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Staff
Includes drivers and escorts whether paid or working in 	
a voluntary capacity

Children 
Includes children and young people under the age of 18

Underpinning Principles

Staff should:
•	 Be aware that the welfare of the child is paramount 

(Children Act 1989)

•	 Understand their responsibilities to safeguard and 
protect children and young people

•	 Be responsible for their own actions and behaviour, 	
and avoid any conduct which would lead any 
reasonable person to question their motivation and 
intentions

•	 Work and be seen to work in an open and 	
transparent way

•	 Be aware that breaches of the law and guidelines 	
could result in criminal, contractual or disciplinary 
action being taken against them

•	 Report concerns or take advice immediately from their 
line manager or other senior manager over any incident 
which may give rise to concern not just to themselves 
but also to others. Some incidents that staff consider 
either unimportant or that they have dealt with will 
need to be reported – see the examples given later in 
this guidance 

•	 For SEN passenger transport keep a written log of any 
such concerns that have been raised together with any 
decisions made and agreed actions (the log will also 
record any special procedures for that contract and 
must be kept away from public view) – For mainstream 
home to school transport complete an incident report 
form for your manager. 



Safe Working Practices:
•	 Staff must report concerns they have about other 

peoples behaviour to their line manager

•	 Staff must avoid discussing any incidents with third 
parties – but must explain with sensitivity that they 
have to follow proper procedure 

•	 Staff should be careful not to misuse their power and 
influence over children

•	 Staff should be professional at all times including their 
dress, use of language and tone

•	 Staff should not give gifts to children except where 	
this is agreed with and administered through schools 	
or parents

•	 Physical intervention should never be used 
inappropriately and should always be recorded and 
reported

•	 Physical contact should be minimal and appropriate 	
to the health and safety of the child

•	 Intimate care and first aid should only be administered 
according to approved procedures

•	 Staff should not engage in personal e-mail, telephone 
or text contact with children

•	 There should be no photography of children – 	
any CCTV systems on vehicles are subject to strict 
monitoring arrangements

•	 Staff should guard against any child forming an 
infatuation with them and report any such concerns 	
to their manager

•	 Communication with pupils should never be sexually 
suggestive. Staff should never engage in any sexual 
relationship with children in or out of a school 	
transport environment.


