
Shetland Islands Council

1.0 Summary

1.1 On 20 August 2014 a new policy and procedure for Audit Scotland and
other External Audit body’s reports as detailed in report IP-20-14-F was
approved (Min Ref: P&R 28/14).

1.2 All reports from Audit Scotland/external advisers will be directed to and
considered by the relevant Committee in the first instance, and this will
include reports where there are no specific issues relevant to the
Council.

1.3 Children’s Services receives reports regarding education provision in
schools from the Education Scotland Inspectorate and regarding
nurseries and hostel accommodation from the Care Inspectorate.

1.4 The purpose of this report is to highlight three such recent reports, all
from the Care Inspectorate, to the Education and Families Committee
and to highlight any actions to be taken as a result of the reports.

1.5 Links to these reports are included at the end of the report.

2.0 Decision Required

2.1 It is recommended that the Education and Families Committee
consider the reports on Ness Out of School Care Service for Children,
Happyhansel Primary School Nursery and Scalloway Primary School
Early Years.

3.0 Detail

3.1 The following establishments have been inspected since the last report
to Education and Families Committee in June 2015 (Min Ref: E&F
22/15):
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 Ness Out of School Care Service at Dunrossness Primary School:
unannounced inspection on 24 September 2015,

 Happyhansel Primary School Nursery: unannounced inspection on 17
September 2015,

 Scalloway Primary School Early Years: unannounced inspection on 1
October 2015.

3.2 The grades that were awarded in the reports are as follows:

3.3 Ness Out of School Care Service:
Quality of care and support - Grade 5 - Very Good
Quality of environment - Grade 5 - Very Good
Quality of staffing - Grade 5 - Very Good
Quality of management and leadership - Grade 5 - Very Good

There was one recommendation, as detailed below, with the actions
taken.

To further develop the care plans to ensure these contain up to date
information and more detail regarding the children's support needs.

Actions taken:
Care Plans are already updated every six months with any relevant
information from home being added and with baseline information from
the school's SEEMIS data management system also informing the
plan. If the child has a GIRFEC plan, information is shared after
parental consent is obtained and only on a need to know basis per
service as per Council policy and procedures.  As with all assessment
and recording in the school, we will report by exception.

As we report by exception, we will ask each child if there is anything
they feel we need to add to their plan to support them during their time
at the out of school club and record this in the plan.  This will be
completed every six months, or more often if a child feels there is
something they wish to add to the plan before this time.

Where there is no information change, staff will state this and date this
statement on the plan and will share plans with the parents or carers
every six months.  The parent or carer can make any additions or
deletions at this time and the reviewing parent or carer will be asked by
staff to sign and date the plan at this time even if there is no change.

All plans of current users will be checked and updated by 22 December
2015 at the latest.

3.4 Happyhansel Primary School Nursery
Quality of care and support - Grade 5 - Very Good
Quality of environment - Grade 5 - Very Good
Quality of staffing - Grade 5 - Very Good
Quality of management and leadership - Grade 5 - Very Good

There was one recommendation, detailed as follows:
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To review where the water tray is placed (currently near the toilet
doorway).  This should be placed away from the door where children
are walking in order to help prevent accidents and keep children safe.
This recommendation was carried out immediately, following the
inspection.

3.5 Scalloway Primary School Early Years

Quality of Care and Support - Grade 4 – Good
Quality of Environment - Grade 3 – Adequate
Quality of Staffing - Grade 5 – Very Good
Quality of Management and Leadership - Grade 5 – Very Good

One requirement was made which was given a six month timescale for
completion.  This was:

The provider must ensure that the nappy changing area be upgraded in
line with current guidelines which state there must be a separate area
for changing which has a door.  This is in order to demonstrate that
each child's care will be planned and reviewed to ensure their health
and wellbeing needs are met.  Building Services have been
requested/instructed to build a door to suit Care Inspectorate
recommendations and to meet the six month deadline.

Five recommendations were made.  The detail of each
recommendation and the action taken for each one is set out below:

1 The service must ensure information about the children's early
learning and childcare is shared regularly with parents and carers.
When using learning stories each child must have one and these
must be up to date.  These are in place and monitored monthly by
the Head Teacher.

2 The manager and staff must review how they are using the care
plans.  These should be up to date, regularly reviewed and easily
accessible to staff.  These are in place and monitored termly by the
Head Teacher.

3 The manager and staff should review the planning and evaluation
regime within the service.  This should reflect the learning and
development of the children and ensure learning outcomes are
identified and the children's learning supported.  Review of planning
and evaluation is on the existing Department Improvement Plan and
will take into consideration new advice and Tackling Bureaucracy.

4 To ensure staff are familiar with the medication policy and
procedures ensuring staff will not give the first dose of any
medication which is new to the child, in line with current guidelines.
All policies have been updated and are accessible to all staff.

5 To remove all items of clothing from the disabled toilet.  Staff should
not use this for storage and any items must be stored in a covered
container or unit.  The clothing has been removed.
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4.0 Implications

Strategic

4.1 Delivery On Corporate Priorities – Shetland Single Outcome
Agreement 2015
 Our children have the best start in life and are ready to succeed.

Children’s Services Directorate Plan has the following relevant
priorities:

 The best possible start for every child;
 Our children have the best start in life and are ready to succeed.

In addition Schools and Quality Improvement Service 2015-16 plan’s
vision statement is of “Building a Brighter Future Together.”

4.2 Community /Stakeholder Issues – These reports are available to the
general public through the Care Inspectorate website, and parents of
pupils at the relevant schools are made aware of the contents.

4.3 Policy And/Or Delegated Authority – in accordance with Section 2.3.1
of the Council’s Scheme of Administration and Delegations, the
Education and Families Committee has responsibility and delegated
authority for decision making on matters within its remit which includes
school education.  This report is related to the function of an education
authority.

4.4 Risk Management – the Council has a statutory duty to secure
improvement in the quality of education it provides.

4.5 Equalities, Health And Human Rights – None

4.6 Environmental – None

Resources

4.7 Financial – None

4.8 Legal – None

4.9 Human Resources – None

4.10 Assets And Property – None

5.0 Conclusions

5.1 The linked reports will be considered by Education and Families
Committee, in line with the agreed policy.  Progress through any action
plans that are developed as a result will be monitored.
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5.2 Almost all of the recommendations in the three reports are of the
nature that they could be actioned very quickly.  The longer term
recommendations can be met by inclusion in the relevant school
improvement plans.

For further information please contact:
Helen Budge, Director of Children’s Service
Tel: 01595 74 4064.  E-mail:  helen.budge@shetland.gov.uk
Report finalised: 7 January 2016

List of Appendices

None

Background documents:

Ness out of School Care:
http://www.careinspectorate.com/index.php/index.php/care-services/

Happyhansel Primary School Nursery:
http://www.careinspectorate.com/index.php/index.php/care-services

Scalloway Primary School Early Years
http://www.careinspectorate.com/index.php/index.php/care-services

END
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Shetland Islands Council

1.0 Summary

1.1 The purpose of this report is to present a reviewed and updated School
Transport Policy.

2.0 Decision Required

2.1 That the Education and Families Committee, Environment and
Transport Committee and the Policy and Resources Committee
RECOMMEND that the Council RESOLVES to approve the proposed
updated School Transport Policy.

3.0 Detail

3.1 The Shetland School Transport Policy has not been reviewed since
2007.

3.2 The Scottish Government issued new guidance on improving school
transport safety with effect from January 2011.

3.3 This guidance includes ‘the promotion of walking and cycling to and
from school”.  This is also compatible with both the Schools (Health
Promotion and Nutrition) (Scotland) Act 2007 and the Health and
Wellbeing outcomes in the Curriculum for Excellence’.

3.4 On 12 May 2014, the Shetland Islands Council approved the
Development Committee’s recommendations contained in the Bus
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Environment and Transport Committee
Policy and Resources Committee
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Network Redesign Tender Report (Report No. TP-05-14-F - Min Ref:
24/14).

3.5 This comprehensive review of school and public bus services resulted
in a new network of bus services, which came into force in August
2014.

3.6 This updated School Transport Policy has taken account of the lessons
learned as a result of the implementation of that new bus network.

3.7 No change in entitlement to school transport has been proposed within
this updated School Transport Policy.  The Education (Scotland) Act
1980 places a legal responsibility on Local Education Authorities to
enable the attendance at school of children living beyond specified
maximum walking distance from their school.  Shetland Islands
Council’s Children’s Services Department facilitates this by using these
limits to determine the provision of school transport.  Walking distance
is specified as two miles for pupils who have not reached their eighth
birthday and three miles for pupils aged eight years and over.

In Shetland, this is extended during the winter months (October break
to Easter break) to provide transport for all pupils who live more than a
mile-and-a-half from their school.

3.8 The updated School Transport Policy does state that school transport
will only be provided from one address and will not be provided from
multiple addresses, in line with the Council’s Admissions Policy.

Parents who choose to send their child, through a placing request, to a
school other than their designated school will be responsible for their
child’s transport.  The exception to that is for any pupil in Secondary 4,
who will qualify for school transport as a result of a placing request.

3.9 The updated School Transport Policy sets out the process to be
followed for parents wishing to access vacant seats on school transport
vehicles for their children.  Education Authorities are required to offer
any vacant seats on school transport to pupils who live on a route but
within walking distance of their school.

3.10 The updated School Transport Policy sets out the process to be
followed where a Road Safety Audit may be required on any given
route, or part of a route.

3.11 The updated School Transport Policy also gives a commitment that
where alterations to school transport arrangements are necessary,
pupils and parents/carers will be given as much notice as possible and
unless there are safety reasons, changes will take effect as soon as
practicable, or when the contract becomes due for renewal.

If the change is significant pupils, parents, transport operators and
communities will be consulted in line with the objectives of this Policy.
The Council will try, where practicable, to give a term’s notice of any
change.
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4.0 Implications

Strategic

4.1 Delivery On Corporate Priorities – the updated School Transport Policy
will assist in delivering the priorities set out in the updated Corporate
Plan - Our Plan 2016-2020 – by making Shetland the best place for
children and young people to grow up in and, by having transport
arrangements in place that meet people’s needs and which we can
afford to maintain in the medium term.

4.2 Community /Stakeholder Issues – The updated Policy clearly states
that communities and stakeholders will be consulted in future before
any significant change to service.  Change in school transport can be
triggered by a variety of circumstances, including population changes.

4.3 Policy And/Or Delegated Authority – The Education and Families
Committee and the Environment and Transport Committee have
delegated authority to advise the Policy and Resources Committee and
the Council in the development of service objectives, policies and plans
concerned with service delivery within the remit of their functional
areas.  Approval of the updated Policy requires a decision of the
Council, in terms of Section 2.1.3 of the Council’s Scheme of
Delegations, supported by advice from the Policy and Resources
Committee.  This report is related to the function of an education
authority.

4.4 Risk Management – There may be an increase in requests for Road
Safety Audits; these will be carried out by the Council’s Roads
Engineers.

4.5 Equalities, Health And Human Rights – none.

4.6 Financial – none at this time, unless there is a requirement for changes
to the bus network as a result of Road Safety Audits. The Shetland
Islands Council approved the Development Services Bus Network
Redesign Tender Report on 12 May 2014 (Report No. TP-05-14-F -
Min Ref: 24/14).  Any additional cost that may arise will require to be
met from the budget held by the Transport Planning Service.

4.7 Legal – None.

4.8 Human Resources – not applicable as services contracted out.

4.9 Assets And Property – none.

5.0 Conclusions

5.1 Approval of this updated School Transport Policy will consolidate all
decisions which have been taken since the last policy review in 2007.
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For further information please contact:
Shona Thompson, Executive Manager, Schools
Telephone: 01595 743965; Email: Shona.thompson@shetland.gov.uk
Report Finalised: 08 January 2016

Appendices

Appendix 1 - Proposed New School Transport Policy

Background Documents

Education (Scotland) Act 1980 (updated 1996).

A Guide to Improving School Transport Safety – Transport Scotland
http://www.transportscotland.gov.uk/files/documents/roads/Improving_School_Trans
port_Safety_-_guide_-_final.pdf

END
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School Transport Policy 
 
 
1 Introduction 
 
1.1 Local Authorities have legal responsibilities to enable the attendance of 

children living beyond specified maximum walking distance from their 
school. 

 
1.2 This Policy sets out the Shetland Islands Council’s approach to fulfilling its 

responsibilities along with responsibilities and expectations of other parties 
involved in the safe transportation of pupils from home to school. 

 
 
2 Aims 
 
2.1 In relation to home to school transport, this Policy aims to: 

 Clarify entitlement to home to school transport provision. 
 Describe the options available to Local Authorities to fulfil their 

responsibilities. 
 Describe the responsibilities of contractors, operators, drivers, 

parents, pupils and school staff. 
 Set out the standard of service expected from school transport 

operators. 
 
 
3 Objectives 
 

 For Shetland Islands Council to fulfil its responsibilities for home to 
school transport. 

 For Shetland Islands Council to do its utmost in providing safe and 
reliable transport. 

 To provide flexibility for Shetland Islands Council, transport 
operators, parents, pupils and communities to find the most 
appropriate, sustainable solutions. 

 To encourage active travel to school compatible with the Schools 
(Health Promotion and Nutrition) (Scotland) Act 2007 and the Health 
and Wellbeing outcomes in the Curriculum for Excellence. 

 Engage in consultation with parents, pupils, transport operators and 
communities when there is a proposed significant change to transport 
arrangements. 

 
 
4 Entitlement 
 
4.1 The Education (Scotland) Act 1980 places a legal responsibility on Local 

Education Authorities to enable the attendance at school of children living 
beyond specified maximum walking distance from their school.  Shetland 
Islands Council’s Children’s Services facilitates this by using these limits to 
determine the provision of school transport.  Walking distance is specified 
as two miles for pupils who have not reached their eighth birthday and 
three miles for pupils aged eight years and over.  
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4.2 In Shetland, this is extended during the winter months (October break to 
Easter break) to provide transport for all pupils who live more than a mile-
and-a-half from their school. 

 
4.3 Shetland Islands Council has given a commitment that, as far as possible, 

the maximum single journey time will be 40 minutes for a primary pupil 
and 65 minutes for a secondary pupil. 

 
4.4 The Education (Scotland) Act 1996 amended the 1980 Act to require 

education authorities to have regard to the safety of pupils when 
considering whether to make arrangements for the provision of school 
transport. 

 
4.5 Shetland Islands Council has identified catchment areas for all its primary 

schools and secondary schools.  These are clearly laid out in the Council’s 
Admissions Policy. Parents who choose to send their child, through a 
placing request, to a school other than their designated school will be 
responsible for their child’s transport.  The exception to that is for any pupil 
in Secondary 4, who will qualify for school transport as a result of a placing 
request. 

 
When enrolling a pupil within a primary or secondary school, only one 
address can be used to identify the appropriate catchment area and 
entitlement to school transport.  School transport will only be provided 
from one address and will not be provided from multiple addresses. 

 
4.6 Education Authorities are also required to offer any vacant seats on school 

transport to pupils who live on a route but within walking distance of their 
school.  The Authority can charge for the use of a vacant place or they 
have the discretion for a vacant place to be used without charge.  
However, they can only charge for the use of a vacant place if the charges 
can be met without undue hardship on the parent(s) /carers(s).  If the 
number of non-entitled pupils exceeds the number of vacant seats 
available, the Authority must select which of those pupils can travel on the 
vehicle.  If the number of pupils entitled to places increases then those 
who are not entitled will need to relinquish their place.  Placing request 
pupils will not be taken into account when specifying the number of seats 
required for any future contracts.  

 
4.7 Vacant seats must be re-applied for each school year.  In the event that 

more applications are received than the number of vacant seats on any 
given route then priority shall be given as follows: 

 
 To those children referred by Social Work or Health professionals; 
 To those attending their catchment area school over those attending 

an alternative school by parental choice; 
 Amongst those attending their catchment area school, to those who 

live furthest away; 
 Amongst those attending an alternative school by parental choice, to 

those who live furthest away. 
  

4.8 If the route between their home and school is considered unsafe, transport 
is also provided for pupils who live within walking distance of their school.  
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4.9 To assess whether transport should be provided for safety reasons, a 

safety audit is carried out by the Infrastructure Services Department – 
Roads Services, sometimes in consultation with the Police.  The method 
of assessing safety factors was approved by the Council in July 1996; this 
method was recently revisited and found to continue to be appropriate.  If 
a route is assigned a pedestrian safety factor of 1 or 2 it is considered that 
there is little or no risk to children walking whilst supervised by an adult.  A 
pedestrian safety factor of 3 or 4 indicates that the route is less suitable, in 
terms of road safety, for accompanied children on foot.  Council policy is 
that school transport provision should not be made for pupils who live 
within walking distance of the school if the route has been assigned a 
pedestrian safety factor of 1 or 2.  

 
4.10 If parents/carers/transport operators consider that the route has been 

assessed incorrectly they can make a written submission to the Executive 
Manager, Schools giving reason(s) why they feel it should be changed. 
The Road Safety Audit information will then be assessed by the Executive 
Manager – Schools, in conjunction with the Executive Manager – Roads. 

 
 If those complainants remain dissatisfied with the outcome of any review, 

then their recourse would be to engage with Stage 2 of the Council’s 
Complaints Procedure. 

 
4.11 When pupils, who are entitled to transport, enrol at a school they should 

use the school transport already provided in their area.  This transport may 
not be provided from their door. 

 
4.12 Transport provision will not be diverted from an existing route unless the 

journey from their house to the main road pick-up point is more than 
walking distance or this part of the journey is considered unsafe for 
accompanied pupils.  

 
4.13 In cases where alterations to school transport arrangements are 

necessary, pupils and parents/carers will be given as much notice as 
possible and unless there are safety reasons, changes take effect as soon 
as practicable, or when the contract becomes due for renewal.   

 
 If the change is significant pupils, parents, transport operators and 

communities will be consulted in line with the objectives of this Policy.  The 
Council will try, where practicable, to give a term’s notice of any change.   

 
 
5 Options available 
 
5.1 Local authorities are required to make arrangements as necessary for the 

provision of school transport and have to pay all or part of reasonable 
travelling expenses for school pupils.  This legal responsibility could be 
fulfilled by providing either a means to get to school, such as a bicycle, an 
allowance for parents/carers to make their own arrangements, or the use 
of any form of public transport.  
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5.2 Local Authorities are not required to provide “door-to-door” transport.  
Children may be expected to walk anything up to the legally specified 
maximum walking distance to/from the transport pick-up and drop-off 
(PUDO) point.  Parents/carers are responsible for this part of the journey. 

 
 
6 Responsibilities 
 
6.1 Contractors, transport operators, school staff, parents/carers and pupils 

will all be expected to adhere to the guidance set out in Appendix A. 
 
6.2 Local Authority 
 
 The Schools (Safety and Supervision of Pupils) (Scotland) Regulations 

1990 place a general duty on Local Authorities to secure, as far as is 
practicable, the safety of pupils under their charge.  Pupils travelling on 
dedicated school transport arranged by the local authority are under the 
charge of the authority.  Therefore the authority will keep school transport 
provision under review to ensure the safety of pupils when travelling on 
school transport (see section 7 - Review). 

 
 The Local Authority is responsible for undertaking risk assessments on 

designated PUDO points.  Parents should be aware that any other PUDO 
points which have been agreed directly with the transport operator are 
classed as undesignated and as such the responsibility for risk 
assessment lies with the transport operator, not the Local Authority.  The 
Transport Operator must be able to produce such risk assessments when 
required. 

 
6.3 Contractors/Transport Operators 
 
 Contractors provide home to school transport using cars, mini-buses, 

buses and/or coaches.  It is the responsibility of those who are awarded 
school transport contracts to take all reasonable steps to ensure the 
security, safety, dignity and comfort of pupils in their care.  The vehicles 
used must be suitable for the purpose and drivers must be PVG checked, 
adequately trained and qualified. 

 
 Since 1 October 2001, all new coaches and mini-buses have had to be 

fitted with seat belts.  A forward facing seat fitted with a minimum of a lap 
belt must be available to every child.  New regulations introduced in 
September 2006, requires all seated passengers aged 14 years and 
above to use seatbelts where they are fitted in all buses and coaches.  

 
 This new legislation also means that all children under 135cm (4foot 

5inches) in height use a suitable restraint when travelling by car, e.g. a 
booster cushion with an adult seat belt.  The legislation explicitly excludes 
journeys made in taxis and private hire cars.  However Shetland Islands 
Council has adopted a policy which will require appropriate child restraints 
to be provided for all primary aged children below 135cm in height.  The 
Council’s Road Safety Officer can advise if required.  
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 Contractors must ensure that they have contingency plans, acceptable to 
the authority, to deal with vehicle failures, staff unavailability, emergency 
closure of schools and other emergencies.  Any driver employed by the 
contractor should be aware of issues involving pupil safety and behaviour 
and who to contact in an emergency.  

 
 As school transport drivers are deemed to have “substantial opportunity 

for access” to children all drivers must have PVG clearance prior to driving 
any vehicle used for school transport provision.  Contractors must provide 
the Authority with details of all persons who may drive their vehicles or be 
employed as attendants or supervisors. 

 
 A contractor must not sub-contract to another operator without the written 

permission of the Local Authority. 
 
 The contractor is responsible for identifying suitable turning places.  The 

Authority can specify alternative and/or additional PUDO points at no extra 
cost unless an additional daily journey in excess of three miles is required.  
The contractor must ensure that all pupils included in the route are 
conveyed to school in time for opening and collected at the end of the 
school day when dismissed. 

 
 If at any time a contractor is not in a position to fulfil the requirements of 

the contract, due to the number of pupils in the area exceeding the 
number of seats available or due to the unavailability of a suitable vehicle 
or driver or for any other reason, they must inform the Executive Manager 
Transport Planning immediately in order that new arrangements can be 
put in place. 

 
6.4 Vehicle operators 
 
 All passengers must be notified that seat belt wearing is compulsory.   
 
 The driver is responsible for ensuring that passengers aged 3 to 13 years 

wear a seat belt. 
 
 Passengers aged 14 years or over are responsible for wearing a seat belt 

where they are fitted. 
 
 Drivers of home to school transport bear much of the responsibility for the 

safety of pupils.  However, parents/carers remain responsible for the 
behaviour of their children and they should encourage their children to 
follow the instructions of the driver.  Failure to act responsibly will 
compromise pupils’ own safety and the safety of other pupils.  

 
 There is no statutory requirement for the Education Authority to provide 

supervisors on school transport.  
 
 
6.5 Additional Support Needs 
 
 Parents/carers of pupils with additional support needs are responsible for 

requesting transport arrangements to and from school.  The relevant 
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Policy and ASN Transport Request form are available on the Council 
website or can be requested from the Council’s Children’s Services 
Department.   

 Information on ASN transport can be found at this link to the Enquire 
website: 

 http://enquire.org.uk/20100622/wp-content/uploads/2010/11/transport-to-
school.pdf 

 
6.6 Parents 
 
 Parents/carers have a legal duty to provide for the education of their 

children, either by causing them to attend school regularly, or by other 
means.  Parents/carers have a right to expect that suitable arrangements 
for safe and reliable school transport will be made for their children.  
However, the ultimate responsibility for the safety and welfare of pupils 
rests with their parents/carers and it requires parents/carers working along 
with the Local Authority, schools, and transport operators to ensure that a 
high level of service is maintained. 

 
 Unless the route is considered unsafe, pupils may have to make their own 

way anything up to the maximum walking distance to access school 
transport.  Parents/carers are responsible for this part of the journey.  
Parents/carers are also responsible for the behaviour of their children 
whilst on the vehicle and when waiting at the pick-up point.  Persistent 
behaviour which is of concern can lead to a pupil being removed from 
school transport.  Parents/carers should be aware that the Local Authority 
must still provide the pupil with the means of getting to school, but this 
may not be in a way which is particularly convenient.  

 
6.7 Pupils 
  
 Pupils should adhere to the guidance as laid out in Appendix A. 
 
7 Review 
 
7.1 The Schools Management Team will arrange for a review of this policy in 

five years or when required by legislation or local circumstance. 
 
7.2 Performance of school transport will be monitored via the Development 

Services’ Transport Planning team, and reported on annually to the 
Schools Management Team.  This report will detail information on service 
costs and performance on the objectives of this policy.  This may then lead 
to recommendations regarding strategies, policies or procedures.   
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Appendix A:  Home to School Transport Guidance 
 
Listed below are key guidelines which drivers must follow to support the safe 
transport of pupils between home and school and/or on school trips/outings. 
 
 
Pupils 
 
School transport is provided to get pupils to and from school.  The behaviour of 
pupils between home and school, whether as a pedestrian or as a passenger in 
a vehicle, has a direct bearing on their safety.  Pupils should be given sound 
advice on what constitutes responsible and safe behaviour and they should be 
encouraged to develop their own road safety skills.  Pupils should be 
encouraged to adopt the following as a code of conduct in relation to their 
journey between home and school: 
 

• Make sure you leave home in plenty of time so that you do not have to 
rush. 

• Always walk on the pavement, where there is one. 
• If there is no pavement, always walk facing the oncoming traffic. 
• Always wear something bright to make you more visible in the dark or in 

bad weather. 
• If you are with younger children, set them a good example and let them 

walk on the inside so that they are furthest away from any traffic. 
• On narrow roads with no pavement, walk in single file. 
• Walk, don't run. 
• Act responsibly and don't be persuaded by others to act foolishly as this 

could compromise your own safety and the safety of others. 
• Stand back when the vehicle arrives. 
• Get on and off the vehicle one at a time and do not push or shove. 
• Sit still on the vehicle and fasten the seat belt. 
• Do not open or play with emergency doors or windows. 
• Always obey the instructions of the driver. 
• Treat other people with respect. 
• When you get off the vehicle do not cross the road until the vehicle has 

moved off and you can see clearly in both directions. 
• Between the vehicle and the school entrance keep your eyes open for 

other vehicles near the drop-off point. 
• If you have left anything on the vehicle do not run after it but tell your 

teacher or playground supervisor as soon as possible. 
 
 
Parents/Carers 
 

• Young children should be accompanied by an adult while walking. 
• Young children should be met at the bus stop. 
• Ensure that your child takes the safest route. 
• Walk the route with your child at least once and talk about the hazards. 
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• Children must be suitably dressed for the weather and should always 
wear something bright, preferably with reflective and fluorescent strips or 
panels. 

• Make sure children leave home in plenty of time so that they do not have 
to rush. 

• Children need to be at the designated pick-up point before the scheduled 
departure time of their transport. Transport operators cannot wait for 
latecomers. 

• Teach your children about road safety. 
• Passengers aged 14 years or over are responsible for wearing a seatbelt 

where they are fitted. 
• Remind your children that playing about at pick-up points or on the 

vehicle can result in accidents or injuries.  Extreme or persistent 
misbehaviour may lead to the withdrawal of school transport from the 
pupils responsible. 

• Ensure children do as the driver says and not to misbehave.  Parents / 
carers can be held responsible for any vandalism caused by their 
children. 

• When they return from school, if the vehicle stops on the opposite side of 
the road, cross over to meet your child do not expect them to cross the 
road to meet you. 

• If parents/carers are concerned about the behaviour of pupils on school 
transport they should contact the Head Teacher.  

• If the service is unreliable, or parents/carers are concerned about the 
vehicles being used or the attitude of the driver, they should contact the 
Quality Improvement Officer for the school, preferably in writing.  It is 
important that complaints are notified promptly.  It becomes difficult to 
take effective action or identify who was at fault if the complaint is made 
long after the incident occurred. 

• All behavioural issues which are of concern to the driver must be dealt 
with. Concerns over the conduct of pupils must not be ignored as this 
only encourages situations / patterns to develop and escalate.  If it 
becomes apparent that a particular pupil cannot continue to be allowed 
to travel on school transport, the Head Teacher must inform Children’s 
Services immediately by contacting the relevant Quality Improvement 
Officer.  As the Local Authority is required by law to provide school 
transport, an appropriate way forward must be found.  In achieving this, 
the Quality Improvement Officer should work together with relevant 
school staff, the pupil, their parents/carers and Executive Manager – 
Transport Planning where necessary to find an appropriate way forward. 
Some possible solutions may be: 
 Provision of bus fares to facilitate the use of public transport. 
 Return to school transport on the same or a suitable alternative 

route with agreed conditions. 
 Provision of bus fares with parents/carers transporting their 

children. 
• Report any discipline or behaviour concerns to the Head Teacher of the 

relevant school.  This should be done even if the driver feels they have 
dealt with a particular issue effectively. 
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• Be aware that the safety and welfare of all pupils on the vehicle is of 
paramount importance and a considerable degree of responsibility rests 
with the driver on each journey. 

• Understand their responsibilities as defined in the Shetland Islands 
Council School Transport Policy. 
 

 
Drivers 
 

• Do not drive a vehicle which you are not suitably licensed or insured to 
drive. 

• Do not drive a vehicle you suspect of being unroadworthy or in 
contravention of relevant regulations or legislation. 

• Follow the scheduled route and use pick-up and set down points 
designated by the contractor or agreed by the authority. 

• Approach each stop slowly and carefully and keep doors closed until the 
vehicle has stopped. 

• If applicable, check pupil bus passes.  Pupils who do not have a pass 
should not be refused transport but it should be reported to the relevant 
Head Teacher. 

• Do not drive off until all pupils are seated, the doors are closed and you 
have checked that no pupils are in the vicinity of the vehicle. 

• Remind pupils to fasten their seat belts before driving off. 
• Know who to contact in the event of an emergency, such as a 

breakdown, an accident, adverse weather conditions, an unforeseen 
delay or other hazard. 

• Never eject a pupil from the vehicle under any circumstances.  Report 
any discipline or behaviour concerns to the head teacher of the relevant 
school.  This should be done even if the driver feels they have dealt with 
a particular issue effectively. In the event of extreme or persistent 
misbehaviour the authority reserves the right to suspend school 
transport provision for the pupils responsible.  Transport arrangements 
will then become the responsibility of their parents/carers.  

• Understand their responsibilities as defined in the Shetland Islands 
Council School Transport Policy. 

 
 

Schools 
 

• All behaviour issues which are of concern to the driver must be dealt 
with. Concerns over the conduct of pupils must not be ignored as this 
only encourages situations / patterns to develop and escalate.  If it 
becomes apparent that a particular pupil cannot continue to be allowed 
to travel on school transport, the Head Teacher must inform Children’s 
Services immediately by contacting the relevant Quality Improvement 
Officer.  As the Local Authority is required by law to provide school 
transport, an appropriate way forward must be found.  In achieving this, 
the Quality Improvement Officer should work together with relevant 
school staff, the pupil, their parents/carers and the Executive Manager - 
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Transport Planning where necessary to find an appropriate way forward. 
Some possible solutions may be: 

o Provision of bus fares to facilitate the use of public transport. 
o Return to school transport on the same or a suitable alternative 

route with agreed conditions. 
o Provision of bus fares with parents/carers transporting their 

children. 
• Be aware that the safety and welfare of all pupils on the vehicle is of 

paramount importance and a considerable degree of responsibility rests 
with the driver on each journey. 

• Understand their responsibilities as defined in the Shetland Islands 
Council School Transport Policy. 
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