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1. Available Fleet and Purpose 

1.1 SUSU Vehicles 

SUSU has a total of 5 minibuses available for hire, all blue in colour with SUSU logo, and 

fitted with disabled ramps, Bluetooth, roof racks, and one fitted with a tachograph. They all 

have 15 seats, including the driver. 

All buses can be quickly changed to wheelchair-friendly mode with the loss of 4 seats. To go 

to this mode, advance notice must be given to the Transport Coordinator at SUSU, so that 

trained staff can facilitate the wheelchair-operating mode. 

The purpose of SUSU minibuses in twofold: 

1) To provide a nightly safety bus service during term time from 20:00, which will 

normally consist of one vehicle, but on special nights, this may include the whole 

fleet.  

2) To provide a cost-effective method of transport for student groups to use. This will 

include attendance at away BUCS fixtures, other competitions they are engaged in, 

recreational events, and social purposes, i.e. AU ball, Grad ball, Freshers’ welcome 

events etc.  

Minibuses are always allocated so that the safety bus requirement is met. 

1.2 External Hire Opportunities 

Minibuses may be hired from a number of self-drive companies in the Southampton area; 

however, there are a number of restrictions applicable that any driver must comply with 

before those companies will hire a vehicle to students:  

1) The driver must be on the SUSU approved driver list; 

2) The driver must have a SUSU-issued cover note; 

3) The driver must have a section 19 permit; 

4) The vehicle must have a maximum weight of 3.5 tonnes; 

5) The vehicle must have, regardless of weight, only 15 seats maximum. 

As 15-seater vehicles are now not that common, the following companies are known to 

have such vehicles available to hire: 

 SHB – Romsey; 

 Fareham Self Drive – Fareham; 

 Southern Self Drive – Portsmouth. 
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2. Prior to Hiring a Minibus 

2.1 Driving Regulations 

A minibus is a passenger-carrying vehicle with a capacity for 10-14 passengers, in addition to 

the driver. Vehicles with up to 8 passenger seats (in addition to the driver) are classified as a 

car (passenger-carrying vehicle, or PCV), and vehicles with 17 or more passenger seats are a 

bus or coach, which SUSU cannot insure. 

All drivers who wish to drive a minibus must undergo a driving assessment. This is 

conducted in one of the Students’ Union minibuses by a suitably trained assessor. All 

necessary training will be provided and assessments will typically be conducted individually. 

You will begin with a quick theory portion, and then have around 25 minutes of driving time 

on one of the pre-designated test routes. Please contact the transport coordinator for 

further information.  

To drive a minibus, you must have D1/D1+E categories on your driving licence (drivers who 

passed their car driving test before 1 January 1997 will automatically have D1), unless the 

following conditions are met: 

 The driver must be a member of the University of Southampton Students’ Union 

(SUSU); 

 The minibus is used for social purposes by a non-commercial body; 

 The driver is providing their services voluntarily (not for payment or reward, but 

receiving basic expenses)’ 

 The driver must be over 21 years old; 

 The driver must have held a full category B licence, issued in the UK, for a minimum 

of 3 years; 

 The driver must not have had any at-fault accidents in the last 3 years; 

 The driver must not have had any convictions, i.e. you have a clean licence; 

 The driver must be able to read a vehicle registration plate from 20 meters; 

 The minibus has a maximum authorised mass (gross vehicle weight) not exceeding 

2.5. tonnes (4.25 tonnes if it can transport passengers with wheelchairs). 

SUSU operates minibuses under the section 19 standard permit (a copy of which is included 

in Appendix 1). It is worth noting that a section 19 permit is only valid within the UK, and 

that you will need either a D or D1 licence (without any codes) to drive a minibus outside 

the UK. Minibuses travelling outside the UK under the section 19 standard permit will 

usually also require a tachograph fitted (SUSU has one bus with a tachograph fitted), and 

drivers must abide by the EC Drivers’ Hours Rules. Our section 19 permits are issued under 

the Western Traffic Area Transport Act 1985 bus permit PSV370A, Cat A, B+D). This allows 

people without the appropriate D/D1 entitlement to drive vehicles with fit the conditions 

above, which include all of SUSU minibuses. 
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2.2 Applying to be an Approved Driver 

Whilst minibuses are a relatively safe form of passenger transport, the task of minibus 

driving requires skills over and above those required for driving a car. We hope to train you 

to a suitable level to enable you to drive a minibus safely for yourself and your passengers. 

This guide contains information that will hopefully clarify any points that you might not be 

aware of. 

It is crucial to note that you are responsible for the minibus as if it was your own car. The 

condition of the vehicle, any laws broken and any accidents occurring are the responsibility 

of the driver, so please read this guide thoroughly. You have a duty of care to everyone on 

board, as well as the minibus itself, and if stopped by the police and charged with “driving 

without due care and attention”, you may receive 6 points on your licence and a fine of 

£500. 

If you have any questions relating to any information enclosed in this guide, or any question 

related to minibuses or road safety, then please feel free to contact the Transport 

Coordinator.  

When applying for a minibus test, you will need to complete and sign a minibus driver 

application form (Appendix 2). The Transport Coordinator will then check this with your 

driving licence, and you can book a test date 3 working days in advance. You will be given 

this guide, and then taken on routes that are designed to test your manoeuvring of the 

vehicle and awareness of your surroundings. For users of the watersports facilities, a 

separate route is used, which includes a watersports visit.  

It is important to note that if any of your licence details change, e.g. address, driving 

penalties etc., then it is imperative that you notify the Students’ Union at the earliest 

convenience. Failure to do so could mean that you would be driving without insurance, for 

which, if prosecuted, there are heavy penalties. 

2.3 Taking Your Test 

On meeting the Transport Coordinator at the time of your test, you should return the 

minibus driver registration form, plus your signed declaration. If this is not received, the test 

will be cancelled and rescheduled at least a month later. 

The driving assessment will normally last ¾ of an hour. To start with, you will be given a 

short theory portion to highlight the main points of minibus driving.  

You will then have a chance to get acquainted with the bus, and you will be shown how to 

operate the controls, followed by a short (25 minutes) session where you will be driving 

along roads which will encompass a series of different road categories, and you will be 

asked to demonstrate a manoeuvre of some form to show that you have complete control 

of the vehicle. We are not concerned if you stall the vehicle immediately, but we are looking 
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for safe, careful control of the vehicle and sensible speeds and clearance for a vehicle of this 

size. Finally, you will then be asked a few Highway Code questions, with some of particular 

reference to minibuses. 

If you are successful, then your name will be added to the insured drivers’ list and you will 

be able to drive one of the Union vehicles solo. You will remain registered to drive for as 

long as you remain a student of the University and do not have a blameworthy accident in a 

minibus. If you graduate and wish to remain a registered driver, you will need to become a 

life member of the Students’ Union (forms available from the SUSU reception desk on 

Highfield Campus). 

Once you are registered as a Union minibus driver, you will also be able to hire minibuses 

from external hire companies, and get the bus insured through the Students’ Union, as long 

as they meet the criteria laid down previously in Section 1.2. For further information, please 

contact the Transport Coordinator. 

If you do not pass the assessment on your first attempt, you are able to retake. The time 

delay between each test must be at least 2 weeks.  
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3. Completing a Hire Request 

3.1 Hiring a SUSU Minibus 

Hiring a Students’ Union minibus is easy. If you are a student group, complete an application 

form online at https://bookings.susu.org as per the following instructions:  

1) Sign in to the website using your university ID and password; 

2) Select Booking Grid from the menu on the left; 

3) Set the date, and then select Vehicles from the Group menu; 

4) Click on the time slot you would like to book (start time, you can then change the 

end time and date); 

5) Fill out the booking form with your details, the club you are part of, and specify a 

driver if this is not yourself; 

6) Click Save & Close or Submit Request to complete. 

Buses are allocated in advance so it is important to ensure you are booking early. There is a 

priority scheme whereby the Union Safety Bus requirements get priority, followed by Union 

groups for BUCS competitions, or equivalent, followed by other student groups, Union 

departments, and all other users respectively. 

It must be noted that only the registered drivers indicated with the application are able to 

drive the minibus for each individual hire, irrespective of if you have any other registered 

drivers in your party. It is always best to register more drivers than you might need, as you 

do not have to use them all. 

When minibus hire has been approved, the successful clubs will be informed by email. If 

subsequently, the minibus is no longer required and the transport department is not 

notified, the student group will still be charged at the daily hire rate. 

Unsuccessful requests for minibuses will also be notified by email, and student groups may 

consider using an external hire company as listed in Section 1.2.  

SUSU minibuses may be used in Europe, however these must be requested at least 6 weeks 

before the intended departure date. There is an additional admin fee of £28, which covers 

the cost of gaining permission from the vehicle owners.  

  

https://bookings.susu.org/
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3.2 Charges 

SUSU minibuses are available to hire at the rate as laid out at SUSU reception, Highfield 

campus, on the booking system, and as follows: 

Timeframe Cost 

Per Hour £10.00 

Half Day (up to and including 7 hours) £50.00 

Day (8+ hours within one calendar day) £80.00 

Two-Day £120.00 

Weekend £160.00 

 

Student groups are responsible for replacing any fuel consumed, as the minibus must be 

returned with a full tank. Fines will be imposed on minibuses returned with less than this 

level of fuel.  

3.3 Hiring an External Minibus & Insuring Through SUSU 

To hire from one of the external companies listed in Section 1.2, you must make your own 

arrangements. Due to statutory regulations, it is certain that you would not be covered by 

their own insurance, and therefore you should hire a vehicle excluding insurance and 

purchase a temporary cover note from SUSU. The application for the temporary cover note 

is available from SUSU reception on Highfield campus. There is a sliding scale of insurance 

charges depending on the length of hire: 

Number of Days Cost 

Up to 1 Day £15 

Up to 2 Days £25 

Up to 3 Days £35 

Up to 4 Days £45 

Up to 5 Days £55 

Up to 6 Days £65 

7 to 14 Days £100 
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Payment for this insurance should be made at SUSU Reception, and a form will be 

completed prior to your attempt to hire the vehicle (Appendix 4). The following details on 

the vehicle are required: 

 Registration Number 

 Make and Model (e.g. Ford Transit) 

 Body Type (e.g. minibus, van, MPV, etc.) 

 Engine Size 

 Number of Seats (including driver) 

 Year of Manufacture 

 Value 
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4. Before You Drive 
All drivers please note: 

The maximum speed of minibuses is 62mph. 

4.1 Key Collection 

Minibus keys are collected from SUSU reception on Highfield campus at the time specified in 

your booking. If keys need to be collected earlier, such as an early start before 08:00 or a 

rental on a closure day, this can be arranged.  

You will be asked to make the payment for the duration of your booking prior to being given 

the keys, so ensure you have adequate means of payment. We will not give you the keys 

unless you pay, or show that someone else has previously paid for this particular booking in 

advance. No exceptions.  

The receptionist will ask you to write your details in a book, for our record as to when you 

gained possession of the keys so that we can keep track. The log should be completed with 

the drivers’ name, club/department, and dated, before keys can be issued 

4.2 Safety Checks 

Before taking a minibus on the road, you should check it over according to the minibus 

checklist that will be given to you with the keys (Appendix 5).  

On all of our buses, you need to use the key to open the bonnet, as per Figure 1. Insert the 

key in the lock in the top centre of the radiator grille. Remove the key immediately after 

opening. 

 

  

Figure 1. Opening the bonnet on a Ford Transit Minibus. 
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1) Turn the key first anticlockwise; 

2) Raise the bonnet slightly; 

3) Turn the key fully clockwise; 

4) Fully lift the bonnet; 

5) Support the bonnet with the strut in the allocated hole. 

You should check the following, which are labelled in Figure 2 (locations may vary slightly 

depending on the bus). Many of the things to be checked have yellow caps to make 

identification easier. If you are unsure, please ask for more information during your minibus 

test. 

 Brake fluid level (A) 

 Engine oil level (B), with the dipstick (I) 

 Coolant level (E) 

 Windscreen washer level (F) 

 Power steering fluid level (H) 

 

Figure 2. Engine compartment overview of Ford Transit Minibus. 

If any of these levels are low, you must top them up before proceeding to drive; fluids are 

available from SUSU reception. Please also take notice of any warning light that appears 

whilst driving. You will be fined or held liable for any repairs required due to you not 

checking things before you leave SUSU. To close the bonnet, lower it and allow it to drop 

under its own weight for the last 20cm. Ensure the bonnet is closed fully. 
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All SUSU minibuses are fitted with a basic first aid kit, and high-vis jackets are standard in all 

buses. All health and safety equipment in the vehicle is provided by, maintained by, and the 

property of SUSU. Do not misuse or remove, and please report any issues you find to SUSU 

reception.  

SUSU operates 5 accessible minibuses that have rear access ramps, racked flooring for 

securing wheelchairs, and removable seating. Under no circumstances should you place 

heavy items onto the racking, move or remove the seating, or attempt to lower the ramp 

without appropriate SUSU training. Doing any of this without training could lead to 

equipment damage, which will result in fines or minibus hire bans for your 

department/club, or injury to any disabled person or passenger. 

If you plan on transporting wheelchairs or require a different seating configuration, please 

discuss your requirements with the Transport Coordinator.  

4.3 Rules 

There are a few rules to be adhered to when using a Union-owned or Union-insured bus and 

associated fines charged to the hirer*, which are as follows: 

 No smoking in the buses; 

 No consumption of alcohol is to take place in the bus (by driver or passengers); 

 It is illegal to drive under the influence of drink or drugs; 

 No glassware or glass bottles in the bus – all of the bus seats have metal legs, and it 

only takes one corner to have broken glass on the floor; 

 No health and safety provisions are to be used unless in an emergency, and you are 

trained for their use; 

 The minibus should be returned on or before the time on the hire form; 

o £25 fine if over 15 minutes late without an adequate reason. £10 for each 

additional hour overdue; 

 The bus should be returned with a FULL tank of fuel; 

 The minibus must be left in a suitable condition for the next hirer, i.e. it is not left 

muddy or dirty; any rubbish must be removed and disposed of in the appropriate 

manner; the battery is not flat due to lights/radio being left on; 

o £15 fine; 

 Hirers are responsible for any accidental damage to the bus, and may be held 

responsible for paying up to £350 insurance excess towards repairs; 

o The driver will be removed from the insured drivers’ list, and required to be 

reassessed; 

 Fines can also be levied to the driver or the club for any reason not mentioned here 

if deemed necessary by the Transport Coordinator*. 
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*These can be appealed against by writing to the Deputy Director of Union Services (contact 

details in Section 9.2). 

4.4 Section 19 Permit 

If you are hiring a bus externally, please make sure that the vehicle complies with the 

maximum weight limits and can be driven with your licence, as specified in Section 2.1.  

You will need to apply for a temporary insurance note with vehicle specifications and 

registration details, as listed in Section 3.3. There are set rates for external minibus 

insurance, also detailed in Section 3.3, and this premium will need to be paid at SUSU 

reception prior to submission of vehicle details to our insurance provider.  

Alongside your temporary insurance note, you will be given a laminated Section 19 permit 

(Appendix 1) to confirm the vehicle is insured; both should be kept in the vehicle for the 

duration of the hire period, and returned to SUSU reception once finished with. Union 

minibuses are automatically insured and already contain a Section 19 permit in the 

windscreen. 

4.5 University By-Laws 

When on campus, minibuses should only be parked in the marked bays behind building 44 

(Psychology/Geography). Minibuses can enter the crescent outside building 40 for picking 

up students and equipment. The crescent is strictly one way, and has a 5mph speed limit. 

Any driver flouting these rules will be removed from the approved drivers list. 
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5. Driving 
There are additional rules and regulations relevant to minibus drivers (as well as those that 

apply to cars) that may not be appreciated by many people sitting minibus assessments: 

 As the driver of a minibus, you are legally responsible for the condition of the 

vehicle. This includes tyres, lights, steering, brakes, fire extinguisher and first aid kit. 

This responsibility cannot be shifted on to anyone else. You MUST check the bus 

over carefully before you carry passengers; 

 The passenger capacity of the vehicle must not be exceeded. No standing is allowed, 

and there should never be more than one person per seat; 

 All passengers must wear seatbelts at all times; it is the driver’s responsibility to 

inform passengers of this requirement; 

 All gangways must be clear of obstructions at all times. Each passenger should have 

the ability to escape from at least two exits; 

 All doors must be unlocked when passengers are inside the vehicle; 

 All minibuses have reversing alarms that should when in reverse gear; 

 You may drive a minibus in a bus lane as long as it does not have the word “LOCAL” 

on, this designating it for local bus routes only). 

The following are ALL illegal, and as a driver, YOU face the penalty: 

 The carriage of open vessels of alcohol; 

 The carriage of alcohol in seating areas where luggage storage areas are available; 

 The carriage of alcohol to major sporting events; 

 The consumption of alcohol (by driver or passengers) during carriage. 

If you have any queries about these points, feel free to contact the Transport Coordinator. 

Driving a minibus safely demands a sense of responsibility. You may be responsible for the 

lives of up to 14 other passengers in your vehicle, as well as other road users and 

pedestrians. Try to make all minibus manoeuvres as gently as possible. 

You will have been taught defensive driving as part of your driving test, and you should try 

to incorporate it into all of your driving, not just that of a minibus. Defensive driving 

involves: 

 An awareness of what is happening around you; 

 Planning driving actions to take account of what you can see, and more importantly, 

what you cannot see; 

 Anticipating the actions of others; 

 Staying in control at all times. 
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5.1 On The Road 

5.1.1 Fuel 

All Union and external hire buses run on NORMAL DIESEL FUEL. If you have put the wrong 

fuel in, DO NOT START THE ENGINE. Call the recovery services; details for Arval are on the 

card on the windscreen, in the glove box, or Section 9.2. 

5.1.2 The Safety Gap (Including the 2 Second Rule) 

A good driver will leave sufficient space around their vehicle at all times. In slow-moving 

traffic, it will enable you to move past a vehicle directly in front of you, should it have stalled 

or broken down. In faster moving traffic, it will enable you to have sufficient room to stop, 

should you need to in an emergency, which in a fully laden minibus will take some time. 

Therefore you should leave more space than you would if you were driving a car, and 

double that gap in poor weather conditions. 

5.1.3 Blind Spots 

All vehicles have blind spots, and a minibus is no exception. Minibuses generally have larger 

wing mirrors to compensate for the lack of use for the windscreen-mounted rear view 

mirror. This is because the view obtained from the rear of the minibus, which is full of 

passengers, if very limited. Reversing is always difficult in a large vehicle, and it is 

recommended that you use another person to direct you when you reverse (a banksman), 

and you should never reverse faster than the speed of a baby’s crawl. 

5.1.4 Speed 

A good driver always travels at the correct speed for road and traffic conditions. Speed 

limits for minibuses are different to those for cars and are noted below: 

Road Minibus Speed Limit 

Single Carriageway 50mph 

Dual Carriageway 62mph 

Motorway 62mph 

 

Since all of our minibuses are limited to 62mph, it is illegal to drive in any lane other than 

the first or second, even on a wide motorway.  
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5.1.5 Vehicle Sympathy 

You must be aware of the vehicle’s limitations. For example, a heavily loaded bus is going to 

take longer to stop than an empty bus, and likewise will be slower to accelerate. You should 

not commit yourself to a manoeuvre that you cannot complete safely.  

Adverse weather conditions will increase stopping distances, and narrow roads need to be 

negotiated slowly. Extra attention should be paid to low hanging branches, bushes, signs 

bridges etc. Speed control road features such as chicanes and speed bumps also need some 

extra thought, as if you have not slowed down, you may lose control when turning to avoid 

an obstacle, or damage the minibus suspension on a speed bump (as well as shake up all of 

your passengers). Any repairs will be charged to your club/department. 

5.1.6 Passenger Consideration 

Good drivers are considerate of their passengers’ comfort, and drive in as professional a 

manner as possible. The key to this is smooth driving, which involves using the vehicle 

controls correctly and safely to their optimum effect. 

Be aware that it is the law that all passengers wear seatbelts for the entire duration of the 

journey, and that it is the driver’s responsibility to ensure that they do so. 

5.1.7 Driving Hours 

In general, we recommend that a driver does not drive any longer than 4 hours in any one 

day. The driver should also take a break at least every 2 hours, for at least half an hour, to 

prevent your driving ability being impaired due to tiredness. If going on a long journey, try 

to ensure you have multiple drivers per vehicle. 

5.1.8 Luggage 

Two clear exits must be maintained at all times from the minibus. Allow 1 seat for luggage 

every 2 people on board; hence a 15 seater bus has a capacity for 10 people with heavy 

luggage. Think which seats are used for luggage (don’t just pack the rear seats). Luggage 

must be securely stowed so that it cannot be tripped over or become dislodged during 

normal driving conditions. If this is not possible, the roof racks should be used. 

5.1.9 Roof Rack 

Roof racks allow for luggage to be kept out of emergency exits. The roof rack maximum 

loading weight is 100kg. It is important not to overload the roof rack because the high 

centre of gravity could make the vehicle unstable. 

When loading the roof rack, you should be sure that the load is securely stowed and there is 

nothing loose which may dislodge and be potentially dangerous to following vehicles. You 

should spread the load evenly across the whole vehicle and keep items as low as possible. 

Tarpaulins can be hired cheaply from many local firms, should you need one. It is the 

driver’s responsibility to ensure the load is safe.  
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BE AWARE: 

 Do not overload the rack; 

 The maximum weight in the roof racks should be 100kg; 

 Be aware of weight limits on roads; 

 Ensure all luggage is secured. 

5.1.10 Radios 

All Union minibuses have Ford standard radios installed. For radios have a key-code which 

locks the radio for security purposes. If the radio ever has the word “CODE” displayed, you 

should switch the radio off and inform the Transport Coordinator. DO NOT try and guess the 

code, as 10 wrong attempts will permanently lock the radio. When this occurs, the radio 

displays “LOCKED”. If a radio displays this message, inform the Transport Coordinator. 

5.2 At Your Destination 

It is obvious that a minibus is much larger than a normal car, which means that it cannot be 

parked in many normal car parks. Before entering a car park you have to be sure that the 

minibus will fit (many car parks have barriers at a certain height to restrict vans from 

entering). The SUSU buses have height and width information displayed in the front of the 

vehicle.  

You should not even contemplate parking in a multi-storey car park, as minibuses will not 

physically fit up the ramps inside.  

You must not attempt to enter takeaway drive-thrus; always use the car park. 

Any parking fines incurred are the responsibility of the club/department hiring the vehicle. If 

the fine is operated remotely by a 3rd party, all related admin charges levied will be included 

in the fine. Student groups will be barred from hiring another SUSU minibus until all fines 

are paid. 

The bus should be parked with the hand brake on, and left with all the doors and windows 

locked and alarms switched on. Do not leave anything on show in the minibus, as it is not 

uncommon for someone to break in just for a chocolate bar. The contents of the minibus 

are not insured.  

Do not trust the central locking; always check all of the doors are locked before leaving 

the bus. Also check the rear side windows are closed and locked, as these are very easy for 

opportunist thieves to open.  

Ensure that all internal and external lights are turned off, otherwise the battery will go flat 

and your club/department will be fined. 
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The minibuses are not insured for parking on an airfield (commercial or private). Please 

ensure that when a Union minibus is used by your club/department, it is parked in a 

designated parking space and not on the airfield. The following is an extract from the 

insurance policy: 

h. for any legal liability of whatsoever nature directly caused by or contributed to by or 

arising from the Motor Vehicle while in or on that part of any commercial or military airport 

or airfield provided for 

(i) the take-off or landing of aircraft or the movement of aircraft on the ground 

(ii) aircraft parking, including any associated service roads, refuelling areas, ground 

equipment parking areas, aprons, maintenance areas and hangars. 
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6. Breakdown Information 
If the vehicle breaks down on a normal road, try to pull it to the kerb as soon as possible. 

Switch on the hazard lights and call the Duty Manager first (07775 732937) then the  

breakdown services, the details of which are in the glove box of every bus, or Section 9.2. It 

is wise to keep the passengers in the bus unless they would be in immediate danger. 

If the vehicle breaks down on a motorway, coast along the hard shoulder until you are near 

a yellow emergency telephone box. Even if you have a mobile phone, these boxes have 

identification numbers so that breakdown services know where you are. Ensure that all 

passengers exit the bus from the kerb side doors only, and stand up the bank away from the 

bus in case it gets hit by another vehicle. You should call the Duty Manager first, then the 

breakdown services and confirm with them over the phone that it is a minibus. We are 

covered by an Arval Fleet Breakdown Policy; details are on the card on the windscreen, in 

the glove box of all the buses, or Section 9.2 of this guide.  

For ANY INCIDENT involving a Union minibus away from the Campus, call or text the Union 

Duty Manager on 07775 732937 to make him aware of the incident and the bus location. 

If the Union is closed and there is no Duty Manager available, call the University Central 

Control Room instead:  023 8059 2811. 

If the bus is being recovered, it should be taken to Hendy Ford, School Lane, Chandler’s 

Ford, Eastleigh, SO53 4DG.  
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7. Accident Information 
We would hope that no-one is unfortunate enough to have a minibus accident, but the 

following procedure MUST be followed. Basic accident forms (Appendix 6) can be found in 

the glove box, and will help you collect all required information. 

 Stop; 

 Do not move the vehicle unless it would be more dangerous to leave it where it is; 

 Put the handbrake on and remove the keys (do not give the keys to anyone); 

 Evacuate the passengers, if there is a risk of fire, to a safe place at the kerb, 

otherwise ask them to stay where they are; 

 Alert other road users by putting your hazard and sidelights on; 

 Check carefully for injuries, and, if necessary, call the emergency services. Inform the  

Duty Manager at SUSU (07775 732937).  If the Union is closed, contact The 

University Central Control Room on 023 8059 2811; 

o Shock can develop even hours after an accident. If shock develops, lie the 

casualty down and elevate their legs. Loosen any tight clothing and keep 

them warm and comfortable until the emergency services arrive; 

o Bleeding should be treated by applying pressure via a bandage or compress, 

and raising the wounded limb. Do not apply a tourniquet. If there are any 

large foreign objects embedded, do not attempt to remove these as it can 

increase blood loss dramatically;  

 If anyone is injured, the accident MUST be reported to the police; 

 Give your name, the vehicle owner’s name and address, and the vehicle registration, 

to those with reasonable grounds for requiring them; 

o Southampton University Students’ Union, Highfield Campus, University Road, 

Highfield, Southampton, SO17 1BJ; 

 Note any details of witnesses, registration numbers, and names of other parties; 

 Try to draw a quick sketch or take photographs of the damage and location. This is 

essential; 

 Inform the Students’ Union as soon as possible. The driver will be required to fill out 

an insurance claim form at their earliest opportunity after returning to campus, by 

contacting the Transport Coordinator (Dave Player 07933 782101). 

DO NOT, UNDER ANY CIRCUMSTANCES: 

 Admit liability (even apologising can be taken as such), even if you believe you are at 

fault, as it may invalidate our insurance cover; 

 Discuss the accident with anyone, except the police; 

 Visit other parties involved; 

 Talk to the media. 
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Any driver that has been involved in a blameworthy accident will be removed from the 

approved list until an assessment is retaken. 

Drivers should be aware that all accidents are reported to our insurers with the driver’s 

name. Therefore you will need to declare any accidents to your personal current or future 

insurance provider. 

7.1 Vehicle First Aid 

If first aid is required, and you are both capable and trained to perform it, do so. Keep any 

casualties warm, and continue to monitor everyone, not just those with visible symptoms. 

Call the emergency services. 

DO NOT attempt to remove any large foreign objects from wounds, e.g. glass or metal, as 

this will cause increases in bleeding.  

DO NOT attempt to perform any first aid actions you are unsure of. It is best to just apply 

pressure to minimise bleeding and await emergency services. 

DO NOT attempt to remove a motorcyclist’s helmet, unless it is absolutely necessary to do 

so for CPR.  

7.2 Evacuation Procedures 

If you have to evacuate the minibus for any reason: 

 Stop the vehicle and engage the handbrake; 

 Switch off the engine; 

 Take control and ask people to evacuate from the nearest exit; 

 Assist passengers to escape, and assemble a good distance from the bus; 

 Do a head count to ensure everybody is out, and ensure the bus doors are closed; 

 Call the emergency services; 

 If the vehicle is on fire, do not attempt to put it out if this poses a risk to yourself or 

your passengers. Vehicles can be replaced, people cannot. 
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8. Returning the Vehicle 
At the Union, all buses must be parked NOSE-OUT, left central to the bays, and as close to 

the barrier as you are comfortable. This is because it is much easier to drive the buses out of 

the parking bays if the buses are left correctly. You be may fined if you forget this! 

8.1 Refuelling 

Minibuses should be returned to the Students’ Union with a FULL FUEL TANK. Student 

groups hiring the vehicle are to pay for all fuel used directly. Any student group not meeting 

this requirement will be fined, and surcharged 15% of the fuel cost for refilling the minibus. 

8.2 Completing Paperwork and Returning Keys 

Keys and all completed paperwork should be handed in to SUSU Reception at the end of 

your trip. If the Union is closed, there is a drop box outside Building 42 Main Entrance to the 

left of the Main doors.  

If keys and paperwork are not handed back at the end of the hire period, fines and 

exclusions from further hires will be enforced.  

8.3 Fines 

SUSU has a fine structure for fines with regard to abusing the minibus: 

Issue Leads to… Penalty 

Damage to vehicle in 

blameworthy accident 

Vehicle off road for repairs £350 excess charge. Driver 

removed from approved 

list. 

Fuel below starting level Next student group paying 

for refuelling` 

Cost of fuel + 15% 

surcharge 

Late return (excluding 

breakdowns/accidents) 

Problems for next hirer £50 

Paperwork not completed, 

or missing, on return 

Problems for Transport 

Coordinator 

£20 

Keys lost New keys required and 

entry to minibus by RAC 

£25 + cost of new keys + 

labour. 

Wrong fuel used Recovery of vehicle ~£500 repairs 

Vehicle inside not clean 

(equipment is supplied) 

Time needed to clean 

vehicle 

£20 – 30 + 15% surcharge 
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9. Other Information 

9.1 Foreign Travel 

Contact the Transport Coordinator for information on taking our minibuses abroad. We 

have one bus that is eligible to travel to Europe, with a tachograph, but you need a D/D1 

license in order to drive in Europe on our insurance.  

9.2 Contacts 

The easiest and quickest way to contact someone in authority is by mobile phone as follows: 

Duty Manager; 07775 732 937  

SUSU Reception  02380 595 200 

In the event of a breakdown or accident, call the Duty Manager first, then emergency 

services/breakdown number: 

Arval Breakdown; 03706 004 499 or 03452 665 228 

If the Union is closed and therefore the Duty Manager is not available, call the University 

Central Control Room on 023 8059 2811 

In non-emergency situations, please also contact the Transport Coordinator, Dave Player: 

02380 595 200 

07933 782 101 

transport@susu.org 

 

  

mailto:transport@susu.org
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9.3 Declaration 
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10. Appendices 

10.1 SUSU Small Bus Permit 19 

 

The original of this permit is held for safe keeping by the Transport Coordinator at the 

University of Southampton Students’ Union, University Road, Highfield, Southampton, 

Hampshire, SO17 1BJ. Tel 02380 595 200. 

Permit Number SP 042467 
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10.2 SUSU Driver Registration Form 
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10.3 Minibus Test Guidelines 

10.3.1 Test Booking 

These assessments are required by the senior management team of SUSU and our insurers.  

Minibus assessment tests must be booked at SUSU Reception a minimum of 3 days in advance, 

or in exceptional circumstances by arrangement with the Transport Coordinator. You will need 

to fill in a Minibus Registration form and sign a Declaration of Understanding pro forma.   

To drive SUSU buses and have the facility to drive externally hired buses, you must be over 21 

and be in possession of a clean, UK driving licence, which you must have held for 3 years. Your 

licence will be checked prior to the commencement of the assessment. 

Please arrive promptly, allowing time to complete the forms if not done so upon booking. You 

will be shown the process for key collection and return, and then asked to read a Notice to All 

Drivers pro forma. You will then proceed to the rear of B44 where the buses are parked. 

10.3.2 The Test 

You will be made aware of the dashboard control panel and the glove box contents. The bus 

dimension signs will be highlighted to you, as will the mandatory lane and speed restriction sign, 

and you will receive a briefing on cornering/braking distances, length of the bus etc.  

You will then be given an understanding of the Permit 19 situation, as to the reason why you are 

able to drive up to a 15 seater vehicle, weighting a maximum of 3.5 tonnes (or 4.3 tonnes if 

fitted with disabled facilities i.e. ramp or tail lift), on your B1 licence. It will be stressed to you 

that you cannot drive any vehicle with more than 9 seats unless under the umbrella of SUSU and 

their Permit 19, without more than a B1 licence.  

You will take a test drive on one of the designated routes, throughout which you will be 

assessed as to your suitability to drive you and your colleagues anywhere in the UK or in Europe, 

should you hold a D1 licence. Be aware that there is 1 SUSU minibus fitted with tachographs, 

which record the vehicle’s speed and distance, along with driver activity, enabling this bus to be 

taken to Europe. 

Upon return to SUSU, you will be asked to reverse park the bus into a designated bay, and there 

will be a short Q&A session on The Highway Code. You will be shown the DIESEL filler cap 

location and advised of the Adblue filler cap, which is adjacent to the fuel cap. Adblue is a diesel 

additive which cuts down harmful emissions.  

If you are successful with your assessment, your name will be added to the approved drivers list. 

If you are not, another opportunity will be given after a down period of 2 weeks. You may 

continue to drive SUSU buses as an alumnus on the approved list, but to do so you must become 

an Associate Member of SUSU. The forms to do so are available at SUSU reception. 
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10.4 SUSU Minibus Driver Test Routes 

10.4.1 Test 1: Watersports Centre 

 

1. Starting at the minibus parking bays, drive to University Road via Salisbury Road 

2. Turn right onto Burgess Road/A35 

3. Turn right onto Langhorn Road 

4. Continue onto Woodmill Lane 

5. Turn right onto Oliver Road 

6. Turn right onto Mead Crescent 

7. Turn left onto Olive Road – enter and leave Watersports Centre 

8. Turn right onto Woodmill Lane 

9. Go through 2 roundabouts 

10. Turn right onto Oak Tree Road 

11. Continue onto St. Catherine’s Road 

12. Turn right onto Thorold Road 

13. Turn left onto Cobden Avenue/A3035 

14. Turn right onto Bullar Road/A3035 

15. Take the 1st left onto Cobbett Road 

16. Turn left onto Bittern Road W/A3024 

17. Take the exit towards Bitterne/Woolston/West End 

18. Turn left onto West End Road 

19. Turn right onto West End Road 

20. At the roundabout, take the 1st exit onto Mousehole Lane 

21. Keep left at the fork 

22. Continue onto Cobden Avenue 

23. Continue onto A3035 

24. Turn right onto Shaftesbury Avenue 
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25. Turn left onto Welbeck Avenue 

26. Turn right onto University road and return to minibus parking bays. 

10.4.2 Test 2: Chandler’s Ford 

 

1. Starting at the minibus parking bays, drive to University Road via Salisbury Road 

2. Turn right onto Burgess Road/A35 

3. Turn right onto Bassett Avenue/A33 

4. Go through 1 roundabout 

5. At the roundabout, take the 1st exit onto A27 

6. Merge onto M3 via the ramp to London/Eastleigh/Winchester 

7. At Junction 13, take the A335 exit to Eastleigh/Chandler’s Ford 

8. Turn right onto Leigh Road/A335 

9. Take the 1st left onto Oakmount Road 

10. At the roundabout, take the 1st exit onto Winchester Road 

11. At the roundabout, take the 1st exit onto Bournemouth Road/B3043 

12. Continue to follow Bournemouth Road 

13. Go through 1 roundabout 

14. Continue onto Winchester Road 

15. Continue onto A27 

16. At the roundabout, take the 2nd exit onto Bassett Avenue/A33 

17. Turn left onto Glen Eyre Road 

18. Go through 1 roundabout 

19. Turn left onto Burgess Road/A35 

20. Take the 1st right onto University Road and return to minibus parking bays. 
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10.4.3 Test 3: M3 via Archers Road 

 

1. Starting at the minibus parking bays, drive to University Road via Salisbury Road 

2. Turn left onto Burgess Road/A35 

3. Take the 1st left onto The Avenue/A33 

4. Turn right onto Northlands Road 

5. Go through 1 roundabout 

6. Turn left onto Westrow Road 

7. Turn left onto Archers Road 

8. Take the 1st left onto Banister Road 

9. Turn left onto The Avenue/A33 

10. Continue to follow A33 

11. Go through 1 roundabout 

12. At the roundabout, take the 1st exit onto A27 

13. Merge onto M3 via the ramp to London/Eastleigh/Winchester 

14. At Junction 13, take the A335 exit to Eastleigh/Chandler’s Ford 

15. Turn right onto Leigh Road/A335 

16. Turn right onto the M3 ramp to M27/Southampton/Romsey/Bournemouth 

17. Keep left at the fork, following signs for A33/Southampton and merge onto A27 

18. At the roundabout, take the 2nd exit onto Bassett Avenue/A33 

19. Turn left onto Glen Eyre Road 

20. Go through 1 roundabout 

21. Turn left onto Burgess Road/A35 

21. Take the 1st right onto University Road and return to minibus parking bays. 
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10.5 Application for Temporary Cover 
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10.6 SUSU Minibus Checklist 
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10.7 Minibus Accident Detail Form 
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10.8 Minibus FAQ 

I’ve broken down, what do I do? 

If you break down, call the Duty Manager first (07775 732937), then the breakdown number 

on the green card on the windscreen (03706 004499).  If the Union is closed and the Duty 

Manager unavailable, call the University Central Control Room on 023 8059 2811 

In case of emergency… 

The insurance company is Zurich Municipal Ltd; our broker is Endsleigh. Their number is 

01242 866 906. Our policy number is XAO122093-6413. Please also call the Duty Manager 

on 07775 732937 or Union Reception on 02380 595 200.  If the Union is closed, call the 

University Central Control Room on 023 8059 2811. 

What fuel do the buses use? 

Standard diesel. 

The tank wasn’t full when I picked up the bus, what do I do? 

You will be paying for all the fuel you use, so take a photograph of the fuel level before 

driving the bus if it is not full, so that we can keep track. Then, fill the bus up to the same 

level for when you return it. 

Can I take the bus through a drive-thru? 

We ask that you do not take any of the buses through a drive-thru, due to their size. Please 

also check the height before you enter any car parks. 

I have a parking ticket, what do I do? 

Whilst you are hiring the bus, you are responsible for any fines or tickets you receive, so 

please follow the instructions on the ticket to pay it. 

I can’t drive the bus anymore; my friend has a licence but hasn’t done the SUSU test, can 

they drive it last minute? 

Only drivers who have been through the SUSU minibus tests can drive the buses. No 

exemptions.  

In the event of an emergency, please remember to call the Duty Manager (07775 732937), 

with backup contacts being Union reception (02380 595200) or University Central Control 

Room (023 8059 2811) and inform them of what has happened. 
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10.9 Safety Bus Code of Conduct 

 Only authorised SUSU staff are allowed to drive the safety bus at any time 

 Drivers must carry the safety bus phone with them at all times on shift, the number for 

which is retained by SUSU reception and the Duty Manager. Under no circumstances is 

this number to be given out to anyone else. 

 All passengers, including off-duty staff, must pay or provide a ticket for travel on the 

safety bus (the only exception to this is staff who have come directly from their shift). 

 Only members of SUSU or the University of Southampton, and their respective staffs, 

are permitted to use the safety bus service. 

 If a passenger does not have any money, a driver may accept their student ID card as 

payment for travel. The driver is required to make a note of their journey and advise the 

customer that they may collect their card from SUSU Reception, upon payment of the 

fare. 

 Drivers are encouraged to complete all drops within zone 1 (details in Appendix 9) prior 

to making drop offs to zone 2, except in a situation where dropping to zone 2 would 

expedite the journey of all passengers. 

 Drivers are only to make a drop off to Winchester after all passengers journeying to 

zones 1 and 2 have been dropped off. Please inform SUSU reception/Duty Manager prior 

to making a trip to Winchester. 

 Passengers requiring transport to Winchester are requested to provide advance notice 

of their requirements, and may be asked to wait so that the safety bus may group as 

many passengers requiring transport to Winchester into the same trip. 

 Pickups from Winchester may be requested by contacting Highfield directly, prior to 

10am; ability to make pickups from Winchester is dependent on the availability of the 

safety bus, to be decided at the driver’s discretion. Reception will advise requestor if a 

pickup is possible after communicating with the driver. 

 The driver’s priority must be the passengers already on the bus, as opposed to any 

requested pickups, except in exceptional circumstances (to be decided by the driver). 

 Driver must not exceed the maximum number of passengers for their vehicle at any one 

time. 

 If transporting less than 5 passengers, the driver is required to wait an additional 5 

minutes for additional passengers prior to leaving. 

 All money is to be kept secure by the driver when not in use. 

 Correct uniform must be worn at all times when on shift; your shirts are your 

responsibility. If they become damaged or lost, please inform the Facilities Manager, or 

Transport Coordinator, who will provide a new one. 

 Jumpers/jackets may be worn, but please always endeavour to display the SUSU logo on 

your uniform. 
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 All staff must arrive and leave on time for their shift unless agreed otherwise with a 

member of Facilities or the Transport Coordinator; please let us know if you need to do 

this (even if it means calling in to let us know you’re running 10 minutes late). 

 Any member of staff working 6 or more hours during a single shift must take a break. 

Arrange with the Transport Coordinator when you will take it. 

 Food or drink is not to be consumed while driving. 

 Headphones are not to be used at any time, while on duty. 

 Unacceptable behaviour towards SUSU staff will not be tolerated from anyone. Inform 

the Facilities Manager/Transport Coordinator/Duty Manager immediately.  

 Vehicle is to be kept clear and tidy wherever possible. 

 Vehicle is not to be left unattended at any time, unless empty and secured. 

 Drivers are required to advise any individuals who they believe to be injured, or 

dangerously inebriated, to receive professional medical care, and are advised to contact 

emergency services if they deem it necessary, as opposed to letting the individual on the 

safety bus. Doing so will reduce the risk to both driver and passenger, and also 

encourages establishments to operate within their legal responsibility of care. 

 In case of a breakdown, drivers are encouraged to contact SUSU Duty Manager at the 

earliest convenience on 07775 732937 or if no joy there, Union Reception on 02380 595 

200.  If the Union is closed, call the University Central Control Room on 023 8059 2811. 

 In case of any other kind of incident, drivers are required to follow the official SUSU 

incident procedure. All drivers will be briefed on this procedure, if you are unsure, 

please contact the Duty manager or the Facilities Manager or Transport Coordinator 

prior to beginning your shift. 
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10.10 Safety Bus Pricing Tariff 

 

 

Within 3 miles of Highfield Campus = £1.50 (1 ticket) 

Within 5 miles of Highfield Campus = £3.00 (2 tickets) 

Highfield to Winchester Campus / Erasmus Park = £4.50 (3 tickets) 

Pickups from within 3 miles of Highfield Campus = £1.50 (1 ticket) 

Pickups from within 5 miles of Highfield Campus = £3.00 (2 tickets) 

Pickups from Winchester Campus / Erasmus Park = £4.50 (3 tickets) 

 


