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Aims and objectives 

The Travel to and from School Policy has been created to support and promote safe and sustainable 

travel to and from school, to highlight good practice and provide equal opportunities for all pupils and 

ensuring all pupils are safe when travelling to and from school. The Policy should be adhered to by both 

school staff, transport operatives and pupils and parents/carers. 

The Policy supports additional policies in place, such as Health and Safety, Behaviour and Safeguarding 

Policies. 

1. Travelling to and from school 

1.1. Walking to school 

The DfE’s “statutory walking distance” is 3 miles for children 8 and over. This distance 

is measured as the shortest route along which a child, accompanied as necessary, 

may walk with reasonable safety. Pupils walking to school are should do so with a safe 

designated adult and use safe routes that are pedestrian friendly.  During winter 

months pupils should wear reflective clothing or accessories to maximise safety on 

the roads.  

1.2. Driving to school and ‘Park and Stride’ 

Where parents/carers choose to drive children to school then parents driving close 

to the school grounds or onto the school grounds are reminded to drive slowly and 

to park safely in designated areas. 

2.  Arranged transport 

2.1. Regularly transported children 

Statutory entitlement to free home to school travel assistance from the local 

authority applies when one or more of the following criteria are met:  

 For a child 8 or over who lives 3 miles or more from the school more than 2 

miles for a child under 8 

 The child has been placed in a school where there is no safe walking route.  

 The child is from a family receiving the maximum Working Tax Credit.  

 The child has special educational needs or a disability and a plan with transport 

requirements written into it.  

2.2. School Minibuses and taxis and respite vehicles 

Parents, and of course the pupils themselves, are responsible for their behaviour on 

the school journey. Pupils on buses must act in a manner conducive with the 

school’s Positively Managing Behaviour Policy.  

Correct school uniform must be worn in the established manner at all times during 

the school journey.  
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The driver and passenger assistant of a minibus provided by the council for the 

purpose of home to school travel is subject to a DBS check. The driver will follow a 

code of conduct which covers equality, diversity, safeguarding and child protection 

awareness. 

In some circumstances, taxis may be deemed necessary for the transportation of 

pupils who have no other means of viable transport. This will be agreed between the 

parents of a pupil and the transport department of the local authority the pupil comes 

from, and a formal arrangement will be established.  

If pupils are unsafe to travel on the way into school following procedure will take 

place: 
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If pupils are unsafe to travel on the way home from school then the following 

procedure will take place:  
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All Passenger Assistants are provided with guidance of what to do if a pupil is not safe to travel for 

whatever reason on their vehicle. (See Appendix 1). The passenger assistant writes any issues with 

pupils during travel in the school travel book at the end of the journey. 

 

2.3. Drop off and collection 

Drop off  

 All vehicles must be inside the school gates by 8.45am then the gates will 

close.   All vehicles must switch off their engines at this point.  

 There are two members of staff on duty; the teacher is the senior member 

of staff on duty.  Both will wear high visibility jackets.   

 A member of staff on duty stands at the school gates and informs the teacher 

on duty that gates are closed and that no other vehicles are entering the 

school carpark.   

 The teacher on duty alerts the school staff that the gates are closed and that 

they can come and meet their pupils at the vehicles and escort them safely 

into school.    

 If pupils walk independently into school from the vehicle this is agreed by the 

class teacher and the passenger assistant.   

 Pupils must not be allowed to leave a vehicle until this notification is given by 

the teacher on duty.  

 The teacher on duty collects the School Transport Folder from each 

passenger assistant and takes them to reception. 

 When all the vehicles are empty of all pupils the drivers will illuminate their 

hazard lights to inform the teacher on duty that they are ready  to leave the 

site.   

 Vehicles should not start their engines or move until the teacher on duty has 

given permission to do so.     

 The transport will drive to the gates and exit the site.   

Collection 

 At collection time all vehicles must be on the carpark by 2.55pm with their 

engines off and then the gates will close.   

 Passenger assistants will collect the bus folders from reception and ensure 

that they are on the bus in preparation for the arrival of the pupils at 3.00pm. 

 There are two staff members on duty.  The Teacher is the senior member of 

staff on duty.   
 A member of staff on duty stands at the school gates and informs the teacher 

on duty that gates are closed and that no other vehicles are entering the 

school carpark.   

 The teacher on duty alerts the school staff that the gates are closed and that 

the pupils can board the vehicles.  
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 School staff will escort the pupils safely to their vehicles.  If pupils walk 

independently from transport into school this is at the direction of the class 

teacher.   

  When all the vehicles are complete and pupils are safe to travel the vehicles 

will illuminate their hazard lights to inform the Teacher on duty they are safe 

to leave the site.   

 Vehicles should not start their engines or move until the Teacher has given 

permission to do so.     

 The vehicles will drive to the gates and will exit the site.   

2.4. Late collection 

Staff and parents/carers must work together to ensure pupils are safe. It must be 

made clear to parents//carers that the school should be notified immediately should 

it become apparent the person collecting will be late or a child is not safe to travel. 

In the event of late collection, the child will be supervised at all times.  If a 

parent/carer is late collecting their child we will allow a 15 minute window for late 

arrival. Following this, we will attempt to contact the parents on the phone numbers 

provided to the school. If this is unsuccessful, we will attempt to contact the 

emergency contacts.  

The school will keep a record of incidents where parents/carers are late for no 

explained or good reason, or where there are repeated incidents.  

If a parent/carer wishes for their child to be collected by another party who does not 

have parental responsibility, whether this is a regular occurrence or a single 

occurrence, this must be put in writing.  

In an emergency, verbal consent may be given for an agreed person to take their child 

home. A password will be requested to be used by both parties to ensure the identity 

of the person collecting.  

If a pupil has to stay in school because they are unsafe to travel then parents/carers 

will be contacted to collect their child.  If they parent/carer has no means of collecting 

their child then school transport will be considered to drop their child off home.  This 

will only be the case if no alternative transport can be provided.  

2.5.  Non-collection 

In the event a pupil is not collected by an authorised adult and no contact has been 

established within forty-five minutes to one hour of the usual collection time, the 

school will follow child protection procedures and contact the Multi- Agency 

Safeguarding Hub to seek further advice. 

Under no circumstances will staff go to look for the parent/carer or take the child 

home with them. 

A letter will be sent to the parents/carer notifying them of the existing arrangements 

in place and inviting them to discuss any changes that need to be made. It is important 

that the school and parents/carers do everything possible to avoid a recurrence of 

the situation.  
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Appendix 1 

INFORMATION FOR PASSENGER ASSISTANTS 

Collecting a child from school 

 

 If a child is distressed or in crisis, they will not be brought to 
board the bus.  School staff will inform the passenger assistant 
that the child will not be boarding.  School will contact the 
parents. 

 If a child has boarded the bus and becomes distressed or displays 
behaviour you are concerned about, call for assistance from the 
teacher on duty. 

 If you are still not happy with the behaviour that is being 
displayed ask for Sarah Llewellyn or Helen Masters to visit the 
bus.  In their absence the person in charge. 

 When the vehicle has loaded and the pupils are secure and safe, 
instruct the driver to switch on the hazards. 

 If you are not happy with any aspect of a child’s behaviour                      
do not switch on the hazards and call for assistance. 

 If you are still not comfortable with the decision made, ring Pupil 
Services before leaving the school premises and do not switch 
on the hazards. 

 Record any incidents during the journey home in the book and 
report to parents. 
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Collecting child from home or respite 

 

 If a child is distressed and displaying challenging behaviour that 
is unusual to that child do not accept the child. 

 Inform the parents/respite of the reasons why the child is not to 
travel and inform the school on arrival. 

 Any messages from home to school must be written in the book. 

 If there are any issues with a child during the journey write these 
in the book and inform school on arrival. 

 
 


