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1. INTRODUCTION
1.1 This service specification outlines the requirements of PCV & Community Transport Vehicles for
East Riding of Yorkshire Council Transportation Services Contracts and needs to be read in
conjunction with the Service Schedule, which details the Vehicle, the route and journey times
necessary and the General Terms and Conditions of Contract for the Provision of Passenger
Transport Services to the East Riding of Yorkshire Council using Passenger Carrying Vehicles (PCV)
and Community Transport Vehicles.

2.

THE SERVICE

2.1 The Service is for the provision of Passenger Carrying Vehicle transport for registered local bus
services and non-registered local bus services.
2.2 The Contract Operator hereby acknowledges that, whilst undertaking these Services, they will be
transporting Passengers who may have special needs and as such, a duty of care is owed by the
Contract Operator to the Passenger. The Contract Operator undertakes to use the utmost care
and skill whilst performing the Services and to install all such equipment in the Vehicle that the
Council may deem necessary for the provision of the Services.

3. ROUTE AND TIMES
3.1 In respect of each Service which the Contract Operator is to provide under the Contract, the
Vehicle must make the necessary journey to and from the Establishment as requested by the
Council’s Supervising Officer. No changes to this will be made unless instructed by the Council’s
Supervising Officer.
3.2 All Passengers conveyed should reach the School/College or other Establishment no later than
ten (10) minutes and no earlier than twenty (20) minutes before the start time of that
School/College or other Establishment, unless otherwise instructed by the Council’s Supervising
Officer. Details of the School/College/Establishment opening times will be notified in Service
Schedules or by direct instruction provided by the Council’s Supervising Officer.
3.3 The Vehicle’s return journey must commence as instructed by the Service Schedule or as
directed by the Council’s Supervising Officer. Contract Operators must be at the
School/College/Establishment no later than ten (10) minutes and no earlier than twenty (20)
minutes before the end of the session. Details of the School/College/Establishment finishing
times will be provided to the Contract Operator.

4. THE CONTRACT OPERATOR
4.1 Contract Operators will provide to the Council evidence of:
a. Valid MOT certificates for all Vehicles;
b. Valid PCV Operators Licence discs for all Vehicles;
c. Details of any appearances before the Traffic Commissioner and/or any other legislative
body which you have been told to attend/which are scheduled to occur;
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d. Motor Insurance covering all Vehicles to operate for hire and reward, which is valid on
the day the contract starts and subsequently for the entire duration of the contract;
e. Public Liability Insurance covering the operation of the business, with a minimum cover
value of £5 million, which is valid on the day the contract starts and subsequently for the
entire duration of the contract.
In addition, you must also:
f. Register a name with the Council and use it in all dealings with us. We will refuse to pay
invoices which are submitted under a different name to that registered with us;
g. Answer all queries/questions/requests for information from the Council within five (5)
working days;
h. Have a Health and Safety Policy which is assessed as being acceptable to the Council;
i.

Ensure that up to date contact details (land line, mobile number, address, e-mail address
are provided to the Council;

j.

(where you employ 5 or more staff) Hold Employers Liability insurance covering the
operation of the business, with a cover minimum value of £10million which is valid on the
day the contract starts and subsequently for the entire duration of the contract;

k. Seek the prior approval of the Council for any change in the status or make up of your
business. Contracts will not automatically follow to the new or newly named business.
4.2 Any changes to the information as requested in section four (4) must be provided to the Council
at the earliest opportunity, and no more than five (5) working days of the date of the change.
4.3 At all times, Contract Operators must deal with all Passengers, East Riding of Yorkshire Council
staff and other members of the public in a professional and appropriate manner.

5. COMPLIANCE WITH LEGISLATION FOR SPECIFIC VEHICLES
5.1 The Contract Operator will ensure that all vehicles used in the performance of the Contract are
licensed in all respects, insured, equipped and maintained in a thoroughly safe and roadworthy
condition in accordance with all applicable legislation.
5.2 When using a Vehicle constructed or adapted to carry eight (8) Passengers or fewer, the Contract
Operator must ensure that each Vehicle used on the Contract is licensed by a Local Council for
hackney/private hire use.
5.3 When using a Vehicle constructed or adapted to carry nine (9) or more Passengers, the Contract
Operator will at all times during the Contract period, hold a valid Public Service Operator’s
Licence or Section 19 Community Bus Permit or Section 22 Community Bus Permit.
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6. ACCIDENTS/INCIDENTS/BREAKDOWN PROCEDURES
6.1 The Contract Operator will have in place procedures for dealing with accidents, incidents and
breakdowns. These procedures must be made available to all staff and the Contract Operator
must make all reasonable steps to ensure that staff comply with these procedures. These must:
a.

be clearly identifiable as a company procedure;

b.

include a requirement for drivers to understand and keep the procedure with them;

c.

offer safety advice on how, in the event of a breakdown/accident/incident, the driver
should keep him/herself and his/her passengers safe. On motorways, this will mean
ensuring that the Driver and all Passengers exit the vehicle and assemble behind the
barrier. On non-motorways, this will mean staying inside the vehicle;

d.

include telephone numbers/other means for your drivers to reach you and hours that
these numbers are available;

e.

outline how a replacement vehicle will be made available within 30 minutes of the
breakdown;

f.

stipulate who will ring the Council’s Supervising Officer (or 01482 393939 out of hours) to
inform us of a problem within ten (10) minutes of an incident/breakdown/accident;

g.

include a date on which it was issued to all staff.

6.2 Any changes to the information as requested in this section six (6) must be provided to the
Council at the earliest opportunity and no more than five (5) working days of the date of the
change.
6.3 It is important that all accidents/incidents that occur whilst Passengers/Pupils/Students are being
transported are reported and relevant actions taken. In the event of the Vehicle being involved
in an accident, care of the Passengers is paramount. The Contract Operator shall immediately
notify the Council (through Transportation Services) of any accident or incident (including any
undesirable behaviour) by Passengers or Passenger Assistants which involved the Vehicle or
Passenger(s) whilst engaged on or about the provision of the Service. Details of the process for
reporting accidents/incidents to the Council will be provided by the Council to successful
Contract Operators. Contract Operators should complete an Incident Form within one (1)
working day of the accident/incident as provided/directed by the Council. An Incident Form
template is provided at Appendix Three. In the case of school services you should report the
issue through Buswise.
6.4 It is also the Contract Operator’s responsibility to ensure that the School/College is contacted
immediately by telephone following a major accident or incident. This can be done by the Driver,
Passenger Assistant or the Contract Operator. Brief concise facts only are required at this stage.
6.5 You must inform the Council, firstly by phone (and then with a completed incident form):
a.

immediately of any accident, irrespective of whether or not anyone is injured;

b.

immediately of any incident involving death and/or bodily injury;
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c.

as soon as possible, but no more than one (1) working day of any other incident.

7. VEHICLE SPECIFICATION – ALL VEHICLES
7.1 Where a service operates as a local bus service then the vehicle used must comply with the
Public Service Vehicle Accessibility Regulations 2000 (PSVAR).
7.2 Contract Operators must supply details of all of the Vehicles which may be used to operate a
contract. This must be done when you submit a tender for a Contract.
7.3 Any changes to the information as requested above must be provided to the Council at the
earliest opportunity, and no more than five (5) working days after the date of the change.

8. VEHICLE SPECIFICATION – MINIBUSES
8.1 All seats shall be forward facing with seat belts.
8.2 All seats must have available all age group three point inertia reel lap and diagonal shoulder
height adjustable seat belts.
8.3 All seat belts and anchorages must comply with the technical and installation requirements of
the relevant legislation.
8.4 The floor area shall be covered with non-slip material with no gaps or edges.
8.5 The Vehicle shall, at all times, carry a fire extinguisher which complies in all aspects with the
specification British Standards Institution number BS EN 3. They must be carried in a special
transport bracket and be fitted in a suitable prominent safe position inside the Vehicle for ease
of use by the Driver and Passengers. Fire Extinguishers must, at all times, be fully charged and
ready for use.
8.6 The Vehicle shall, at all times, carry a first aid box which is kept full and stored in a prominent
labelled position on view to the Driver and Passengers.
8.7 All steps must be automatically illuminated when the relevant door is opened. Lamps shall be
fitted which can be manually operated to illuminate all gangways.
8.8 All gangways must be kept clear and luggage stowed in a safe and secure location so that it will
not represent a hazard to Passengers.
8.9 Emergency exits must not be locked during the operation of the Contract.
8.10 All minibuses which carry wheelchair Passengers shall be in accordance with the specification for
Minibuses 8.1 to 8.9 above, together with additional requirements below.
8.11 Wherever possible the floor tracking system in one Vehicle should be the product of a
compatible specification manufacturer. Tracking of different specification should not be mixed in
a single Vehicle.
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8.12 Removable Seats. Seats may be mounted on tracking fastened to the floor of the Vehicle using
appropriate seat fixings as approved by the Council. These seats can be removed or replaced as
necessary to allow space for one or more wheelchairs. Tracking must be correctly aligned and
spaced to allow easy removal of seats. Fastenings to the tracking must be to the specification of
the manufacture of the tracking.
8.13 Seat Occupant Safety Harness. Lap and all age group three point diagonal inertia reel belts or the
appropriate restraint must be secured to the Vehicle in accordance with the manufacturer’s
instructions and worn by each wheelchair Passenger. These items will engage into the same
floor tracking as the wheelchair restraints and all such equipment must be fully adjustable for the
safety and comfort of the wheelchair Passengers and must be quickly releasable in an
emergency.
8.14 Carriage of Passengers in Wheelchairs. Contract Operators must comply with the following when
transporting passengers in wheelchairs:
a.

A space adequate to accommodate the dimensions of a wheelchair must be available in
order that it may be manoeuvred from the gangway into position without catching
Passengers’ feet or chair wheels and provide a reasonable amount of space for the
Passengers during the journey in accordance with UK Codes of Practice.

b.

Passengers in wheelchairs must be restrained by an approved method in accordance with
the manufacturer’s instructions.

c.

Access/Egress of Vehicles - Folding or telescopic ramps must be available for those
Vehicles whose floor height allows a convenient gradient. This should be no higher than
520mm (20.4 inches). Ramps should be as long as possible to give to give the best
possible gradient. The gradient should not exceed 8%.

d.

Any Vehicle with a floor height greater than 520mm (20.4 inches) should be fitted with an
approved tail lift platform conforming to BS 6109 Part 2 Category A or B only or its
European equivalent.

e.

Removable Seats and Vacant Wheelchairs - Seats not properly attached to the Vehicle by
the manner in which they were designed must not be carried in the Vehicle. Unoccupied
wheelchairs, folded or otherwise, must be securely fastened to the body of the Vehicle by
means of straps or clamps designed for that purpose.

f.

Storage of Equipment and Luggage - Space must be provided for the safe storage of
luggage and restraint systems, which are not being used, in a location where they will not
obstruct gangways or exits. There must be no loose items in the Vehicle which represent
a hazard to Passengers.

8.15 All drivers must receive a copy of and understand the Safe Systems of Work – The
Loading/Unloading of Wheelchairs Transported in Minibuses (Appendix One).
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9. CHILD RESTRAINT SYSTEMS
9.1 Contract Operators must be familiar with the Law in respect of the use of Seat Belts and Child
Seats/Restraints. This particularly applies to changes brought about by The Motor Vehicle
(Wearing of Seat Belts by Children in Front Seats) (Amendment) Regulations 2006 and any
subsequent legislation.
9.2 If you do not have seats available that meet the Vehicle specification or comply with current
legislation, you must contact Transportation Services before the service commences.
9.3 Any special seat or harness that has been requested from and paid for by the Council must be
returned to the Council on demand.
9.4 The Council may inspect the seats and restraints used at any time and if necessary disallow their
use for Passengers.

10. TICKETING EQUIPMENT
10.1 Vehicles operating registered local bus services must, at all times, carry ticket issuing equipment
which, when a customer pays a fare or shows a pass, is capable of discharging a ticket and
recording the transaction. Where electronic or contactless payment is available on the vehicle
the ticket issuing equipment must be capable of recording the transaction and providing this
information to the Council as required in 10.3. Where a ticket is issued it must show:
a.

the fare paid;

b.

the date on which the ticket was issued;

c.

details of any fares issued for concessionary fare purposes.

10.2 You must have a procedure in place, so that in the event of ticket machine failure, the above
details can be recorded on an emergency ticket and an emergency ticket issued to all passengers.
10.3 In addition, you will be expected to be able to provide details of passengers carried, tickets
issued, passes accepted electronic or contactless payments on a journey by journey basis and be
able to submit this electronically upon request.
10.4 Drivers must make all reasonable efforts to ask customers to purchase a ticket and details of any
customer who refuses to pay must be provided to the Council. School children should not
normally be left at the roadside (unless you have been explicitly told otherwise, by us, in writing).
10.5 You must also provide written details of all fares taken, passengers carried and bus passes
accepted with all invoices. We will refuse to pay any invoices which are not supported by this
data.
10.6 The accuracy of the data which you supply will be tested (including requesting original
emergency tickets) and action taken if it is proved to be inaccurate.
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11. DRIVERS
11.1 It is the Contract Operator’s responsibility to ensure that all Drivers used in the performance of
the Contract are properly licensed in accordance with current United Kingdom legislation and
Council Regulations and hold a full current enhanced DBS certificate, issued within the last three
years and must subscribe to the on-line DBS Update Service and maintain their registration at all
times whilst carrying out the Services.
11.2 The Contract Operator must not, under any circumstances, allow any driver who is not on this
authorised list to drive on a contract, or employ a Driver for the operation of the Contract who
has any convictions involving violence or offences against children. The Contract Operator must
declare to the Council any criminal convictions/cautions/investigations which you or your drivers
are subject to, in accordance with the Safeguarding Guidance and Procedures. All information
will be considered in strictest confidence.
11.3 The Contract Operator will where possible, use the same Driver to deliver the Contract.
11.4 The Council reserves the right to require all Drivers involved in the transport of Passengers with
special needs to undertake training, arranged by the Council’s Supervising Officer.
11.5 The Contract Operator must ensure that all Drivers used in connection with the Contract shall:
a.

at all times be clean and respectable in their dress and person, present a professional
image and adhere to the following dress code:
Acceptable Standards of Dress
Tops
Clean tops including shirts, blouses or polo shirts
Shirts or blouses can be worn with a tie or open-necked
Trousers/Skirts
Clean trousers must be full length
It is recommended that Drivers do not wear short skirts for personal safety reasons
Footwear
Appropriate footwear which fits around the heel of the foot must be worn whilst driving
Unacceptable Standards of Dress
Football or Rugby shirts
Track suit tops and bottoms
Flip flops and shoes with a high heel

b.

not cause any inconvenience or cause any offence to any person or persons for whom the
service is being provided;

c.

not cause any inconvenience or cause any offence to any Officer or Officers of the
Council;
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d.

act in a courteous and helpful way to all Council Officers, Passengers and their parents
and carers and have an awareness of the various needs and problems that differing
physical and sensory disabilities can create;

e.

avoid inappropriate physical contact with the Passengers or Passenger Assistants;

f.

assist Passengers and Passenger Assistants where necessary;

g.

ensure that Passengers are seated comfortably and ask that seat belts are worn, in
accordance with existing legislation, before the Vehicle sets off;

h.

contact Transportation Services (or 01482 393939 out of hours) in circumstances where a
parent, guardian or other responsible adult is not available to collect or receive the
Passenger; and under no circumstances whatsoever leave any Passenger unattended;

i.

never give any presents whatsoever to the Passengers. Presents include sweets, food and
drink (except for water in an emergency);

j.

know how and be capable of using the fire extinguisher and components included in the
first aid kit;

k.

know how and be capable of dealing correctly with special equipment (i.e.
harnesses/special seats/booster cushions/wheelchairs) where Passengers have to use
them;

l.

be fully conversant with and capable of using any mechanical devices on the Vehicle to
assist access or egress for Passengers;

m.

provide a smoke free environment for Passengers and not smoke in the grounds of
establishments that Passengers are being transported to and from;

n.

not allow any Passenger or Passenger Assistant to smoke whilst in the Vehicle;

o.

not use or operate the Vehicle whilst under the influence of drugs or alcohol;

p.

not have inappropriate conversations with Passengers and Passenger Assistants;

q.

not use mobile phones or cameras for taking any photographs of Passengers and
Passenger Assistants.

r.

not allow Passengers to use their personal or company issued mobile phone for calls or to
access web based applications, except in the case of an emergency as detailed in
paragraph 15.3

11.6 At all times Drivers must not breach Passenger confidentiality; must not disclose information to
others nor seek inappropriate information from Passengers, parents or guardians. Where a
Driver has any concerns or problems in relation to Passengers or the Services, you have a duty to
report such concerns or problems to Transportation Services.
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11.7 The Contract Operator will ensure that all drivers have received and understood the Role of the
Driver and Passenger Assistant information provided at Appendix Two.

12. PASSENGERS
12.1 For registered local bus services drivers must make all reasonable efforts to transport any
passenger who wishes to travel on the contract.
12.2 For closed contracts at the start of your contract you will be provided with a loading list showing
exactly who you should carry and where you should carry them from/to. You must not carry
anyone else, or carry anyone to/from any other place.
12.3 Passengers must be conveyed direct to their destinations and not transferred to other Vehicles
on route, unless otherwise instructed by Council’s Supervising Officer.

13. PASSENGER ASSISTANTS
13.1 When Passenger Assistants employed by the Council are used on the Contract, you must ensure
that the Passenger Assistant is collected from the agreed location and returned to that location
after the journey. The Council will not pay you for taking Passenger Assistants to any location
other than that agreed.
13.2 Where Passenger Assistants are designated on a particular Route, you must always collect the
Passenger Assistant prior to picking up any Passengers.
13.3 All Drivers and Passenger Assistants will, if required, assist Passengers to enter and leave the
Vehicle, load wheelchairs and other mobility appliances and make secure all doors.

14. MEETINGS, TRAINING COURSES AND INITATIVES
14.1 You must:
a.

attend or send a substitute of sufficient seniority to all meetings as reasonably called by
East Riding of Yorkshire Council;

b.

ensure that all of your staff attend any training courses offered by East Riding of Yorkshire
Council;

c.

participate in all transport initiatives from East Riding of Yorkshire Council.

15. REPORTING PROCEDURES
15.1 The Contract Operator shall ensure that each Vehicle undertaking a route under the Contract is
carrying or has installed a mobile phone or two-way radio which is in good working order and
switched on throughout any journey carried out under the Contract.
15.2 Mobile phones or two-way radios must only be operated by the Contract Operator’s Driver
whilst the Vehicle is stationary.
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15.3 In the event of an emergency the Driver will allow the Passenger Assistant or Passenger to use a
mobile phone to call the emergency services.
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Appendix One

Safe Systems of Work
The Loading/Unloading of Wheelchairs Transported in Minibuses
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Appendix Two
The Role of the Driver and Passenger Assistant
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Appendix Three
Transportation Services Incident Form
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Transportation Services
Incident Form
Date of incident

Operator

Contract number

Driver’s name

Service number
Route

Approximate time of
incident
Approximate location
of incident

Details of incident
(please write legibly and where possible give names of people involved)

Driver’s signature
Date of report
Number of pages in report
To be returned to:
Transportation Services, 1st Floor, The Offices, Beverley Depot, Annie Reed Road, Beverley, HU17 0LF
Tel: 01482 393939
e-mail: passenger.services@eastriding.gov.uk
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