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Coronavirus Procedures 

This policy is in place to help minimise the spread of the Coronavirus. In the interest of all Drivers, 
Passenger Assistants (PA’S) and Clients, please ensure you adhere to our Coronavirus policy at all times. 
These procedures may be periodically reviewed and updated where necessary. Should you have any 
queries or concerns with this policy or its procedures, we ask you to contact us immediately. 
 
 

Drivers & Passenger Assistant Procedures 
 

1. Collecting Passengers  
 

1.1. Parents and carers are expected to anticipate and be vigilant for your arrival so that they can escort 
their child to the vehicle. Please ensure you make parents aware of your expected time of arrival 
and keep them updated of any changes to avoid unnecessary contact with the building or 
individuals at the collection address. 
 

1.2. Before the passenger boards, ask the parent/carer about the passenger’s health; how they are 
feeling, do they have any of the symptoms associated with Covid-19 (a high temperature, loss of 
taste/ smell and/or a new, continuous cough). Are they self-isolating, suspected or confirmed to 
have Covid-19? Ask the same question in respect of anybody else present at the property.  
 

1.3. If the passenger is fit and well, continue as normal.  If they are presenting as symptomatic then 
politely withdraw and inform the passenger / family that you will be unable to convey them. 
 

1.4. If the passenger needs support or manual assistance to get into the vehicle, or if you need to carry 
anything belonging to the passenger (such as bags, frames, personal equipment etc) clean your 
hands thoroughly using soap and water or if unavailable, use sanitisers such has alcohol rub gel.  
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2. Carriage of Passengers 

 
2.1. If passengers haven’t come out to the vehicle at the boarding time, then you should contact Lime 

Travel immediately.  You should avoid approaching the house or entering the property. Remain 
with the vehicle. 
 

2.2. When boarding/alighting, drivers should open the vehicle door, stand back 2 meters and close the 
door after the passenger has boarded. 

 
2.3. If a passenger is unable to fasten their seatbelt on their own, encourage a parent/carer from the 

same household to do it. If not possible, and as a last resort, approach the passenger from the 
side where the seatbelt buckle is located (i.e. don’t lean across the passenger) and fasten the 
seatbelt for them, minimising contact as best possible. Do not, under any circumstances, drive off 
without all passengers seatbelted. 

 
2.4. Ensure good ventilation of fresh air during the journey by keeping windows or other available 

vents open. 
 

2.5. If passengers can, wear a face covering in an enclosed space where social distancing isn’t 
possible. 

 
2.6. Wearing a face covering is mandatory for passengers aged 11 and over and is required by  law., It 

is important to use face coverings properly and wash your hands before putting them on and 
after taking them off.  

 
2.7. Students must not be moved onto other services under any circumstances without the prior 

approval from The Council. Students should remain travelling on their allocated service to avoid 
the risk of further transmission. Failure to comply with this requirement will be considered as a 
contractual failure and treated as such. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
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3. Social Distancing 

 
3.1. Social distancing is the term used to indicate maintaining a safer distance from others to minimise 

the risk of infection by airborne particles.  Advice about social distancing is at: 
https://www.gov.uk/guidance/social-distancing-in-the-workplace-during-coronavirus-covid-19-
sector-guidance 
 

3.2. Current guidance is that social distancing of 2 meters should be observed to minimise risk, and 
1m+ where this is not possible such as on a public bus . However, for dedicated school services, 
Government has advised this ruling will not apply from the Autumn term,  drivers and PA’s should 
however still adhere to the following: 

 
3.2.1. In all practices outside the vehicle, observe social distancing practices where possible 

 
3.2.2. Seat passengers as far away as possible from each other, such as at opposite side of vehicle 

wherever possible. 
 

3.2.3. Passengers must sit in the same seats and open the same doors for every journey 
 
3.2.4. No passenger to sit where someone else has to prevent cross contamination of door 

handles and seatbelts 
 
3.2.5. Organise queuing and boarding where possible 
 
3.2.6. If students are attending different schools but travel on the same vehicle, they should 

remain within their school group by allocating different sections on the vehicle for the 
student to sit; i.e on coaches or buses the front or rear of the vehicle. We accept this may not 
be possible on smaller vehicles such as taxis.  

 
3.2.7. Avoid passengers sitting face to face.  
 
3.2.8. The Passenger Assistant should also maintain social distancing unless they are required to 

sit by the student to provide essential care during the journey. 
 

 
 

 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/guidance/social-distancing-in-the-workplace-during-coronavirus-covid-19-sector-guidance
https://www.gov.uk/guidance/social-distancing-in-the-workplace-during-coronavirus-covid-19-sector-guidance
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4. Personal Hygiene 

 
4.1. Drivers and PA’s can reduce the risk of contracting and spreading the virus by: 

 
4.1.1. maintaining good hand hygiene (frequently washing hands with soap and water for at least 

20 seconds or alcohol hand sanitiser)  
 

4.1.2. avoiding direct hand contact with eyes, nose and mouth using tissues to catch coughs and 
sneezes (or at least to cough/sneeze into the crook of their elbow) and dispose of tissues in a 
bin immediately 

 
4.1.3. using a facial covering of the mouth and nose, made of cloth or other textile (not 

surgical/medical masks) e.g. a scarf. It may be prudent to notify passengers in advance that a 
driver is wearing one to avoid any surprise at pick-up time 

 
4.1.4. Encourage good respiratory hygiene by promoting the Catch it, Bin, Kill it, approach- use 

and encourage use of tissues and dispose of appropriately, either during the journey (if bins 
are available) or when the passenger alights.  

 
4.1.5. Drivers and PA’s should wash their hands with soap and water as often as is practical and 

carry hand sanitiser, disposable tissues and a bag or container for the subsequent disposal of 
potentially contaminated material. 

 
4.1.6. Passenger Assistant duties, by their nature, may require close contact with those requiring 

assistance. If there is no physical, behavioural or medical need to sit beside the passenger, 
then the Passenger Assistant should sit away from the passenger as reasonably practicable. 
In some cases, it may be necessary to sit beside and have physical contact with the passenger 
being escorted.  

 
4.1.7. At the end of their duties, Drivers and PA’s should minimise possible contamination in their 

home, workplace or other location by 
 
4.1.8. wiping down vehicle steering wheel, controls and handles 
 
4.1.9. When entering a building, touching as little as possible. When arriving home, not 

embracing/touching anyone in the house  
 
4.1.10. Put shoes, clothes, keys, bag, spectacles, pens and anything else which has been brought 

inside from the vehicle, into a plastic crate or box. Wipe them down with a damp soapy cloth. 
Be careful with any gadgets like mobile phones 

 
4.1.11. Go to the sink or shower, touching as little as possible on the way. Get someone else to 

open doors for you, if possible. Wash or shower, especially hands, arms and face with soap 
and hot water. 
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5. Personal Protective Equipment (PPE) 

 
5.1. Social distancing (below) is considered the most effective way of reducing the spread of infection, 

however drivers and Passenger Assistants may wish use additional PPE equipment  for their own 
and others safety such as disposable gloves. 
 

5.2. If you are using disposable gloves hands should be cleaned before putting them on 
 

5.3. You should change them if heavily soiled or torn 
 

5.4. try not to touch surfaces if gloves are contaminated (e.g. after a sneeze), otherwise follow 
cleaning procedures 

 
5.5. do not touch your face with contaminated gloves 

 
5.6. do not reuse gloves once removed 

 
5.7. do not remove one glove and then pull the other glove off by the fingertips. See how to take off 

disposable gloves without touching the outer surface here: https://www.globus.co.uk/how-to-
safely-remove-disposable-gloves 

 
5.8. Public Health England guidance about PPE and facial coverings can be found at: 

https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-
equipment-ppe 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.globus.co.uk/how-to-safely-remove-disposable-gloves
https://www.globus.co.uk/how-to-safely-remove-disposable-gloves
https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe
https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe
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6. Face Masks/Coverings 

 
6.1. Drivers and Passenger Assistants must wear a face mask/covering at all times when providing 

services on behalf of Lime Travel such as KCC school transport services and any other leisure or 
business travel. Failure to comply will be considered a contractual failure and fines will be issued. 
Please read section ‘Fines’ for details. 
 

6.2. Should drivers or PA’S have a medical condition that means they are exempt from wearing a face 
covering then please inform Lime Travel immediacy before carry out any transport services. In the 
interest of themselves and others  Lime Travel will consider whether its appropriate for you to 
continue working. Should you be exempt from wearing a face covering you must provide medical 
evidence of this this to Lime Travel and also carry this with you at all times when providing 
services on our behalf. Failure to comply will be considered a contractual failure and fines will be 
issued. Please read section ‘Fines’ for details. 

 
6.3. Please ensure you wash your hand thoroughly when applying or removing your face 

mask/covering. After each use, the face covering must be washed at 60oc+ or disposed of safely. 
 

6.4. Children should be encouraged to wear face coverings as much as possible, however some 
children may not be able to wear them due to factors such as: 

 
6.4.1. Young children  
6.4.2. Those with disabilities both physical and hidden 
6.4.3. Those with difficulties breathing 
6.4.4. Presents a risk to the passenger  
6.4.5. Would cause distress 
6.4.6. Cannot be safely put on our taken off without assistance 
6.4.7. Where it would interfere with a need to administer medicine or other medical 

requirements 
6.4.8. Guidance on making your own face covering can be found on the government site at 

https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-
covering/how-to-wear-and-make-a-cloth-face-covering 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
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7. Vehicles 
 
7.1. To help reduce possible spread of infection amongst passengers and staff, vehicles are to be 

cleaned before the first passenger boards and after all passengers have alighted at the 
destination, on each journey, a cleaning regime is still important.  
 

7.2. Key areas must be cleaned thoroughly with disinfectant (which kills the virus) rather than simple 
detergent (which loosens it prior to it being washed off) and rinsed using hot soapy water, 
sanitising wipes or disinfectant spray as often as possible.   Test the cleaning products in advance 
to avoid damaging the vehicle. Use a product that is recommended for vehicle cleaning, as bleach 
and peroxide-based cleaners are likely to damage vinyl or plastic, and comply with the 
manufacturer’s instructions. 

 
7.3. Particular attention being must be paid to areas of the vehicle which receive the most contact 

including 
 
7.3.1. door handles (exterior and interior) 

 
7.3.2. handrails/grab handles 
 
7.3.3. headrests/armrests 
 
7.3.4. seat backs  
 
7.3.5. seatbelts (tongue/buckle/webbing) 
 
7.3.6. driver controls (e.g. steering wheel, gearstick, handbrake, indicators, push buttons etc) if 

drivers share vehicles  
 
7.3.7. shared mobile phones or radio handsets (be careful using liquids on electronic devices) 
 
7.3.8. The hard surfaces of car seats and passenger restraint systems booster seats 
 
7.3.9. When cleaning the vehicle, note the following:   
 
7.3.10. Excessive use of liquids can make interior fabrics damp, which will increase the likelihood 

of potential contamination, and can also loosen adhesive. It is important to maintain good 
ventilation during cleaning and journeys 

 
7.3.11. Avoid over-exposure to disinfectant and other cleaning products, and adhering to relevant 

COSHH regulations 
 
7.3.12. Make sure wet floors and surfaces are dried before anyone boards the vehicle 
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8. Communication (response to any infection)  

 
8.1. In the event a passenger, driver, PA or school staff display symptoms of covid-19, they should 

self-isolate in line with government guidance and inform the relevant parties. Schools play a 
fundamental role by understanding the NHS test and trace process and have access to their local 
Public Health England and protection team, who will advise them on the appropriate steps to 
take. Communicating development in symptoms early is essential, below set outs the 
requirement of who must be notified:  
 

8.2. Client becomes ill: 
 
8.2.1. Parent notifies the school and the operator 
8.2.2. School notifies other parents and school staff (and operator if the parent hasn’t done so) 
8.2.3. School engages with the NHS test and trace process and contacts local Public Health team 

 
8.3. Vehicle staff become ill: 

 
8.3.1. Operator notifies parents and school  
8.3.2. School staff become ill: 
8.3.3. They notify parents and the operator 

 
8.4. Should any driver or PA develop symptoms of covid-19 you must notify Lime Travel 

immediately(within 24 hours)  we will be required to notify The Council immediately  
 

8.5. Always use the government advice on safe working practise and inform Lime Travel immediately 
should you have any concerns. 

 
9. FINES 

 
9.1. Our Coronavirus policy should be adhered to at all times by Drivers and Passenger Assistants. 

Please ensure you have read this policy in full and that you understand the guidance given. Any 
Failure to adhere to this policy will result in a fine being issued to the individual. A fine of £100.00 
or a day’s pay, whichever is greater will be issued to any driver or Passenger Assistant who fails to 
meet this requirement  
 
 
 
 
 
 
 
 
 
 
 

 


