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D02b  

Escort and transport procedure for managers 
This document is provided to Crossroads Care Hertfordshire North (now referred to as ‘the 
organisation’) as a Network Partner of Carers Trust. 
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1.0 SCOPE 
1.1 See policy D02a for details. 
 
1.2 In this procedure: 

 ‘person with care needs’ refers to adults, children and young people receiving care and 
support 

 ‘service user’ includes parents and carers as well as people with care needs 

 ‘staff’ includes volunteers. 
 
1.3 Additional information relevant to this document is provided by the organisation’s insurance 
brokers. See Guidelines on use of motor vehicles (AT04a) for details. 

http://www.xrds.org.uk/dsweb/View/Collection-2607
http://www.xrds.org.uk/dsweb/View/Collection-1948
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2.0 RESPONSIBILITIES OF MANAGERS 
2.1 Managers are required to have safe and effective systems in place to ensure staff work 
according to the escort and transport policy, procedure, guidance for staff and guidance for 
volunteers when planning and providing social outings for people with care needs. 
 
3.0 PERMITTED VEHICLES 
3.1 A care planner / assessor may authorise staff to transport a person with care needs in: 

 the staff member’s own vehicle 

 a vehicle belonging to a service user, family member or other 

 a vehicle belonging to the organisation 

 a hire vehicle. 
Such authorisation is subject to the provisions outlined in 7.0 below. 
 
3.2 Managers will ensure staff are given an appropriate induction into the use of any vehicle 
with which they are not familiar before they begin transporting passengers in it. 
 
4.0 RISK ASSESSMENT FOR SOCIAL OUTINGS INVOLVING VEHICLES DRIVEN BY STAFF 
4.1 The care planner / assessor will use the information set out in 5.0 – 10.0 below to assess 
the risk of staff carrying people with care needs as passengers on social outings, before 
agreeing the service. See also model risk assessment for social outings FT09. 
 
4.2 On completion of the risk assessment and taking into account identified risk control 
measures, the care planner / assessor will detail in the person’s care and support plan precisely 
what staff are authorised to do, including checks they are required to make prior to driving. 
 
4.3 The main points to consider in the risk assessment are: 

 passengers (5.0 below) 

 drivers (6.0 below) 

 vehicles (7.0 below) 

 driving conditions (8.0 below) 

 action in event of an emergency (9.0 below) 

 where appropriate, transporting oxygen (10.0 below) 
 
4.4 Risk assessments, along with care and support plans will be reviewed, updated and, where 
necessary, amended annually or when there is a significant change in needs or circumstances, 
whichever is sooner, to ensure they remain valid.  
 
5.0 PASSENGERS 
5.1 The care planner / assessor will discuss with the person with care needs (as appropriate) 
and / or their parent / carer, any social outings they wish to participate in as part of their desired 
care and support package. This may occasionally include a request that the person’s parent / 
carer accompany them on proposed trips out.  
 
5.2 The risk assessment will consider specific health or care and support needs, medication 
requirements and behaviour management issues in relation to the person with care needs as 
well as the risk of actual or alleged abuse. See the following risk assessment forms: 

 general risk assessment (FT02) 

 safe handling (FT03) 

 behaviour management (FT04). 

http://www.xrds.org.uk/dsweb/View/Collection-667
http://www.xrds.org.uk/dsweb/View/Collection-1953
http://www.xrds.org.uk/dsweb/View/Collection-1954
http://www.xrds.org.uk/dsweb/View/Collection-1955
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See also: 

 medication procedures (B02b, C03b) regarding taking medication outside the home 

 resuscitation procedures (B03b, C04b) regarding trips outside the home for a person with 
a Do Not Attempt Cardiopulmonary Resuscitation Decision in place. 
 

5.3 If a parent / carer has asked to accompany the person with care needs on a social outing 
(see 5.1 above), the care planner / assessor will need to take into account any support the 
additional person may need or demands they may make, before agreeing to their request. 
 
5.4 Using the above assessments, the care planner / assessor will consider the number of staff 
needed to facilitate a proposed social outing, considering, for example, the identified care needs 
of the person concerned during a journey or the likelihood of them displaying behaviour that 
could interfere with the safe operation of the vehicle. Where more than one member of staff is 
required to safely deliver the service, the trip will only proceed if the requirement can be met.  
 
5.5 All passengers must wear the appropriate safety restraint / seat belt when travelling and the 
risk assessment needs to identify whether they will agree / are able to do so or whether they will 
need to be reminded / assisted.  

 Managers will inform staff that if anyone refuses / is unable to wear the appropriate safety 
restraint / seat belt, they must not proceed with the journey. 

 All necessary instruction relating to the wearing of safety restraints / seat belts will be 
documented in the person’s care and support plan. 

See Appendix 1 for details of the law relating to safety restraints / seat belts. 
 
5.6 If the person with care needs is a blue badge holder, their badge may be used in 
accordance with the rules of the blue badge scheme in their area. Managers will ensure that 
staff driving the vehicle are aware of the blue badge rules, where it allows them to park, in what 
circumstances and for how long and details will be documented in the care and support plan. 
 
5.7 Leaving person with care needs unattended in a vehicle 
5.7.1 Adults aged 18 or over 

 Managers will ensure staff are aware that they are not permitted to leave a person with 
care needs unattended in a vehicle without prior written permission. 

 Only in exceptional circumstances will a care planner / assessor, after carrying out an 
individual risk assessment, permit staff to leave an adult unattended in a vehicle for a 
short period (for instance when collecting a number of people to attend an activity such 
as a day or lunch club).  

 All such decisions will be fully recorded in the person’s care and support plan, monitored 
and routinely reviewed. 
 

5.7.2 Child or young person aged 17 or under 

 Managers need to ensure staff are aware that they must never leave a child or young 
person alone or unattended in a vehicle. 

 
5.8 Consent 
5.8.1 Where possible, written consent for trips out needs to be obtained from the person with 
care needs. Where the person is not able (for example, because of their age or cognitive ability) 
to make decisions about / give consent to proposed social outings, the care planner / assessor 
will assess whether such an activity is in their best interests, in consultation with their parent / 

http://www.xrds.org.uk/dsweb/View/Collection-1867
http://www.xrds.org.uk/dsweb/View/Collection-1870
http://www.xrds.org.uk/dsweb/View/Collection-1868
http://www.xrds.org.uk/dsweb/View/Collection-1871
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carer / person lawfully acting on their behalf and other professionals as appropriate and will 
record that they have done so. See autonomy and independence policy (D04) for further details. 
 
6.0 DRIVERS 
6.1 Care planners / assessors need to have confidence that drivers are competent and capable 
of fulfilling their escorting / transporting duties in a way that is safe for themselves and others.  
6.2 The care planner / assessor needs to: 

 establish that the staff member is medically fit to drive a vehicle 

 assess any other relevant issues that may compromise their ability to drive safely or to 
carry people with care needs as passengers. 
  

6.3 Driving licence and experience 
6.3.1 Managers will ensure that: 

 staff carrying service users as passengers have a full, valid driving licence  

 the licence is suitable for the type of vehicle the staff member has agreed to drive, as 
requirements may vary according to its size (for example, a minibus) 

 there is a system in place to routinely (for example annually) check that staff driving 
licences remain valid.  

 
6.3.2 Staff will normally be required to have held their driving licence for a year before being 
allowed to carry service users as passengers.  However, that period can be reduced subject to 
a suitable risk assessment (which will need to cover the demands being placed on the driver 
and their account of the experience they have had to cope with those demands). For example, it 
may be inappropriate to ask a novice driver to drive through a new area while transporting a 
person who has unpredictable behaviours.  
 
6.3.3 If the care planner / assessor identifies the need for any unusual, specific driving 
experiences or skills on a particular social outing (for example, being required to drive through 
very narrow but busy urban streets), it may be appropriate to arrange for staff concerned to 
have one or more ‘dry runs’ prior to providing the service. 
 
6.4 Insurance cover 
6.4.1 Managers need to check (for example annually) that staff are named as authorised drivers 
and insured for business use on their insurance policy. It is recommended as good practice that 
insurers are made aware of the nature of that business (such as ‘health and social care’), for 
example: 

 by using / adapting the specimen letters available at AT04b 

 via email  

 verbally by the person arranging the cover. 
 

6.4.2 If the insurance policy is on an 'any driver' basis, the driver must meet any restrictions (for 
example, age, points on licence) specified on that policy. 
 
6.4.3 Staff need to be aware that in the event of an accident / incident, any resulting insurance 
claim is covered by their own business use insurance and NOT by the organisation’s insurance. 
 
6.5 Points on driving licence 
6.5.1 Drivers are only permitted to drive vehicles carrying service users if they have no more 
than 6 points on their licence. 
 

http://www.xrds.org.uk/dsweb/View/Collection-885
http://www.xrds.org.uk/dsweb/View/Collection-1948
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6.5.2 Where local health or social services policies have a lower point threshold in place, the 
organisation will comply with the local policy. 
 
6.5.3 When agreeing to staff driving a vehicle other than the staff member’s own, the care 
planner / assessor will establish the specific requirements of the insurance cover for the vehicle 
to be driven, with particular reference to any age restrictions and points on licence. 
 
6.5.4 Managers will ensure there is an effective system in place to monitor the number of points 
on the licences of staff members involved in transporting service users. 
 
7.0 VEHICLES 
7.1 Tax and MOT 
7.1.1 Managers are required to have systems in place to routinely (for example annually) verify 
that any vehicle used by staff to transport service users is taxed and has a current MOT 
certificate (unless the vehicle is under three years old). 

 A vehicle’s tax and MOT status can be accessed free of charge by logging on to gov.uk, 
typing in ‘check car tax’ and the vehicle’s registration number. It is good practice to inform 
staff if this facility is to be used. 

 
7.2 Visual checks 
7.2.1 All road users must comply with the Highway Code, which includes requirements for 
vehicle checks. These are particularly important for staff carrying service users as passengers 
or driving / travelling in someone else’s car, as an unsafe vehicle could put themselves and 
others at risk. For details, visit https://www.gov.uk/vehicle-maintenance-safety-security    
 
7.2.2 The care planner / assessor will advise staff to conduct a visual inspection of any vehicle 
they are driving / travelling in as a passenger to identify any obvious cause for concern 
regarding its roadworthiness.  

 Details of the type of check to be carried out are provided in the guidance for staff (D02c) 
and guidance for volunteers (D02d) – Appendix 2.  

 Staff will not continue their journey if they have doubts about the roadworthiness of the 
vehicle or have concerns once it is started or in motion. 

 Such situations will be reported to the care planner / person on call, who will ensure the 
necessary action is taken to prevent a recurrence and that the incident is fully recorded. 

 
7.2.3 In addition, care planners / assessors will ensure staff are aware of the need to check the 
vehicle they are driving for any internal, accessible hazards prior to escorting / transporting a 
person with care needs in it. These could include: 

 medication 

 sharp implements 

 plastic bags. 
Any such hazards need to be removed from the vehicle or stored securely in it so that they do 
not pose a risk when travelling. 
 
8.0 DRIVING CONDITIONS 
8.1 Managers need to ensure staff are adequately prepared for the conditions in which they are 
likely to be driving. 
8.2 If weather conditions are bad / there is a national weather warning in place, only essential 
driving activities will be carried out. Managers need to ensure: 

 extra time is allowed where necessary for driving conditions 

https://www.gov.uk/
https://www.gov.uk/vehicle-maintenance-safety-security
https://m.bbc.co.uk/weather/warnings
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 different routes are considered, as appropriate  

 staff are instructed not put themselves or others at risk.  
  

8.3 It is recommended that managers develop local protocols for dealing with adverse weather 
conditions, in conjunction with local authorities and other relevant agencies in their area, 
including, where appropriate, a joint assessment of work activities to be classed as essential. 
8.4 Weather conditions requiring special attention include: 

 snow / ice (staff will carry charged mobile phones, functioning personal alarms and, 
depending on local terrain, flash lights, blankets, hot drinks, shovels may be advised) 

 fog 

 very hot weather (staff will be advised to carry a supply of liquids to avoid dehydration) 

 heavy rain 

 high winds. 
 

8.5 For further useful information, see: 

 Public Health England - Cold Weather Plan 

 Public Health, Wales - Cold Weather Advice.  
 
9.0 IN EVENT OF EMERGENCY 
9.1 Managers will inform staff that in an emergency requiring them to transport a person with 
care needs when the details are not included in their care and support plan, they must inform 
their line manager / person on call as soon as possible, follow their advice and make a record of 
the incident. 
 
9.2 When assessing social outings for a particular person with care needs, the care planner / 
assessor needs to consider suitable plans for rescue and transport in the event of vehicle 
breakdown and / or a road traffic accident (RTA). 
 
9.3 Details of the general action staff are required to take if they are involved in an RTA are 
provided in the accompanying guidance for staff and guidance for volunteers. 
 
9.4 In some instances the staff member concerned will be required to report the incident to the 
police within 24 hours of it occurring. Visit your local constabulary website for details. 
 
10.0 TRANSPORTING OXYGEN 
10.1 The transportation / use of oxygen in vehicles is to be avoided unless absolutely 
necessary, in which case it will be classified as a specialised task.  For details of the specialised 
task protocol to be followed, see the personal care procedure (adults - B01b, children - C02b)  

 
10.2 When it is necessary to transport / use oxygen in a vehicle, managers will ensure that: 

 the insurance company insuring the vehicle has been informed 

 the driver of the vehicle is aware of the potential hazards  

 the driver is provided with written instructions detailing the actions required in event of an 
accident or emergency as set out in the accompanying guidance 

 in the event of an incident, the oxygen supplier is informed as soon as possible so that 
damaged cylinders can be replaced.  

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/748492/the_cold_weather_plan_for_england_2018.pdf
http://www.wales.nhs.uk/sitesplus/888/page/94622
http://www.xrds.org.uk/dsweb/View/Collection-1866
http://www.xrds.org.uk/dsweb/View/Collection-1869


Carers Trust  Escort and transport procedure 
 

 
© Carers Trust 2019 
 
 

7 of 11 

10.3 Managers will also ensure staff are aware of and adhere to the necessary safety 
requirements when transporting oxygen in the vehicle they are driving, as set out in the 
guidance for staff (D02c) and guidance for volunteers (D02d) – Appendix 3. 

 
10.4 For further information, please see the British Compressed Gases Association guidance. 
 
11.0 CHARGES MADE WHEN USING STAFF VEHICLES FOR SOCIAL OUTINGS 
11.1 Department for Transport guidance makes it clear that vehicles used by staff to take 
service users on social outings are not classified as Private Hire Vehicles (PHV) and do not 
require a minicab licence because: 

 carrying passengers is an ancillary part of the service 

 the driver will have wider duties than those associated with driving 

 the driver is likely to have been vetted for wider work. 
 

11.2 The organisation needs to ensure service users are not charged a fare that will generate a 
profit for trips out or journeys taken. Any charge made will cover only the expenses incurred as 
a result of the journey. It is important to ensure that no commercial benefit is gained and that 
HM Revenue and Customs (HMRC) allowances are not exceeded.  
 
12.0 STAFF TRAVELLING AS PASSENGERS IN SERVICE USERS’ VEHICLES 
12.1 In exceptional circumstances the care planner / assessor may authorise a staff member to 
travel as a passenger in a vehicle driven by a service user. Prior to giving this authorisation, the 
care planner / assessor will need to risk assess the following: 

 the roadworthiness of the vehicle to be driven, including current MOT, road tax and 
insurance cover 

 the suitability of the proposed driver, including current driving licence, points on licence, 
driving history and medical fitness to drive as appropriate. 
 

12.2 Staff required to travel as passengers in vehicles driven by service users will be instructed, 
prior to the commencement of the journey to:  

 carry out a visual check of the vehicle (see Appendix 2) 

 assess the person’s fitness to drive (namely their presentation and apparent state of 
health on the day) 

 decline to travel if they are concerned about the roadworthiness of the vehicle or the 
service user’s ability to drive safely and inform their line manager / the person on call.  

 
13.0 PUBLIC TRANSPORT 
13.1 Where there is a request to take a person with care needs on social outings using public 
transport, the care planner / assessor will assess the person’s requirements in discussion with 
them and / or their carer as appropriate, as detailed at 5.2 and 5.3 above. 
 
13.2 The care planner / assessor will also need to consider: 

 accessibility of train station / coach station 

 accessibility of the bus / coach / train / taxi regarding mobility assistance needs, including 
wheelchair access 

 availability of accessible toilets 

 if appropriate, whether assistance dogs are permitted 

 transportation of equipment (for example, oxygen - see 10.0 above and Appendix 3) 

http://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=2&cad=rja&uact=8&ved=0CCQQFjABahUKEwj27tnA07nHAhVH1BoKHRp7D8w&url=http%3A%2F%2Fwww.bcga.co.uk%2Fpages%2Fdownload_document.cfm%3Fdocument_name%3DL13.pdf&ei=MtPWVfaNA8eoa5r2veAM&usg=AFQjCNG6Kng0y8bDgKtpw--lMmpCU9WwoQ
https://www.gov.uk/government/publications/private-hire-vehicle-licensing-guidance-note
https://www.gov.uk/government/organisations/hm-revenue-customs
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 action in the event of an emergency (for example, arrangements to return in the event 
that it was not possible to use public transport or in the event that the person needed to 
return home immediately). 
 

14.0 LEARNING AND DEVELOPMENT  
14.1 General learning and development requirements relating to the escort and transport policy, 
procedure and guidance for staff are contained in the learning and development policy 
documents (E13). 
 
14.2 Staff will be provided with necessary training in the use of any equipment required when 
escorting or transporting people with care needs and the training will be updated annually. See 
mobility assistance procedure (F02) for further details. 
 
14.3 Managers are responsible for assessing the roles undertaken by volunteers within their 
organisation, and the level of briefing / induction / training those volunteers require in relation to 
the escort and transport guidance for volunteers. 
 
 

15.0 ACCEPTANCE 
15.1 Managers, care planners / assessors and staff involved in the implementation of this 
procedure are required to evidence that they have received, read and understood its contents. 
Evidence required: 

 title and reference number of document 

 name and signature of staff member 
job title 

 date.  
 

15.2 Responsibility for following this procedure rests with the individual staff member. Failure to 
do so may result in disciplinary proceedings. 
 
 
  

http://www.xrds.org.uk/dsweb/View/Collection-2090
http://www.xrds.org.uk/dsweb/View/Collection-2619
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APPENDIX 1 
THE LAW ON SEAT BELTS AND CHILD CAR SEATS 
 
It is the driver's legal responsibility to ensure that children under the age of 14 years use the 
correct child restraint / car seats. 
 
CHILDREN UNDER 3 YEARS OLD  
In front seat 

 Children MUST use the correct child restraint. 

 It is illegal to carry a child in a rear-facing child seat in the front of a vehicle if there is an 
active front passenger airbag. The airbag must be de-activated or the rear-facing child 
seat placed in the rear of the vehicle. 

 
In rear seat  

 Children MUST use the correct child restraint. 
 
Exception 

 In a licensed taxi or licensed hire car, if a child car seat is not available then the child may 
travel unrestrained in the rear.  

 This is the only exception for children under 3 and has been introduced for practical 
rather than safety reasons.  

 You should always think about ways to make sure that a child seat is available. 
 

CHILDREN AGED 3 YEARS AND ABOVE, UNTIL 12 YEARS OLD OR OVER 1.35 METRES   
In front seat 

 Children MUST use the correct child restraint. 
 
In rear seat 

 Children MUST use the correct restraint, where seat belts are fitted. 
 

Exceptions 
There are four exceptions where a child may travel in a seat belt rather than a child seat, if a 
child seat is not available. These are if the child is travelling:  

 in the rear seat of a licensed taxi or private hire vehicle 

 a short distance and the journey is necessary and unexpected 

 where there are two occupied child restraints in the rear preventing fitment of a third 

 In a vehicle that does not have seat belts fitted (only applies to vehicles originally 
made without seat belts). 

 
CHILDREN OVER 1.35 METRES TALL OR WHO ARE 12 OR 13 YEARS OLD  
In front seat  

 The adult seat belt MUST be worn if available. 
 
In rear seat 

 The adult seat belt MUST be worn if available. 
 

 
 
 
 

https://www.childcarseats.org.uk/types-of-seat/
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CHILDREN OVER 14 YEARS OLD 
In front seat  

 The adult seat belt MUST be worn if available. 
 

In rear seat 

 The adult seat belt MUST be worn if available. 
 
It is the responsibility of the individual passenger to ensure that they are wearing the seat belt.  
Where the child is over 14 but lacks understanding and behavioural matters indicate there may 
be problems with the wearing of the seat belt, this must be taken into consideration during risk 
assessment. 
 
SUMMARY OF THE SEAT BELT LAWS FOR CARS, TAXIS AND PRIVATE HIRE CARS 

 Front seat Rear seat Who is 
responsible? 

Driver Seat belt MUST be 
worn if available 

 Driver 

Child under 
3yrs 

Correct child 
restraint MUST be 
used. 

Correct child restraint MUST be used 
 
If one is not available in a licensed 
taxi or private hire vehicle, the child 
may travel unrestrained in rear 
  

Driver 

Children aged 
3 and above, 
until they 
reach EITHER 
their 12th 
birthday OR 
1.35 metres in 
height 

Correct child 
restraint MUST be 
used 

Where seat belts fitted, correct child 
restraint MUST be used 
 
MUST use adult belt if the correct 
child restraint is not available in four 
scenarios: 

 in a in a licensed taxi or private 
hire vehicle  

 for a short distance for reason 
of unexpected necessity 

 two occupied child restraints 
prevent fitment of a third 

 if seat belts are not available 
(applies where care 
manufactured without seat 
belts) 
 

Driver 

Child over 1.35 
metres, or 12 
to 13 years old 

Seat belt MUST be 
worn if available 

Seat belt MUST be worn if available Driver 

Adult 
passengers 
(aged 14 years 
and over) 

Seat belt MUST be 
worn if available 

 

Seat belt MUST be worn if available Passenger 

 
For further information, visit Child car seats: the law 

https://www.gov.uk/child-car-seats-the-rules
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OTHER VEHICLES (VANS, BUSES, COACHES, MINIBUSES AND GOODS VEHICLES) 
The law requires children (and adults) travelling in the front of all other vehicles, including vans, 
buses, coaches, minibuses and goods vehicles to use an appropriate child restraint or adult 
seat belt.  
 
Passengers sitting in the rear of minibuses that have an unladen weight of 2,540 kg or less 
must wear the seat belts provided. It is the driver’s responsibility to ensure that: 

 children under 3 years of age use an appropriate child restraint if available 

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

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

 
Passengers over the age of 14 years in smaller minibuses are legally responsible for wearing a 
seat belt themselves. 
 
Passengers over the age of 14 MUST wear seat belts in the rear of larger minibuses (over 
2,540 kg unladen weight).  
 
Passengers over the age of 14 MUST wear seat belts in the rear of coaches. 


