Home to School and Departmental Transport Incident Protocol

Within the context of this protocol, ‘Operator’ means the owner of the taxi firm or minibus company providing home to school transport on behalf of Brighton & Hove City Council’s Home to School Transport Service. ‘Crews’ are the taxi or minibus Driver or Vehicle Passenger Assistant.  

Reporting an incident on board

If there is an incident on transport, crews are to carry out the following actions:

1. Stop the vehicle and try to resolve the situation

2. If the situation is not resolved and the crew feels continuing the journey could present as a risk to the passenger, other passenger or themselves, crews must contact the Home to School Transport Service for advice

3. If the crew feel the situation presents a high risk to anyone on board, they must call 999.

If there is a medical emergency on the journey, crews must:

1. Stop the vehicle in a safe place
2. Dial 999 and request an ambulance
3. Follow the instructions you are given on the phone
4. Record the time of the incident
5. Inform your office and ask them to inform the parents/carers, the school and the HTST team.

The only exception would be if the passenger is having an epileptic seizure and crews have been given an Epilepsy Care Plan, in which case they are to follow the guidance for transport staff in the Plan.

In the event of a road traffic accident or vehicle breakdown, no matter how minor, whilst children and young people are on board; the Operator must immediately inform the council, school and wherever possible the parents carers. A back up vehicle will usually be provided.

Incidents must be reported as soon as possible on the day. A full written report and incident form (if requested by the service) must follow within 24 hours of the accident or incident. See Appendix 1. 

Incidents could include:
· disclosures made about abuse or neglect 
· the child or children ren taken to the wrong address 
· medical emergency on board 
· vehicle breakdown 
· vehicle accident 
· verbal or physical aggression between passengers 
· child or children not wearing seatbelts 

This list is not exhaustive.
Investigating a transport incident 

A member of the Home to School Transport Service will be assigned to investigate incidents and decide what further action is necessary.

Operators and crews must comply with council investigations and make themselves available to be interviewed and/or provide witness statements.

CCTV will usually be requested to support the investigation of incidents. When a request for CCTV is made, the download must be provided to the council no later than 48 hours following the request. Only council approved staff are permitted to review CCTV footage. 

Parents carers will be notified of incidents on board. 

Medical, SEND, safeguarding, and Health and Safety colleagues may be asked to support investigations where they relate to the safety of specific transport arrangements. 

Any criminal incidents will require police investigation. 

Any concerns arising from council investigations about crew conduct or capability will be reported to the Operator to be managed under the Operators own HR procedures. If there are concerns about safety or safeguarding matters or serious breaches of conduct, the Operator must immediately remove the crew pending further investigation. The council reserves the right to request a change of crew where it believes there are grounds to do so.

Where incidents relate to children and young people’s behaviours that are part of their SEND or additional vulnerabilities profile the Home to School Transport Service will liaise with parents and carers and schools and other relevant professionals to discuss support strategies. 
Support strategies could include:

· temporary or permanent varying of seating arrangements 
· a different mix of travelling companions 
· additional training for crews to support managing specific behaviours related to the SEND profile of those on board
· an alternative arrangement to facilitate a break in behaviours, with the aim of positive reintroduction to transport 
· distraction techniques, such as music, preferred toy, headphones, ear defenders
· parent or carer meetings to identify possible triggers
· ‘Double back’ routes for agreed periods

This list is not exhaustive.
Appropriate action will be taken in accordance with the severity of the incident.

Multiple or serious incidents may lead to a temporary exclusion or permanent withdrawal from transport. Examples of the types of behaviour which may invoke further action are listed below, noting that the specific profile of the child/young person or vulnerable adult will be taken into consideration. Exclusion and withdrawal of transport will always be as a last resort, once all support strategies have been tried: 
Behaviours which may warrant further investigation include:
· bullying or intimidation
· damage to vehicle
· distracting driver
· drug abuse
· failure to follow instructions from driver
· health and safety breaches
· physical abuse of passengers/driver
· smoking or vaping
· spitting
· emitting bodily fluids
· throwing missiles
· verbal abuse of passengers or driver
· using racist or other discriminatory language
This list is not exhaustive.
‘Temporary’ shall be for a specified number of weeks (usually this will be for one week but may be longer in more serious cases) and ‘permanent’ shall be for the remainder of the school year or longer, if justified by the circumstances. 
The withdrawal of transport (either temporary or permanent) shall not imply that travel arrangements were not necessary and should not be provided. If the council agrees that behaviours that challenge relate to a child’s SEND or medical need, e.g. persistent urinating during travel, parents carers of pupils on home to school transport will be provided with an option to receive a mileage payment or Personal Travel Budget in lieu of hired transport. 
In the case of applying a permanent or temporary exclusion on transport, the child’s parents carers, or the adult (if over 25 years of age) will be advised by letter and be given a minimum of five days’ notice from the date of the letter. In the most serious of cases, transport will be withdrawn immediately. An example of a serious case would be considered as one where the safety of other passengers and / or driver had been put at significant risk.
For all exclusions, the decision will be reviewed by a senior officer. If it is decided to withdraw the exclusion, then a letter will be sent to this effect. 

Action taken after an incident 

All incidents are:

· recorded and monitored

· reported to the Home to School Transport Governance Board

· discussed at termly Contract Review Meetings with Operators 

Operators are also required to attend Contract Compliance Meetings if the council is concerned that an Operator’s performance has fallen below the contractual service standards. Operators are also required to undertake performance improvement plans as a result of these meetings. Repeated incidents, outside of those related to a passenger’s SEND profile, may lead to Operator’s work on home to school transport being terminated.

After all incidents relating to a child’s SEND need, their individual and vehicle risk assessment is updated. 

After all incidents on DTS (Departmental Transport Service) relevant professionals and the parents/carers, where appropriate, will be notified. 
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Appendix 1 – Incident reporting form 

HS2 Incident report form 
                      
(Type details so they can be sent electronically) 
 
 
	1. Time and Place 

	Date of incident 
 
	 

	Time of incident 
 
	 

	 
Unit Name and location of incident 
 
	 

	 
	 


 
	2. Description of incident 

	 
 
 
 
 
 
 
 
 
 
 

	3. Did the incident Involve Asbestos 

	​​☐​   Yes                 ​☐​  No 


 
	4. Incident type 

	      ​☐​Injury or harm (including psychological) 
	      ​☐​ Near Miss 


 
	5. Incident Cause 

	Administration of medication 
	Hit against something fixed or stationary 

	Behaviour Management (schools only) 
	Hit by a moving object or person 

	Challenging behaviour, for example, unintentionally violent or aggressive
	Injured by animal 

	Contact with electricity 
	Local environmental conditions 

	Contact with extreme temperature 
	Manual Handling of Loads 

	Contact with moving machinery 
	Manual Handling of People 

	Contact or exposure to a harmful substance  
	Noise 

	Display Screen Equipment (DSE) related ill health 
	Recreation or sport 

	Drowned/asphyxiation/Choking 
	Repetitive Strain Injury 

	Existing medical condition 
	Sharps, for example, needle-stick, broken glass 

	Explosion 
	Slip, trip or fall on the same level 

	Exposure to event causing emotional or  psychological harm 
	Trapped by something collapsing 

	Fall from height 
	Use or failure of equipment 

	Fatality or major incident 
	Vehicle incident or hit by moving vehicle 

	Fire 
	 


 
 
 
 
	6. Injured party – provide details of each person injured

	Name: 
 
	 

	Address: 
 
	 

	Job title: 
 
	 

	Phone number: 
	 

	Male, female, transgender, unsure, prefer not to say: 
	 

	Date of birth: 
	 

	Category: 
	Employee 
Contractor 
Member of the Public 
Pupil 
	Service User 
Visitor 
Work experience 
Other 


 
	 

	7. Injury type 

	Allergic reaction 
	Concussion 
	Multiple injuries 

	Amputation 
	Crushing 
	Nerve damage 

	Asbestos exposure 
	Cuts and bleeding 
	Occupational disease 

	Asphyxia or suffocation 
	Death 
	Poisoning 

	Bite 
	Dislocation 
	Psychological or emotional harm 

	Blisters 
	Electric shock 
	Scratches 

	Broken bone or fracture 
	Hearing loss 
	Strain or sprain 

	Bruise 
	Irritation or inflammation 
	Superficial injuries 

	Burn 
	Loss of sight 
	 


 
	8. Body Part Affected 

	Not applicable 
	Finger 
	Multiple areas 

	Ankle 
	Foot 
	Neck 

	Arm 
	Groin 
	Nose 

	Back 
	Hair 
	Shoulder 

	Breast or chest 
	Hand 
	Teeth 

	Buttocks 
	Head 
	Toe 

	Ear 
	Internal organs 
	Torso 

	Eyes 
	Knee 
	Wrist 

	Face 
	Leg 
	 

	Finger 
	Mouth 
	 


 
	9. Treatment 

	First aid given: Yes    No 
	Taken directly to hospital from accident scene?          Yes  No 

	Ambulance:      Yes    No 
	Detained in hospital for more than 24 hours?               Yes No   


 
	10. Witness details  

	Name: 
 
	 

	Phone number: 
	 

	Email address: 
	 

	Category: 
	Employee 
Contractor 
Member of the public 
Pupil 
	Service user 
Visitor 
Work experience 
Other 


 
	11. Reporting Officer Certification 

	To the best of my knowledge I certify that this is a true account of the events of the incident or occurrence. 

	Name:                   Position: 

	Date: 


 
 
The following sections are for completion by the MANAGER only.   
 
	12. Why did the incident happen? – Describe any issues with equipment, clothing or the environment that contributed to the incident

	 
 
 
 
 
 
 
 


 
	13. What action was taken straight away? – include details of immediate injury management and corrective actions to prevent further harm occurring 

	 
 
 
 
 
 


 
	14. Recommended action to prevent an incident like this happening again? 

	 


 
	15. Incidents involving pupils: 

	What were the supervision ratios at the time of the incident?:                

	Was the supervision appropriately located?                                          Yes    No 

	Were pupil behaviours appropriate during the activity?                         Yes    No 

	Was any equipment or fixtures being used for its intended purpose?   Yes    No   N/A 


 
 
	16.  Incidents involving Pupils Challenging Behaviour or Behaviour Management 

	Did staff involved, have specific training in ‘de-escalation and physical restraint’?   

	Yes    No   N/A 


 
	17. Pupil absence? -  record details for each pupil injured 

	Name: 
	Name: 

	First day of absence: 
	First day of absence: 

	Date returned to school : 
	Date returned to school : 


 
 
 
	18. Staff performance? 

	Have staff involved with or affected by the incident been able to perform their normal work duties following this incident?                                                                      Yes    No 

	If no please give details: 
 
 


 
	19. Staff absence? – record details for each member of staff injured 

	Staff name: 

	If injured person is a council employee are they taking time off work?                             Yes   No 

	First day of absence 

	Last day of absence (if known) 

	 

	Staff name: 

	If injured person is a council employee are they taking time off work?                             Yes   No 

	First day of absence 

	Last day of absence (if known) 


 
	20. Manager authorisation 

	Name: 
 
	 

	Address: 
 
	 

	Post occupied: 
 
	 

	Phone number: 
 
	 

	Date  
 
	 


 
 
 
Email the completed form to: HometoSchoolTransport@brighton-hove.gov.uk.  
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