation of fleet and workforce from providing services to children and adults continues. As such, the Council is seeking the Provider to 
deliver the transport brokerage service for adult social care as well as education.  

The Provider will manage the Service Level Agreement between Adult Services, Streetscene and the Brokering Service.  The Provider will also 
arrange with suitable contractors for the provision of vehicles and drivers to meet the requirements of Adult Social Care where required. Adult Social Care 
will specify their requirements in terms of required attendance at day centres or other day opportunities. The Provider will work with the day centres and 
Adult Social Care to identify the most appropriate transport option, advise on the planning of routes and co-ordinate use of escorts.  Eligibility will be 
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determined by Adult Social Care. Escorts, where required, will be provided by the day centres. The Provider will seek to identify free or cheaper alternatives 
to traditional transport options (e.g. community-run schemes). 

The Provider will provide details of costs charged to the Adult Social Care transport accounts, and forecasts for the full financial year, on a monthly basis. 

Budget issues: 

- The cost of providing transport will not exceed the current expenditure. 
- Savings achieved will be shared between the Council and the Provider (split to be negotiated). 
- How costs will vary with changes in volume (more likely to go down than up) to be discussed/agreed. 
- Avoiding cost shunts between education and adults. 

Key aspects of current provision: 

 Annual budget £827,000 a year 

 21 drivers and buses to transport individuals to 8 day-care centres 

 Centres run by 2 contractors – Your Choice Barnet (clients with learning disabilities) and Freemantle (clients – older people). 

 Day centres provide escorts and plan routes and pick-up points 

 Assessment of need – whether transport is required – is by the Adult Services team  
 
 
 
 

2.7 Management of the Service Level Agreement with Streetscene and subsequent arrangements for securing 
provision of transport operations. 

 

2.7.1 Management of the SLA with Streetscene 
 The provider will review, negotiate and agree the SLA for 2016/17 with the council’s commissioning team and in liaison with Streetscene 
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 Monitor the operational services provided by Streetscene under the existing SLA (see Appendix A) and the SLA as agreed for 2016/17 including 

the SLA between Adult Services, PTS and the brokering service.  

 Work with Streetscene (and the council’s commissioning team as necessary) and other Council Delivery Units (Adult Services and Family 

Services) to ensure the SLA is implemented by each respective party with a view to achieving the intended outcomes and achieving agreed 

savings.  

2.7.2 Development of Options for 2016/17 Service Delivery; 
 The Provider will review and market test the  services provided by PTS in the first year 

 The Provider will make recommendations to the council on the most cost effective way of providing services in the future (subject to achieving 

the council’s intended outcomes) 

 The Provider will carry out any actions required to implement the agreed option for future delivery of the operational services. This may include 

a procurement exercise, if agreed with the council, to seek an alternative provider of the operational services 

 The Provider will manage any new contracts resulting from the chosen option. 

 

 

 

 

 

 

 

 

 

3 Service requirements 
 



 
 

 

26 
 

Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TP1 Transport policy Lead the development and delivery of SEN 
transport policy services and be the main 
strategic adviser to the council on all matters in 
relation to special educational need transport, 
including advice on: 

 Development of sustainable travel plans 

 Management of demand 

 Promotion of travel independence for 
young people with SEND 

  

SEN1 Consideration of 
eligibility 

Consider applications in accordance with 
Council policy and determine eligibility.  Once 
decisions are made, inform parents of decision 
Coordinate Appeal Hearings as necessary, with 
a majority of those hearing an appeal are 
independent of the provider and the council. 
 

c1100 
applications per 
annum.  
2014: x appeals 

SEN1 

TB1 Consideration of 
Form of Travel 
Assistance 

For eligible persons, determine what form of 
travel assistance is required in accordance with 
Council policy. 
 

Currently c950 
assisted 

Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB2 Safe Travel Plans Carry out a risk assessment for individual 
passengers. 
Complete a Safe Travel Plan (STP) for each 
passenger (although most will be generic) 

Currently c950 
assisted, 864 as 
direct service 
passengers. 
Approx 150 will 
require adapted 
STPs 

Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 

TB3 Review means of 
travel assistance 

Conduct reviews of travel assistance offered in 
line with agreed criteria. 

Anticipated there 
will be c150 
reviews per 
annum 

 

TB4 Commissioning 
of Travel 
Solutions 

Arrange appropriate travel arrangements and 
notify and notify parents of arrangements. 
 

Currently, c950 
students offered 
travel assistance.  
 

Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 

TB5 Personal Travel 
Budgets and 
mileage 
allowances 

Agree Personal Transport Budgets (PTBs), 
calculate amounts, arrange payments and 
monitor attendance. 

Currently, there 
are 34 PTBs in 
operation. The 
target is for 
another 20 to be 
in operation by 
March 2016 

Barnet SEN Personal Budget Policy: 
https://www.barnet.gov.uk/citizen-
home/children-young-people-and-
families/the-local-offer-and-
special-educational-needs/sen-
personal-budgets.html 

https://www.barnet.gov.uk/citizen-home/children-young-people-and-families/the-local-offer-and-special-educational-needs/sen-personal-budgets.html
https://www.barnet.gov.uk/citizen-home/children-young-people-and-families/the-local-offer-and-special-educational-needs/sen-personal-budgets.html
https://www.barnet.gov.uk/citizen-home/children-young-people-and-families/the-local-offer-and-special-educational-needs/sen-personal-budgets.html
https://www.barnet.gov.uk/citizen-home/children-young-people-and-families/the-local-offer-and-special-educational-needs/sen-personal-budgets.html
https://www.barnet.gov.uk/citizen-home/children-young-people-and-families/the-local-offer-and-special-educational-needs/sen-personal-budgets.html
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB6 Independent 
Travel Training 

Provide independent travel training (ITT) where 
required and, if provided by a contractor, 
monitor and maintain the contract. 

Contract for ITT 
will be let by Oct 
2015 for 2 years, 
with option to 
extend for a 
further year. 
Est 60 places per 
annum on ITT. 

Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 

TB7 Route planning Determine routes, pick-up/drop-off times and 
locations.  
Notify parents/carers in advance in writing. 
Undertake a full review of routes at the end of 
each school year. 
Issue contractors and schools with route sheets 
comprising names and contact details of 
passengers, destination, pick-up points, pick-up 
times, and names and contact details of 
appropriate responsible persons at each 
destination point.  

230 SEN routes 
operated 
currently. 
864 passengers 
on these routes. 

Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB8 Tendering 
Process for 
Council 
Arranged 
Transport 

Issue and evaluate tenders, award contracts. 
Keep contracts under review. 
Authorise payments. 

230 SEN routes 
operated 
currently. Main 
contracts issued 
for September 
each year (in July) 
and then kept 
under review 
during the year.  

Barnet Commissioning and 
Procurement procedures 

TB9 Determine 
provision of 
escorts 

Assess which routes require escorts and keep 
under regular review. 

Currently 157 
escorts employed 
by Streetscene- 
83 directly, 
remainder from 
agency 

Barnet Home to School Transport 
Policy 

TB10 Training Define training requirements for escorts and 
drivers. 
Consult with schools and or other service 
providers with relevant skills and experience to 
deliver appropriate training. 
Hold overview of qualification levels and 
training completed by PTS and other providers’ 
staff. 
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB11 Transport in Other 
Local Authority 
Areas 

Arrange a service from a contractor approved 
by the local council. 

Cases arise 
occasionally. 
Currently only 3. 
This excludes 
routes operated 
to schools in 
neighbouring 
boroughs 
considered part 
of the normal 
network 
(currently 65 of 
the total 230 
routes). 

 

TB12 Compliance and 
performance 
monitoring of 
contractors 

To the extent achievable using Good Industry 
Practice ensure contractors comply with the 
statutory and contractual requirements 
including regarding employment, vehicle 
maintenance and accident reporting. 

At least termly 
visits to each 
contractor 
(currently 9) to 
undertake audit 
of records. 

Relevant UK and EU regulations 
regarding public transport vehicles 
DBS Code of Practice, November 
2012 
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB13 Finance Draw up initial budget estimates for SEN 
Transport Services, including proposed budget 
for Personal Travel Budgets and report 
expenditure in accordance with S.251 
requirements. 
 

2015/16 budget is 
£4.827m 

 

TB14 Internal 
Monitoring and 
Reporting 

Monitor the compliance of service provided to 
against current national and Council standards.  
Provide regular reports to the council covering 
agreed matters, including:  
 

 Key issues for the previous 
period; 

 Financial analysis; 

 Statistical analysis.  

Currently 
provided bi-
monthly. 

Relevant UK and EU regulations 
regarding public transport vehicles 
Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 

TB15 Emergency 
Cover 

Provide a full time manager or competent 
deputy duly authorised to act on his/her behalf 
is provided Monday to Friday between the 
hours of 0700 and 1700. 
Provide a twenty four hour out of hour’s service 
in case of emergencies while passengers, 
escorts, drivers and vehicles are in transit 
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB16 Safeguarding To the extent achievable using Good Industry 
Practice ensure transport providers have 
appropriate safeguarding procedures and that 
relevant staff involved in the provision of the 
travel contracts have undergone DBS checks 
and hold appropriate qualifications. 

Termly system 
and data checks 
of, at present, 9 
contractors 

DBS Code of Practice, November 
2012 
London Safeguarding Children 
Board Guidance 

TB17 Health and 
Safety 

Review processes in consultation with Council’s 
H&S Adviser as appropriate and arrange 
training as appropriate 

 Health and Safety at Work Act 1974 
Relevant UK and EU regulations 
regarding public transport vehicles 
 

TB18 Data Protection To the extent achievable using Good Industry 
Practice ensure all contractors adhere to the 
requirements of the DPA 

 Data Protection Act 1998 

TB19 Parental appeals 
and complaints 

Provide information to SEN team to assist in 
preparation of responses to appeals/complaints 

Low-level of 
transport 
appeals/complain
ts. There were 5 
over 2014/15  

Barnet Home to School Transport 
Policy. 
DfE Home to School Transport 
Statutory Guidance, Oct 2014 

TB20 Provision of 
Vehicles for Adult 
Social Care Day 
Centres 

Arrange with suitable contractors for the 
provision of vehicles and drivers as specified by 
Adult Social Care 

21 vehicles 
provided, 
weekdays full 
year. 

Relevant UK and EU regulations 
regarding public transport vehicles 
Barnet Commissioning and 
Procurement procedures 
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Ref Function Service Requirement Current key 
volumes  

Applicable service standards 

TB21 Ad-Hoc Provision 
of Vehicles for 
Other Council 
Departments 

Arrange with suitable contractors for the 
provision of vehicles and drivers as specified 

Variable Relevant UK and EU regulations 
regarding public transport vehicles 
Barnet Commissioning and 
Procurement procedures 

4 Service requirements- FOR OTHER COUNCIL SERVICES 
 

TB22 Ad hoc taxi 
bookings for 
Family Services 

Arrange ad hoc bus or taxi services at competitive 
prices on behalf of Family Services (children’s social 
care). The Brokering Team will arrange with approved 
contractors for the provision of vehicles and drivers.  

Approximately 220 
bookings a year 
(average of 19 a 
month). 
Annual forecast 
cost is £14,500.  
The costs of 
taxis/buses are 
charged to the 
Authority  
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TB23 Brokering for 
adult social care 

Deliver the transport brokerage service for adult social 

care.  The Provider will manage the Service Level 

Agreement between Adult Services, Streetscene and 

the Brokering Service.  The Provider will also arrange 

with other suitable contractors for the provision of 

vehicles and drivers to meet the requirements of Adult 

Social Care, where required. Adult Social Care will 

specify their requirements in terms of required 

attendance at day centres or other day opportunities. 

The Provider will work with the day centres and Adult 

Social Care to identify the most appropriate transport 

option, advise on the planning of routes and co-

ordinate use of escorts.  Eligibility will be determined 

by Adult Social Care. Escorts, where required, will be 

provided by the day centres. The Provider will seek to 

identify free or cheaper alternatives to traditional 

transport options (e.g. community-run schemes). 

The Provider will provide details of costs charged to 
the Adult Social Care transport accounts, and forecasts 
for the full financial year, on a monthly basis. 
 

Current budget 
(held by Adult 
Services): 
£827,000. 
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5 Performance indicators 
See spreadsheet:  ‘SKPI performance bands and list of all PIs - 15.9.15’. 

 

 

Function management 
information 

Performance indicator Current 
baseline 

2014/15 year 
end projection 

2015/16 target 

TB1 MI Number of direct passengers 864 861 87 

TB5 MI Personal Transport Budgets 34 34 54 

TB7 MI Number of Routes 230 228 225 

TB9 MI Escort Usage 157 152 150 

TB12 MI Default notices issued to contractors 2 3 2 

PT1 MI Late Journeys 8 11 6 

PT2 MI Incident Reporting 37 40 35 
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6 Data room documents 
 

Data 
type 

Document name File name Description Function Ref File type 
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Appendix 

Summary of SEN transport related services provided by Streetscene in the first year of the contract 

1. Provision of Escorts and Internal Capacity for Vehicles and Drivers  
1.1 General 

 
The PTS’s nominated manager is responsible for the quality of the service provided under the terms of the contract and will: 

 Ensure that all employees are fully conversant with any vehicles, apparatus and equipment use in the performance of the service and are fully 
conversant with their respective roles, duties and responsibilities; 

 Ensure that all persons permitted to drive or operate any vehicles, apparatus or equipment are duly qualified, licensed and authorised to do so, 
unless under appropriate training and instruction;  

 Arrange training as necessary to ensure escorts and drivers are trained in order to fulfil their role and meet the changing needs of the service. 
Training records must be available for inspection;  

 Ensure that all escorts, drivers and staff within the PTS’s employment have a positive a Disclosure and Barring Service check before commencement 
of work. 

 

PTSs will ensure that adequate back up personnel and vehicles are available to resolve emergency situations without delay.  It is anticipated that acute or 

emergency situations may arise which can prevent the service being operated in accordance with the contract: e.g. severely adverse weather conditions; 

sudden and unforeseen absences of drivers/escorts; or breakdown of/accident to vehicle. 

If such situations cannot be resolved, all necessary steps will be taken to advise by telephone the Brokering Team, teachers, parents or other responsible 

persons, who will be entitled to make alternative arrangements to resolve the situation. 

The PTS’s nominated manager will ensure that the Brokering Team Manager is informed of any emergencies within fifteen minutes or as soon as reasonably 

practical. 
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The nominated manager will ensure that the PTS reports any personal injury accident involving a vehicle operating the service, or passenger travelling in or 

boarding or alighting from a vehicle operating the service, or any other road user as soon as possible by contacting the agreed emergency telephone. The 

PTS will provide a written report of any such accident to the Council within four days. 

PTS will arrange for drivers and other relevant staff to attend training as necessary to ensure that they are appropriately trained in order to fulfil their roles 

and meet the changing needs of the service.  

1.2 Vehicles 
All vehicles will comply with all relevant UK and EU legislation governing the use of vehicles.  All vehicles will be continually monitored for mechanical 

condition and daily checks in respect of fuel, lubricant, coolant, brake/clutch fluid, tyre pressure and tread depths, lights etc. in accordance with the 

manufacturers' recommendations. 

All vehicles will be maintained in a clean condition both internally and externally and all body spillages or any other spillage, etc. will be cleansed as soon as 

returning to the PTS’s base. 

All vehicles will be adequately ventilated and heated and fully equipped with the correct safety belts.  When tail lifts are in use such equipment will be 

subject to test certification.  Wheel chair anchorages, where required, and methods of anchoring will comply with current legislation.  All vehicles will be 

fitted with a fire extinguisher and will carry a first aid kit and care/emergency plan where applicable. 

1.3 Drivers 
PTS are required to ensure that an adequate number of suitably qualified drivers are available in order to meet the requirements of the contract.  Drivers 

will be fully aware of the responsibilities devolving to them in the transportation of pupils and young people with special needs, many of whom have 

specific physical needs and/or emotional, behavioural, and severe communication and learning difficulties. 

All drivers will drive in a considerate manner at all times to ensure the comfort and safety of all passengers and other road users in full compliance with all 

relevant Road Traffic Legislation current at the time.  All drivers will have appropriate clean driving licences and Disclosure and Barring Service checks, 

which the PTS must verify before the driver commences duties. 
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Drivers will normally be allocated to regular routes and given individual work schedules in order to provide continuity of service and the safety of 

passengers.  Notwithstanding, all drivers will be able to undertake any specified daily duty.  Changes of drivers will be avoided as far as possible. 

Drivers have the overall responsibility for the health and safety of all those travelling on their vehicle.  Drivers will be responsible for the general safety and 

well-being of the passengers being carried on the vehicle and shall maintain the supervisory role on journeys where it has been agreed that an escort is not 

required.  

Drivers will only leave the interior of the vehicle in order to operate the tail lift mechanism, to make essential safety checks on the vehicle and in emergency 

situations.  In all cases the driver may only leave the interior of the vehicle provided that an escort is in attendance on the vehicle, throughout any such 

periods of absence, to ensure the safety of the passengers. 

Drivers will always remove keys from the ignition and retain possession of vehicle ignition keys whenever they are required to leave the driver’s position or 

its immediate vicinity for whatever purpose. 

All drivers, at the completion of each journey, will carry out a thorough inspection of the interior of the vehicle to ensure that all passengers have safely 

disembarked and that no items or personal possessions have been left on the vehicle by the passengers or the escort.  Any such items or possessions left on 

the vehicle shall either be handed to a responsible person at the education setting or other destination point or to the PTS’s depot for safe keeping. 

Drivers will, in the absence of the escort (e.g. whilst passengers are being collected from their homes, etc.), be responsible for the general safety and well-

being of the passengers being carried on the vehicle and shall maintain the supervisory role until the escort returns. 

All drivers will wear at all times the identification badge including their name and photograph. 

All drivers will be thoroughly conversant with and competent in the operation of tail-lifts (where required), seat belts and harnesses and all other ancillary 

equipment used in the performance of the contract. 

Drivers will make every endeavour personally to open, close and secure all doors of the vehicle before and after any passenger enters or alights from the 

vehicle and ensure all such operations are performed in a safe and courteous manner; 

With regard to standards of personal behaviour, drivers will:- 



 
 

 

40 
 

 Refrain from smoking or carrying a lighted pipe, cigar or cigarette in the vehicle or at a Centre or other council establishment. 

 Make every endeavour to ensure their duties are performed in a safe and courteous manner. 

 Maintain a high standard of personal appearance and hygiene.  

 Work effectively with the escort to provide a high quality safe service. 

 Follow the Council’s Safeguarding Procedures. 
 

Drivers will carry out basic first aid where appropriate and will complete a report sheet for service users or other responsible persons, listing matters that 

cause concern with regard to the well-being / behaviour of passengers. 

Subsequent to arriving at the education setting, drivers will follow all reasonable instructions of the setting’s manager and its staff. 

In general, all passenger pick up and set down times must be adhered to within plus or minus five minutes.  If a passenger is not available at the specified 

address, the driver shall normally wait for three minutes before departing.  In exceptional circumstances it may be necessary to wait for longer than the 

specified period and the service is required to take account of particular medical or other problems, which may delay the embarkation of individual 

passengers. 

From time to time the driver will be required to comply with the instructions to vary the pick-up and/or set down times for individual passengers who may 

be due to particular medical or domestic factors involving the passenger concerned. 

1.4 Complaints 
PTS will follow the council's complaints procedure. They will maintain a formal written record of all complaints received from service users, members of the 

public, other road users, etc. and will make such records available to the Brokering Team for inspection at any time. 

All complaints must be signed off between Brokering Team and the PTS.   

1.5 Escorts  
On some routes involving transportation of pupils between home and education settings, pupils will, when specified by the Brokering Team, be 

accompanied by an escort provided by PTS unless there are circumstances as identified by the Brokering Team where such escort accompaniment is by an 

approved nominee, e.g. a member of the setting’s staff or a parent/carer. 
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PTS will ensure that adequate numbers of suitable escorts are employed to accompany drivers on passenger transportation routes and pupils with special 

educational needs on public transport. Escorts will be fully aware of the responsibilities devolving to them with regard to the care, safety, well-being and 

welfare of passengers during each journey.  Escorts will understand the needs of the pupils with special needs, many of whom have specific physical needs 

and/or emotional, behavioural and severe communication and learning difficulties.  Escorts will accompany the driver on routes involving transporting 

children to and from school and will be the first to board the vehicle and the last to leave at the beginning and end of each journey.  Escorts will ensure that 

only authorised persons are transported on the vehicles. 

Escorts will ensure that passengers are safely boarded onto the vehicles, depending on the nature of any disability, e.g. collecting and returning pupils to 

their home front door unless otherwise notified by the Brokering Team.  Escorts will assist pupils onto the vehicle, place wheel chairs onto tail lift, secure 

hand brakes, and where appropriate, accompany passengers onto the tail lift.  Escorts will place wheelchairs from tail lift into designated areas and ensure 

that passengers are safely strapped in.  Escorts will also decide on appropriate seating arrangements. 

Escorts will carry out basic first aid where appropriate and will complete a report sheet for parents, teachers or other responsible persons, on matters that 

cause concern with regard to the well-being/behaviour of passengers. 

Escorts will be responsible for valuables, the safe keeping of medication and medical aids belonging to passengers during transportation. 

Escorts will in appropriate circumstances, and after authorisation given by the Brokering Team and the PTS Manager, exclude from the vehicle any pupil due 

to their behaviour on the vehicle.  The escort will inform the parents and education setting of the exclusion.  This can only be done in exceptional 

circumstances with the prior consent of the Brokering Service. 

In circumstances where an escort cannot deliver a passenger to their destination, due to no responsible person being available to receive that passenger 

either at the normal destination or the nominated alternative address, the following procedure must be followed: 

 The escort will notify PTS of the situation and where appropriate continue to complete the route before returning to that pupil’s normal drop off 
address again. In these circumstances, before the route is completed the escort will place a note of explanation through the home letterbox.   

 If, after returning to that destination, there is still no responsible person available, the escort will contact the Brokering Team during office hours or, 
out of office hours, the emergency Brokering Team numbers. 
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 The Brokering Team will take advice from the Education Welfare Team Manager. If out of office hours and the Brokering Team are unable to speak 
to an appropriate officer from the Education Welfare Team, they will contact the Out of Hours Emergency Social Work Team and inform the SENRA 
Team at the earliest opportunity of the actions taken. 

Following authorisation from Education Welfare Team, the passenger will be taken to an appropriate address as defined by the Education Welfare Team 

and/or the Out of Hours Emergency Social Work Team, leaving the Parent Notification Form, at the original destination, giving full details including 

telephone number/address of the place where the passenger has been taken together with time, date, etc..  

Escorts will maintain exemplary standards to the passengers both in language and behaviour.    

Escorts will: 

 Refrain from smoking or carrying a lighted pipe, cigar or cigarette in the vehicle or on a school or other Council establishments; 

 Refrain from the use, possession, distribution or selling of  illegal drugs whilst on Council business in the vehicle or on a school or other Council 
establishments; 

 Refrain from the misuse of legal drugs whilst on Council business in the vehicle or on a school or other Council establishments; 

 Refrain from the use, possession, distribution or selling of alcohol whilst on Council business in the vehicle or on a school or other Council 
establishments; 

 Maintain a high standard of personal appearance and hygiene; 

 Make every endeavour to personally open, close and secure all doors of the vehicle before and after any passenger enters or alights from the 
vehicle and ensure all such operations are performed in a safe and courteous manner; 

 Work effectively with the driver to provide a high quality safe service; 

 Follow the Council’s Safeguarding Procedures. 
 

Escorts will attend training as necessary to ensure that they are appropriately trained in order to fulfil their role and meet the changing needs of the service. 

PTS will ensure all escorts are suitably trained to carry out all duties and will undertake an annual appraisal interview. 
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Escorts will also be issued with Escort Monitoring forms that are to be competed weekly in accord with PTS management’s instructions and report any 

incidents on the monitoring form in addition to reporting these to PTS management where appropriate.  These forms are to be returned weekly to PTS for 

analysis and follow-up where necessary. 

With respect to transporting pupils to and from all schools each escort will keep a passenger register of children travelling from home to school in each 

vehicle, which is designed to ensure all children are safely accounted for during the school day.  The escort will provide safekeeping for all route sheets 

overnight, during weekends, half term holidays, etc. and will observe the following procedures: 

 The appropriate route sheet will be handed to each escort where there is a change of escort or variation to the client passenger list or 
commencement of a new route; 

 The escort will retain the responsibility for the route sheet during the school working day; 

 The escort will inform the school on arrival of the pupils transported each day; 

 The escort will check the route sheet on the return journey and ensure with the school that all pupils are accounted for if they are not on the 
transport.   

All escorts will have a Disclosure and Barring Service check, which PTS will verify before the escort commences duties. 

1.6 Emergencies 
PTS will ensure that a full time manager or competent deputy duly authorised to act on his/her behalf is provided Monday to Friday between the hours of 

07:00 and 17:00, who will have the authority to instruct and direct the department’s employees in the performance of this specification.  They must ensure 

this person is also available to respond effectively to telephone messages from parents, teachers or other responsible persons involved in the 

transportation of pupils.  PTS will ensure that a twenty four hour out of hour’s service is provided in case of emergencies while pupils, escorts, drivers and 

vehicles are in transit. They must ensure this service is covered by a manager or competent deputy duly authorised to act on his/her behalf who will have 

the authority to instruct and direct the departments’ employees in the performance of this specification. They will also be available to respond effectively to 

telephone messages from parents, teachers or other responsible persons involved in the transportation of pupils.  


