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1 Introduction 
 
Most children are able to get to and from school by walking, cycling or using public 
transport.  In some cases, children may share car journeys with friends and family.  
However, a few children will not be able to make this journey without some help, and 
Kingston LA may provide transport assistance in these cases. 
 
The LA aims to promote inclusive opportunities to enable people with additional needs 
to fulfil their educational and social potential. This includes joint working between 
pupils, parents, school and the LA to encourage independence wherever possible and 
to provide transport support to pupils which is appropriate to their assessed needs. 
 

2  The Law 
 
Parents have a  duty to ensure their children attend school.  The LA has particular 
duties to assist parents in meeting their duty in the following cases. 
 
The Local Authority has the duty to assist parents by providing free transport in the 
following cases: 
 

• If a child is under 8 years of age and lives over 2 miles from school 
• If a child is aged 8 years or over and lives over 3 miles from school 

 
In both of the above cases, the child must be attending the nearest suitable school 
(one which the LA deems to be suitable for the aptitude and ability of the pupil) and 
must be of statutory school age. 
 
For pupils from low income families (eligible for free school meals or on highest rate of 
working tax credit) free transport will be provided if the child is of secondary age 
attending one of three nearest schools between 2 and 6 miles away, or is of primary 
age attending one of three nearest schools and over 2 miles away. 
 
Assistance will also be provided to pupils who are attending the nearest suitable 
school which was chosen on the grounds of religion or belief and this school can be up 
to 15 miles away. 
 
These statutory criteria apply to children attending both mainstream and SEN 
schools/units. 
 
 

This Parent Guide sets out the arrangements for providing transport assistance 
to pupils with Special Educational Needs (SEN). 
 
It also outlines the roles and responsibilities of the Local Authority (LA), 
parents/carers, schools and transport providers. 
 
This document forms part of the agreement which is established between the 
child’s parents and the Local Authority (LA) prior to the start of any transport 
arrangement taking place. 
 
Throughout this document any references to children includes young people, 
and references to parents/family includes carers.  
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3   Our Transport Policy 
 
The LA’s arrangements for providing transport assistance are covered by: -  
 
• Mainstream Transport Policy, and  
• SEN Home to School Transport Policy 
 
These policies can be found by following links from this website address 
 
http://www.kingston.gov.uk/browse/education/schools/transport_to_school.htm 
 
Copies can also be obtained by contacting the Contracts Officer (contact details can 
be found at the back of this guide).   
 

4   Transport Help for Children with SEN 
 
We are able to offer help in some circumstances for SEN children.  The LA will 
consider individual needs of children involving professional advice (e.g. from the 
Educational Psychologist, Medical Officers) and may consult with parents and 
teachers before arriving at a final decision.  Consideration will also be given to the 
child’s physical requirements (including any disabilities they may have).  Assessment 
may include face-to-face contact with the pupil in assessing eligibility and the results 
will be recorded on the Transport Assessment Form. 
 

 
If we provide help with transport, this does not guarantee that we will continue to do so 
in the future.  We will make changes for the developing needs of the child, along with 
any changes required by local or national policy and practice.  We will look at transport 
changes during the annual review but also from time to time during the year. 
 
The LA will not provide transport assistance to help with school attendance. 
 

5     Family Circumstances and Commitments 
 
Eligibility for transport assistance is based on the child’s needs.  The LA may take into 
account some family circumstances (for example, if a child has other siblings attending 
schools which are not local to the SEN provision offered to them, or if a child is offered 
SEN provision at a school which is not their local provision) both when considering 
applications for home to school travel assistance and when deciding on the type of 
assistance to be provided.  However, the LA is not able to consider some other family 
circumstances (e.g. parents attending work, or looking after other children not of 
school age).   
 
The LA is also not able to take into account family circumstances when allocating pick-
up and drop-off times for children.  The timing will be based on the most efficient route 
available.  The efficient utilisation of LA resources will always take priority. 
 
A situation could develop where a number of parents, in similar family circumstances 
(e.g. other children to take to school, or work commitments) request the same pick-up 
time.  If the LA were to consider requests for pick-up times from parents, then this 

If a child goes to a special school or has a statement of SEN, this does not 
automatically mean that he or she qualifies for help with transport.  We will assess 
each case individually. 
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would lead to inequality, since a vehicle cannot collect 2 children from different 
addresses at the same time.  In addition, requests for pick-up times would also 
compromise route efficiencies – making them longer in duration and less economical.  
This is also important for environmental reasons.  
 
SEN Transport assistance is awarded to children with SEN and should not be 
considered a service which facilitates parents or carers working, or looking after other 
children who are not yet of school age. 
 

6    Nearest Suitable School / Parental Preference 
 
The nearest suitable school is one that the LA deems to be suitable for the specific 
needs of the pupil. 
 
Schedule 27 of the Education Act states that parents may express a preference for the 
maintained school they wish their child to attend, and LAs must consider the parents’ 
requests and arrange any relevant meetings before the final statement is issued, 
naming a school. 
 
However, if a parent does express a preference for their child to attend a school 
further away than the nearest suitable school, then the LA reserves the right to refuse 
transport assistance to that school.  
 

7     Independent Travel 
 
The Department for Children, Schools and Families are keen to support independent 
travel training for all children with disabilities and SEN so that all pupils can benefit 
from public transport. 
 
Schools are responsible for providing independent travel training to children with SEN, 
where appropriate.  In some cases, it may be possible for a member of school staff to 
initially travel with children on public transport, to increase their awareness and travel 
skills.  However, this is heavily dependent on the resources available to each school, 
and is not guaranteed. 
 
We encourage all parents to work with schools to promote independent travel training 
for their children, where appropriate.  This increases the self-confidence of these 
pupils, develops their social skills and reduces their sense of reliance of family 
members and friends, while at the same time providing them with many of the skills 
necessary for later employment. 
 
As part of this, transport arrangements may include collection points, which may not 
be the home address (see section 14 for more details). 
 

8     Pupils Outside the Statutory School Age 
  
The LA does not have a statutory duty to help pupils who are not within statutory 
school age. Statutory school age is between five years old and the last day of the 
school year when a child reaches 16.  However, there are special circumstances when 
we may consider transport help.  For further information, please see the SEN Home to 
School Transport Policy. 
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9     Transport Management 
 
Transport is co-ordinated and managed by the LA Contracts Officer.  Each transport 
provider (whether taxi or private bus) will also have a nominated Transport Manager 
who is the first point of contact for schools and parents and who is responsible for the 
day-to-day operation of the service.  For contact telephone numbers, please see the 
end of this document.   
 
If you have any queries, regarding any transport arrangements which are in place for 
your child, please check with the relevant Transport Manager for the company 
providing their transport.  
 

10    Escorts 
 
Some children need an adult to escort them on their journeys to and from school.  We 
will consider the needs of the child when deciding whether an escort is needed.  If we 
consider that a child needs an escort, it may be practical for parents to escort their 
children (parents will not be paid for this). 
 
There is no minimum or maximum age that determines whether an escort will be 
automatically provided and the LA will look at age in conjunction with many other 
factors in arriving at its decision.  
 
If we recommend an escort, this does not guarantee that we will continue to do so in 
the future.  We will make changes for the developing needs of the child along with any 
changes required by local or national policy and practice.  We will look at changes 
during the annual review but also from time to time during the year. 
 

11    Transport Arrangements  
 
If we agree to provide help, we may offer one of the following: 
 

• Free travel, using a Child Oyster Photocard, on Transport for London buses 
• A train pass for your child to use on public transport 
• Reimbursement of mileage costs if you take your child to school 
• A place for your child on a private bus service 
• In some exceptional circumstances, a place for your child in a taxi or a private-hire 

car 
 
We will not provide separate taxis and children will travel with others, unless there are 
exceptional circumstances.  The LA will allocate transport in the most cost-effective 
manner. 
 
Upon receipt of your application, transport will normally take a minimum of 10 working 
days to arrange, and in some special cases may take longer (e.g. where there is a 
need for a specialist vehicle or we need to carry out a special assessment of your 
child’s needs).  We aim to send you details of the transport arrangements, in writing, 
prior to the arrangements starting.   
 
Availability of transport is not always guaranteed due to the specialised nature of some 
transport needs and during any period when transport cannot be provided, the LA 
would normally support the parents by offering a mileage reimbursement. 
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12   Assessments 
 
If the LA agrees to provide either private bus transport or taxi transport for a child, it 
may be necessary to complete an assessment of this child’s physical and medical 
needs on board transport.  Until this assessment is completed, transport between 
home and school will be the responsibility of the parents. 
 
In addition, some children with SEN have physical and medical conditions which 
deteriorate over time.  If, at any point, it is felt by the Transport Manager and/or 
Contacts Officer that a further assessment may be necessary to ensure that a child’s 
physical and medical needs are being met on board transport, the LA reserves the 
right to plan and complete another assessment.  Up until the date of this assessment, 
and until recommendations from the assessment are complete, it will be the 
responsibility of the parents to transport this child between home and school.  As a 
result of an assessment of this type, it may be necessary to make changes to transport 
provision (e.g. to safety & support equipment used on board or to resources on board 
transport). 
 

13    Medication on Board Transport 
 
Members of transport staff are not currently allowed to carry or administer medication 
on board a vehicle.  If an emergency were to occur while a child were on board 
transport, the procedure would be for the escort to call 999 and ask for a paramedic 
crew to attend the scene.  It will be for the parents to decide whether they would like 
their child to travel on regular transport under these circumstances.  If a parent does 
not wish for their child to travel on board transport, because no medication will be 
provided in the case of an emergency, the LA may offer a mileage reimbursement. 
 
NOTE: These arrangements are currently under review. 
 

14    Pick-up and Drop-off Arrangements 
  
To make sure that children are safe, transport providers can make pick-ups and drop-
offs at agreed points only.  This may be a bus stop, collection point or, in some special 
cases, the home address.  This will have been confirmed to you when your child’s 
transport arrangements were initially set up.   
 
If you want to change your child’s pick-up or drop-off point (either temporarily or 
permanently), you must apply to us in writing.  
 

14.1     Pick-up and Drop-off Points (from Collection Point) 
 

Where a child has been allocated a collection point for as their pick-up and 
drop-off point, this has been done for several reasons: - 
 
• to encourage and maintain independent travel for children wherever 

possible 
 
• to minimise the journey durations for children travelling on these routes, 

and  
 
• to ensure that the route taken is the most efficient 

 
There will still be some children for whom this collection point arrangement 
is not appropriate and we will ensure that these children are picked up from, 
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and returned to, their home address (for example, those children who have 
a physical disability or a special educational need which would make 
accessing the collection point impossible).  See section (ii) below, for more 
information about home collections. 
 
However, the age of a child will not be a determining factor in our 
assessment of whether a child will be eligible for home pick-ups and drop-
offs, since the LA would expect parents or guardians to accompany their 
child(ren) to and from the collection point. 
 
With regards to the timings and arrangements of pick-ups and drop-offs, 
under the policy we cannot take parental and family circumstances into 
account (this includes whether a parent is unable to accompany a child to 
and from their collection point due to work commitments or taking another 
child to school) and the LA would expect parents to make suitable 
arrangements to provide cover in these cases. 
 
Parents should provide one alternative address (which must be within 1 mile 
from the usual address) wherever possible, to be used in the event that they 
are unable to meet their child from the collection point.  This alternative 
address will be for emergencies only. 
 
14.2    Pick-up and Drop-off Points (from Home Addresses) 
 
Where a child has been allocated a home collection, this has been 
authorised by Council Officers due that individual child’s SEN and/or any 
physical disabilities which may severely limit their ability to access collection 
points.   
 
Parents should provide one alternative address (which must be within 1 mile 
from the usual address) wherever possible, to be used in the event they are 
unable to meet their child.  Again, this alternative address will be for 
emergencies only. 

 
For one-off changes to pick-up or drop-off points, please contact the 
Transport Manager of the company providing transport in writing to request 
the change.  This change can then be authorised, where applicable, by the 
Contracts Officer. 

 
14.3    Timing and Arrangements of Pick-ups and Drop-offs 

 
You should check with the Transport Manager when your child will be picked 
up or dropped off.  The time will be based on the most effective route for the 
vehicle. 
 
Unfortunately, we cannot consider special requests for pick-up and drop-off 
times (please see section 5).  This is to ensure that the routes used are the 
most efficient, in an attempt to cut down on travelling time, cost, pollution 
and to ensure that the service we provide is equal for all children and their 
families. 
 
Due to changes in transport circumstances, it may be necessary for us to 
vary the times of pick-up and drop-off.  In most cases, we will tell you 5 days 
before making any major changes. 
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To keep journey times down, children must be available within 3 minutes of 
the set pick-up time, or you must be available to meet your child within 3 
minutes of the set drop-off time.  We will advise the driver to leave that point 
and move on to the next point after three minutes.  If the transport moves on 
without your child, you are responsible for ensuring that your child gets to 
school safely.  If you are not available at the drop-off point on school-to-
home journeys, your child will be taken to the nearest place of safety (see 
section 17).  
 
If the vehicle arrives early, it will wait until the official set time and will then 
move on after another three minutes if you or your child is not available.  
The driver may decide to wait longer but only if this does not interfere with 
the timing of the onward journey. 
 
If the vehicle arrives after the official collection time (for example, due to bad 
traffic or roadworks in the area), it will still wait 3 minutes and will only move 
on if you or your child are not available within this time.  If the transport is 
already running late, the vehicle will almost certainly not wait any longer 
than 3 minutes. 
 
Ongoing delays caused by parents or children may result in transport help 
being removed or changed. 
 
  
 
 
 
 
 
 
 
 
The driver and escort are not permitted to leave the vehicle in order to knock 
at your house, so you should keep a lookout for when the vehicle arrives.  In 
exceptional circumstances only (for example, if your child travels alone in a 
taxi), the escort may call at the door.  You must agree this beforehand with 
the Transport Manager.  The vehicle can move on after waiting for three 
minutes after the set pick-up or drop-off time. 

 
14.4    Transport Routes 

 
The most cost-effective route will be used at all times.  Bus stops will be 
used where possible to cut down on the number of stops a bus has to make.  
However, individual SEN/physical limitations will be taken into account and 
home stops may be necessary in some cases.  
 
Routes will be reviewed regularly to take into account changes in needs and 
environmental pressures (e.g. changes in road layouts etc). 

 
14.5    Journey Times 

 
We expect children to arrive at school safely and fit to learn, and we 
recognise that journey times should reflect this.  However, traffic congestion 

• If your child is being picked up or dropped off at your home 
address, you are responsible for accompanying your child to 
and from the vehicle.  
 

• When the vehicle arrives, it will not sound the horn (it is 
against the law to sound a horn from a stationary vehicle, see 
Highway Code point 92) 
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in Kingston and surrounding areas means that travelling times can vary 
greatly.  You should use the following times as a guide only and take 
account of day-to-day traffic problems. 
 
For children who travel to schools in Kingston, you should expect journeys 
to normally take an average of 1 hour 15 minutes.  However, this may be 
affected from time to time by traffic pressures and other environmental and 
operational conditions. 
 
For children who travel to schools outside the borough, the distances and 
journey durations vary depending on where the school is. 
 
We will do everything we can to contact schools and parents as soon as we 
are aware of any major delay.  Routes may also change to take account of 
conditions. 
 
 

 
 
 
 
 

14.6    Severe Weather Conditions 
 

In severe weather conditions (for example storms, snow etc), it may be 
necessary to either change or cancel transport arrangements for safety 
reasons.  
 
If you are advised that transport has been cancelled for your child’s morning 
journey, you should assume that the afternoon journey will also be cancelled 
unless advised otherwise by the transport provider.   
 
Parents who have chosen to take their children to school themselves during 
severe weather conditions should ensure that they have confirmed return 
transport arrangements for their child before leaving them at school on that 
day. 

 
15   Absences 

 
If your child is absent from school, for example due to illness, it is the parent’s 
responsibility to contact the transport company immediately.  For long term absences, 
please contact the Contracts Officer (contact details can be found at the back of this 
guide). 
 
In order that the Authority does not get charged for wasted journeys, we ask that all 
parents contact their respective transport company the night before if they know that 
their children will be off ill the following day. 
 
However, we realise that sometimes this is not possible (children often only show 
signs of being ill on the day they are due to travel).  In these cases, the transport 
company should be advised as early as possible on the morning of travel.   
 

Journey times will be kept to a minimum if you make sure that 
your children are available for collection on time, and are met 
promptly at the end of the day. 
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All transport, which is not cancelled in advance of the vehicle arriving at the home 
address, must be paid for by the LA whether or not the child, living at that address, 
boards the vehicle. 
 

 
If a child does not use the transport service in the morning (for any reason) and 
parents arrange to take their child into school themselves later that day, parents must 
forewarn the transport company that their child is now at school, so they know to 
provide return transport for them. 
 

16    Permanent Changes of Home Address 
 
If you chose to move home within the Royal Borough of Kingston, please note that all 
changes of home address should be confirmed to the LA in writing for your child’s 
safety and so that we can continue to provide suitable transport arrangement for your 
child’s needs. 
 
Please also be aware that a change of address is effectively a change in 
circumstances, which may affect your child’s eligibility for transport assistance. 
 
If you chose to move home into another borough, please note that this new borough 
becomes financially responsible for your child’s transport effective from the date they 
receive paperwork relating to your child from this borough. 
 
The Royal Borough of Kingston will work with your new home borough to cover 
transport for your child until your new home borough is able to arrange transport for 
your child themselves.   
 

17   The Nearest Place of Safety 
 
To make sure the LA has proper arrangements in place for an emergency, you must 
provide written details of another responsible local person who your child knows.  
Details must include the emergency contact’s name, full address and phone number, 
and you must provide this before the transport can start.  The emergency contact’s 
address must be within one mile of your home address.  In addition to this contact, the 
following procedures are in place, specific to whether your child attends an in-borough 
or out-borough school: - 
 

17.1 Children who go to Schools Outside the Borough 
 

If the transport calls at the authorised drop-off point and you are not available 
to meet your child, the transport will only wait longer than 3 minutes at the 
driver’s discretion, and even then he will only do this if it does not interfere 
with the journey times for other children due to travel.  
 
If the transport decides to move on, a standard letter will be left at the 
authorised drop-off point to inform you that your child has been taken to your 

Where parents repeatedly fail to cancel transport provision for their child (as a result 
of the child’s illness) before it arrives at the home address, or where a child 
suddenly decides not to travel in transport which has arrived on any given day 
(without any prior notice having been given to the transport company), the child’s 
transport provision will be reviewed and monitored.  Consistent non-cancellation of 
transport provision may lead either to parents being charged for wasted journeys or 
removal of the transport service provided for your child. 
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nominated emergency address.  This letter explains that if nobody is 
available at the emergency address, your child will be taken to the 
appropriate Safeguarding Children’s Team.  The transport phone number 
and the Safeguarding Children’s Team number will be in the letter. 

 
The transport will then drop your child off, at one of the above two addresses 
and inform the LA. 
 
If you contact the transport company, from your home address, before your 
child is dropped-off at one of the 2 other addresses, your child will be 
returned home by the transport. 
 
If there are ongoing instances where you are not available, the case will be 
referred to the appropriate Safeguarding Children’s Team and this may result 
in transport help being removed or changed. 
 
17.2 Children who go to Schools Inside the Borough 

 
If the transport calls at the authorised drop-off point and you are not available 
to meet your child, the transport will only wait longer than three minutes at 
the driver’s discretion, and even then he will only do this if it does not 
interfere with the journey times for other children due to travel. 
 
Since your child attends a school inside the borough, this school will act as 
first point of contact in emergency cases, assuming staff members are still 
present to take care of your child.  If there is nobody available at the school 
to take care of your child, the transport will then attempt to take your child to 
your nominated emergency address.  Lastly, if nobody is available at the 
emergency address, your child will be taken to the appropriate Safeguarding  
Children’s Team.  
 
If the transport decides to move on from the normal drop-off point, transport 
will advise their main head office, who will in turn leave a telephone message 
on your home telephone (where this facility exists) explaining where your 
child has been taken.  The transport number will be communicated to you in 
the message.  If the authorised drop-off point is a bus stop or collection point, 
the transport will follow the same procedure as if the drop-off point were your 
home address. 
 
The transport will drop your child off at one of the three places listed above  
and will tell the LA. 
 
The school will make arrangements to contact you.  If you are still not 
available, your child will be taken firstly to your nominated emergency 
address and, if your emergency contact is not available there, onto the 
Safeguarding Children’s Team.  
 
If you contact the transport company before your child is either returned to 
school, taken to your nominated emergency address, or taken to the 
appropriate Safeguarding Children’s Team, your child will be returned to their 
normal drop off point (although the timing of this drop-off may be at 
considerably later time than normal, and after all other children on board  
have been taken to their drop-off points).  
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18    Extra Journeys 
 
Transport providers are only allowed to make agreed journeys from home to school, 
and from school to home (where the home address is that agreed on the statement, or 
authorised by the LA).  
 
Prior to the start of transport, the LA will tell you what is covered under any transport 
arrangement (for example, transport home every day or once a week).  If you would 
like to request a change to these arrangements, you must write to us.  Help with 
transport does not cover school trips, additional journeys to sports facilities, work 
experience and curriculum or medical appointments.  The LA will not make any 
payments to transport providers for these journeys, and they must be invoiced directly 
to the school or parent, depending on who arranged the journey. 
 

19   Respite and Foster Care Placements 
 
Respite care is a short break away, providing ‘time off’ for children and their parents or 
carers. 
 
In some circumstances, we may be able to offer transport to respite care services in 
order to support carers in maintaining their role.  
 
Please contact us in these cases.  Transport will normally take a minimum of 10 
working days to arrange, and in some special cases may take longer (e.g. where there 
is a need for a specialist vehicle).  
 
It should be noted that, where the LA agrees to support transport to or from respite 
facilities, this transport is in place of the relevant journey to or from the home address 
for that school day and it is ultimately the responsibility of the parents’ to supply the 
dates for respite to the Contracts Officer, on an ongoing basis, at least 5 working days 
in advance of travel. 
 
Availability of transport is not guaranteed and all cases will be considered on an 
individual basis. 
 

20    Extended Schooling 
 
The LA will not normally provide transport for pupils to access extended schooling. In 
these cases, parents will need to make their own arrangements to get their children to 
and from any activity that is outside the school’s normal hours. 
 
In some cases, schools are able to arrange transport and parents may wish to make 
use of these services. However, it should be noted that schools are able to charge 
parents directly for this service at cost. 
 
The LA will only consider providing transport assistance to extended schooling if it is at 
no extra cost to the LA. 
 

Both these procedures are intended for emergency use only, 
and parents should not rely on this facility as a source of 
childcare.  If the facility is seen to be being misused, the child’s 
transport provision will be reviewed and monitored 
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21    Dual Placements / Inclusion 
 
Where a pupil attends more than one school, they may require additional transport 
(such as transport at lunchtimes etc).  The schools will be responsible for arranging 
and paying for the cost of such transport.  Where a pupil is based full-time at a school 
but visits another for inclusion purposes, the school where the pupil is usually based 
will be responsible for arranging and paying for transport.  If the LA Transport Provider 
is used, they will invoice the school direct for any such charges.  These arrangements 
will also apply to pupil referral units.  
 
The LA has the discretion to arrange transport for integration purposes in some cases. 
 

22   Residential Schools / Parent Visits 
 
For pupils who are eligible for transport help to and from boarding schools, the 
following applies: 
 
• We will generally provide help at the start and end of each half-term period 

(depending on the placement this generally totals 12 journeys per year). 
• If your child is a weekly boarder, we will provide transport help at the start and end 

of the school week. 
• Some schools have school buses that pick up from regional bus stops.  We may 

provide help to and from those bus stops for pupils to make their onward journeys. 
• We will not provide help with transport for parents or families to visit the school.  If 

you want to visit (including the first day of school), you must make your own 
arrangements or contact the school.   

 
Where the child attends an out-borough placement, the LA will fund 1 journey per 
academic year, for parents to attend their child’s school for an annual review. 
However, these criteria do not apply in cases where pupils are attending a school 
which was initially chosen by means of parental preference (see section 6 for more 
information). 
 

23   Standards of Behaviour 
 
Any pupil may experience behavioural difficulties as a result of their SEN and the LA 
will work with schools, parents and transport operators to manage instances where the 
pupil exhibits extreme behaviour characteristics.  
 
However, it is recognized that poor behaviour may affect the concentration of the 
driver, or the overall safety of the other pupils or any escort (if one is allocated to that 
run), and in some cases alternative arrangements will need to be made. 
 
In consultation with schools, the LA may be required to issue periods of fixed or 
permanent exclusion from transport. Parents will be responsible for transporting their 
own children during any period of exclusion from transport. The DfES guidance states 
that non-provision of transport during these periods does not mean that the LA is not 
fulfilling its duty, merely that transport arrangements were made but as a result of 
behaviour, had to be removed. 

 

Parents will be responsible for transporting their own children during any period of 
exclusion from transport. 
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Pupils who display unacceptable behaviour, when travelling with other pupils between 
home and school, will not receive a taxi of their own as a result of this behaviour.   
 
The procedure for issuing warning and/or exclusions is set out within the SEN Home to 
School Transport Policy.  
 
No eating, drinking or smoking will be allowed on any vehicle at any time.   
 

24   Pupil Referral Units 
 
The LA expects all children attending pupil referral units to travel between home and 
the unit by bus.  Please see section 2 for further information about free transport on 
London Transport buses. 
 

25   Continuity 
 
We recognise that, for some children with SEN, change can be unsettling.  As a result, 
we will make every effort to ensure that the same escort and/or driver is used on a 
regular basis.  However, this will not always be possible (for example, due to illness, 
holiday entitlement, course attendance etc) and changes may need to be made from 
time to time to ensure the most efficient use of available resources.  The LA will 
always try to provide as much notice as possible as the LA realises that this may 
cause anxiety for some children with SEN. 

 
 
In addition, the LA has a duty to spend public funds in the most appropriate and cost 
effective way.  Routes will be reviewed regularly (particularly during the summer 
holidays) and separate routes, taking children to several different schools, may be 
brought together into one route where appropriate.  These longer, larger routes will be 
reviewed periodically with the respective schools to ensure that concentration and 
attentiveness are not compromised by any change to the journey. 
  

26  Transport Standards 
 
• Transport staff will be polite and make sure that passengers travel safely  
• The driver has ultimate responsibility for the safety of all passengers and will offer 

seating on this basis 
• Drivers and escorts will be trained and will have been checked by the Criminal 

Records Bureau 
• We will provide transport in line with contractual standards and national legislation 
• The vehicle should be on time, wherever possible 
 

All parents and schools are advised to expect some journeys not to be carried out 
by the same team as normal (for the reasons listed above).  In these cases, parents 
or schools must ensure that they take the name of the new escort and/or driver, ask 
to see their identification, and call into their transport company’s headquarters to 
verify that person’s identity. 
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27   Short-term Changes to Transport 
 

27.1 Pupils 
 

Where pupil does not normally receive transport assistance: 
Pupils who have short-term difficulties (e.g. a broken leg or other short-term 
illness) will not automatically be eligible for transport assistance to and from 
school.  It is the parents’ responsibility to make arrangements in these cases.  
However, consideration may be given during national curriculum years 11, 12 
and 13 where the pupil is taking national examinations.  
 
Where pupil receives bus transport provision: 
Where a child receives home to school transport from a private bus 
company, and cannot get to and from a collection point (e.g. due to a broken 
leg or other short-term illness) temporary assistance may be offered as 
replacement for this service.  Although the child’s SEN has not changed, 
temporary physical or medical constraints make it difficult for this child to 
access the service. 
 
Where pupil temporarily changes address:  
Transport assistance will not be provided where a child who usually receives 
assistance moves to a different address in the short-term (e.g. due to family 
circumstances) if that address results in additional transport costs.  The 
parent will be expected to pay any additional costs associated with the short- 
term move, or make their own arrangements. 
 
The LA will only consider transport assistance for pupils with short-term  
difficulties after a period of 2 weeks. 
 
27.2 Parents 

 
Where assistance would not normally be provided: 
If a parent is disabled (or has a short-term illness) and has difficulty in getting 
their child to school, then additional support may be provided by the Health & 
Disabilities Team on 020 8547 6364.  Each case will be considered 
individually. 
 
Parents who have short-term difficulties (e.g. a broken leg or other short-term 
illness) preventing them from being able to take their child to school will not 
be provided with transport assistance in these cases, as transport would not 
normally be provided, if parents were well. 
 
Where the LA has authorised a parental mileage claim: 
Where parents transport a child themselves, and claim mileage 
reimbursements from the LA, this does not mean that their child will no longer 
qualify for other transport assistance (e.g. a taxi).  Temporary assistance may 
be provided in those instances when parents cannot transport for a period of 
time (e.g. due to a broken leg or other short-term illness), because this child 
is normally taken between home and school by car.  Please note that 
transport arrangements can take 5 days to arrange (and where there is a 
need for a specialist vehicle, this may make take longer). 
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Where a pupil receives bus transport provision: 
Where a child receives home to school transport from a private bus 
company, and must be accompanied to and from a collection point by a 
parent (or guardian), no temporary assistance will be offered as replacement 
for this service if a parent (or guardian) is unavailable to take this child to and 
from the collection point (e.g. a broken leg or other short-term illness).   This 
is because the child’s SEN have not changed and the transport service from 
the collection point is still available.  The change in provision, to supply 
extended transport from the home address, has been requested as a result 
of family circumstances. 

 
28   Comments, questions and complaints 

 
We are constantly looking at ways to improve our service and we welcome comments 
from parents, children and school staff on any issues relating to the transport service 
we offer. If you have any complaints, please contact the Transport Manager directly.  
 
• For pupils who have places in taxis 
 
Contact the appropriate Transport Manager (we will give you details in our original 
letter). 
 
• For pupils who travel on the Atkins school bus 
   
Atkins Transport Management   Telephone: 01483 213111 
The RBK Transport Officer    Fax: 01483 213131 
ATM House 
Unit A Burnt Common Centre 
London Road 
Send 
Woking 
Surrey 
GU23 7LN 
 
If the Transport Officer cannot sort out your enquiry, please contact the Contracts 
Officer within our SEN Transport department. 
 

 
 
 

SEN Transport     Telephone: 020 8547 5304 
Room 133      Fax: 020 8547 5235 
Education and Leisure Services   email: sentransport@rbk.kingston.gov.uk 
Guildhall 2     
Kingston upon Thames  
Surrey  
KT1 1EU 
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