
Example transport provider checklist
The template checklist below is designed to be sent to providers, for them to complete and return answering all relevant questions. However, youth work organisations may opt to complete the checklist themselves by conducting a visit to the provider or by asking questions of the provider by other means. Whichever way it is used, the following checklist provides pertinent questions and considerations to ask of a potential provider  

NOTES:  
· A checklist such as this should contribute to, and be an integral part of, the safeguarding process and risk assessment.
· The checklist is provided as a template only and must be customised as required by the youth work organisation. Youth work organisations should ensure that the form captures all information required for their specific needs and make necessary amendments.
· NYA are not responsible for any matters which may arise from the use of this template.

Further to the checklist below, youth work organisations should consider the following, where relevant:  
· Is the provider able to meet the needs of your group and the purpose of the trip / venture, both in terms of the vehicle(s) itself, the driver’s experience and any limitations of service? 
· Does the provider's approach and ethos meet those of your organisation? 
· Is the intended travel worth the time and environmental impact considering the intended learning outcomes / purpose of the trip / venture? 
· Does the provider represent good value, in terms of finance, safety, comfort, convenience and overall service?
· Are the terms and conditions of booking acceptable, including cancellation?
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Provider Details

	Company name and address:
	 



	Email address and telephone number of transport company:
	 



Provider General Information

	Does your company hold a valid Public Service Vehicle Licence issued within the United Kingdom, and it is valid for international travel (if applicable)?
This can be checked at www.gov.uk/find-vehicle-operators 
	 

	Do you have public liability insurance? If yes, please specify the indemnity limit and expiry date. Please attach a copy to your return email.
	 

	Do you also hold valid insurances for all vehicles and employer’s liability? 
	

	Does your company have any other external accreditation, or has it been audited by any other body (e.g. CoachMarque, Guild of British Coach Operators etc)? Please specify which accreditation, if so and provide evidence, if possible.
	 

	What is the age of the oldest vehicle you’ll use for our trips. What is the registration number of this vehicle?
	 

	Please provide a copy of your current ‘Operator Compliance Risk Score’ (OCRS), which you can obtain from the Driver and Vehicle Standards Agency (DVSA).
	 

	Please can you also confirm the first-time pass rate in your vehicles’ ‘annual tests’ (MOT).
	 

	Do you have a documented risk assessment covering passenger-carrying vehicles? Please attach a copy of this or insert a link to it.
	 

	What sort of safety back-up does your company provide? For instance, if a coach provided to us is unserviceable or there is an incident during travel, what support could you make available to us?
	 

	If you do not have vehicle availability on the day that we need it, would you ever out-source to another company? If so, what checks would you carry out on them to make sure they’re safe?
	

	Do you work with any other youth work organisations or schools? If so, please provide at least one reference.
	

	Do you have a contract to provide transport services for any Local Authority? If so, please can you state which one(s).
	

	What additional control measures do you put in place when taking coaches overseas? (e.g. equipment carried, additional drivers etc)
	

	Do you have any other comments?
	




Vehicles

	Are all vehicles roadworthy and do they meet both UK and European (if required) regulations?
	 

	How often do vehicles undergo maintenance and safety checks?
Do drivers perform a daily walkaround check of each vehicle?
	 

	Do all the seats have seat belts? Are they 2 point or 3 point seatbelts?
	 

	Are the aisles and exits labelled clearly?
	 

	What safety equipment is carried (e.g. first aid kit, fire extinguisher, torches etc)
	 

	Are you coaches accessible? Can they accommodate wheelchair users and others with mobility impairments? 
	

	Are you vehicles equipped for travel in winter conditions? If so, what equipment is carried? (if applicable)
	

	Do you have any other comments?
	



Drivers

	Are all drivers correctly licensed and do they all have DBS checks?
	

	Do all drivers carry a valid Driver Certificate of Professional Competence (CPC) and will this be available for inspection?
	

	Does your company run training so that drivers are aware of their roles and responsibilities and your company’s safety procedures? What else is covered in this training?
	 

	Does your company have documented evidence that drivers’ hours are properly regulated in accordance with national requirements and regulations?
	 

	How are drivers assessed for their suitability for driving overseas?
	 

	Are drivers trained and experienced in driving in expected conditions? (i.e. mountain roads, winter conditions, driving on the right etc?)
	

	Have drivers received training to operate with groups of young people?
	 

	Do drivers have a set of emergency procedures to follow? How does the company ensure the drivers know these procedures or have access to them?
	 

	Do you have any other comments?
	



	Completed by (Transport Provider):
	 

	Name and position:
	 

	Signature:
	 

	Date:
	 



	Approved by (Youth work organisation):
	 

	Name and position:
	 

	Signature:
	 

	Date:
	 

	Review date:
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