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A Parent’s Guide to 

School Transport 

For Children With  

Special Educational Needs 

 
 

 
 
 
 
 
 
 
 
 
 

Overview 

We are able to offer help in some circumstances if the child has a Statement of Special Educational 

Needs or an Education, Health and Care Plan. We will consider distances and will also look at the 

child’s special needs before we decide whether to provide help with transport and what form the 

transport help should take. 

Where we have agreed to provide assistance with transport, this document offers some guidance as 

to which journeys will be covered by transport assistance, standards of behaviour expected on 

transport and arrangements for picking up and dropping off your child. 
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Whose responsibility is it to get my child to school? 

It is the responsibility of parents and guardians to ensure that children attend school under section 

444 of the Education Act 1996, and this includes making the necessary travel arrangements to and 

from school. 

However, under section 509 of the Act, local authorities have a power to offer assistance with travel 

based on individual circumstances. Where the local authority does offer assistance with travel, this is 

only provided for journeys to and from the child’s school for attendance in normal school hours. 

Who is entitled to transport? 

Sutton’s policy is to provide or arrange transport assistance to and from the nearest suitable school 

for any pupil who lives in the Borough if the shortest reasonable walking route would be over three 

miles (or two miles for pupils aged under eight years). 

Children with Statements of Special Educational Needs may be provided with transport if they live 

within this distance, but it is not an automatic right. The following criteria will be used to determine 

whether provision of transport is appropriate:  

 The age of the pupil and the distance between the pupil’s home and the nearest suitable 

school.  

 The Special Educational Needs of the pupil.  

 The type of school provision being made for the pupil.  

 Whether the pupil has physical, medical, or communication difficulties that would prevent 

them from safely using public transport.  

 Whether suitable public transport is available (e.g. for wheelchairs, specialist seating etc).  

 Whether the pupil may be vulnerable and at risk of danger, or would be a danger to others, 

if they use public or other transport.  

 Whether the Principal Physician for Child Health confirms that transport is required on 

medical grounds.  

 Whether the pupil’s needs prevent the parents from providing transport.  

 If the Educational Welfare Officer or Head Teacher can provide evidence that transport is 

necessary to ensure regular attendance.  

 The efficient use of the Authority’s resources.  

 Any other individual circumstance 

 

The above list is for guidance only, and satisfaction of one or more of the criteria does not 

automatically allow entitlement to transport assistance. Each case will be reviewed on its individual 

merits. 

Eligibility for transport assistance is based on the needs of the child, and the authority does not take 

into account family circumstances such as parents’ employment responsibilities. The authority may 

take family circumstances into account when considering the type of assistance to be provided. 

However, the efficient utilisation of Sutton’s resources (including routings) will always take 

precedence. 



4 
 

 

How long does it take to arrange transport once it is agreed? 

Once we receive your transport application, we will make a decision about eligibility for transport as 

quickly as possible. 

If transport is agreed, it generally takes no more than ten working days to arrange suitable transport 

for your child, though transport may be arranged more quickly if your child can join an existing 

route. 

It may take longer if your child requires a passenger assistant, particularly if the passenger assistant 

needs specialist training e.g. to administer rectal Valium or buccal midazolam. It may also take 

longer if your child travels in a wheelchair, as these vehicles can be more difficult to source. 

If the school place is available for your child before transport can be arranged, you may be asked to 

transport your child to school on a temporary basis. 

How much will transport cost me? 

If the authority agrees to assist with transport, you will not be charged anything for the 

arrangements. 

In some cases, where Sutton has not agreed to assist with transport but has offered an available 

space on an existing vehicle, you will be charged an equal share of the cost of the bus or taxi. We 

would let you know in advance how much this would cost. 

What journeys will the authority provide assistance with transport for? 

Transport providers are allowed to make agreed journeys at the normal school times from Home to 

School, and from School to Home only (where the home address is that on the statement, or 

otherwise authorised by the authority) or, in the case of bus journeys, to and from the specified 

stop. 

What journeys will the authority not provide assistance with transport for? 

No additional journeys can be made under the terms of SEN Transport Provision. This includes:  

 school trips and journeys  

 additional journeys to sports facilities, breakfast clubs and after school clubs or meetings  

 parents’ evenings  

 dental or hospital appointments  

 medical, clinical, psychiatric or therapy appointments (unless specified in a child’s statement 

or plan) 

 arrangements to deliver your child to another address (other than for respite care)  

 if a child has to be collected from school because of illness 

 

In these circumstances, it is the parents’ responsibility to arrange transport. 
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What if I need to change arrangements? 

Any proposed changes to transport arrangements must be agreed in advance by the authority. 

Parents must not ask contractors to alter arrangements. Any queries must be directed to the 

Children’s Transport Team at the address and phone number given at the back of this guide. 

What if transport arrangements are not convenient? 

If arrangements are not suitable for your child and he / she is not arriving at school at the necessary 

time, we will make changes as required. 

In other circumstances, it is unlikely that we will be able to arrange for your child to be picked up 

earlier or later. Most vehicles run closely to time and are required to transport several children; 

small changes at one point may make the journey excessively long or otherwise unreasonable for 

other children. 

In particular, we cannot rearrange transport times to make allowances for parents’ working hours. 

What if my child is ill (or not attending school for another reason)? 

Please do not send your child to school if he/she is unwell. 

In your initial letter from the Sutton Transport team, you will have been provided with a contact 

number for the passenger assistant or the contractor. Please notify the passenger assistant or 

contractor as early as possible. When your child is ready to return to school, please contact the 

passenger assistant or contractor again.  

If your child does not attend school for an extended period, we may ask you to complete another 

application form to update our records. 

What if transport is delayed? 

Sutton is a densely populated area and transport delays can occur. Nevertheless, Council vehicles do 

run closely to time. If we expect that a vehicle will be substantially delayed, we will attempt to 

contact parents / guardians, and keep schools updated with this information. 

If you regularly have trouble with agreed collection and return times not being met, please contact 

People Transport at the address / phone number on the last page of this guide. 

What if I move house, or my child changes school? 

Transport is agreed between your home address and your child’s school. If either of these changes, 
we will ask you to reapply for assistance with transport. 
 
What if the authority needs to change transport arrangements? 

From time to time we may need to change the transport arrangements for your child. This may be 

necessary if other pupils join or leave the route, there is a change of provider or your child has not 

been able to settle on a particular route.  
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Morning (collection) procedure 

All parents / guardians will be notified of the mode of transport, details of the transport provider, 

details of the driver (and passenger assistant if appropriate), pick-up times and pick-up points. 

Please try to have your child ready for the transport at least five minutes before the normal pick-up 

time. If a child is not present at the pick-up point, or is not ready, the vehicle will wait a maximum of 

5 minutes after the usual pick-up time before moving off. 

It is then the responsibility of the parent / guardian to ensure the child attends school and to pay any 

costs incurred for alternative transport. 

If your child has a particular need on a specific day, please advise the passenger assistant or driver so 

they can help your child as necessary. 

 

Afternoon (return) procedure 

All parents / guardians will be notified of the return times and drop off points. You must be available 

to receive your child when s/he returns home. No child will be left alone, unless we have previous 

written authorisation from you and it is judged safe to do so. 

If a responsible person is not present at the home address or other return point, the vehicle will wait 

a maximum of 5 minutes before continuing its journey to drop off other children. When all other 

children have been delivered home, the vehicle will return to your child’s address / drop-off point. 

If there is still no one available to receive the passenger when we return at the end of the route and 

we have a nearby alternative address of a responsible adult provided by you in writing for your child, 

we will attempt to drop him/her there. We will telephone first to ensure that someone is available 

to care for your child and we will leave a note to let you know where your child has been taken. It 

will be your responsibility to collect your child from this address. 

If there is no alternative address available, your child will be taken to Sutton Family Centre to be 

cared for. We will leave a note to explain what has happened so that you can make your own 

arrangements to collect your child from Sutton Family Centre. 

If your child has not been collected from Sutton Family Centre by 6:30 pm, the Council’s Duty Social 

Worker will be informed and s/he will consider whether to organise emergency care arrangements. 

You will be expected to meet any additional costs that arise as a result of you not being available to 

meet your child at the normal time. This will include additional journey costs and care costs. 
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What arrangements are made for my child’s safety? 

Your child’s safety and welfare are of paramount importance. Key features of our transport provision 

include: 

 All drivers and passenger assistants, whether employed by Sutton or by a contractor, have 

been the subject of an appropriate enhanced Disclosure and Barring Service (DBS) check.  

 Drivers and passenger assistants carry identity cards  

 Drivers, passenger assistants and contractors are aware of their duties, particularly in 

emergency situations  

 Seat belts are provided on all vehicles and children must wear them. Special harnesses will 

be provided if required 

 Child car seats will be provided for younger children in accordance with legislation  

 All vehicles carry mobile telephones  

 Individual Health Plans are carried for children with significant medical conditions  

 All vehicles operate to stringent safety requirements 

 We send quality surveys to a random sample of families and schools each term, to improve 

our service delivery. 

 
What behaviour is expected on vehicles? 

Drivers, passenger assistants and children are expected to be courteous and to treat each other with 

respect. 

Please ensure, as far as possible, that your child understands the standard of behaviour that is 

expected of him / her whilst travelling to and from school 

Children must:  

 wear seatbelts at all times  

 not stand up or open doors whilst the vehicle is moving  

 not smoke on school transport  

 not drop litter in vehicles  

 not eat on school transport  

 only use personal stereos/radios with headphones  

 not distract the driver in any way  

 not behave in such a way as to cause risk to him or herself, any other children or adults on 

the vehicle or any member of the public  

 follow instructions given by the passenger assistant and/or driver 

 

Parents / guardians will be held responsible for damage caused to vehicles by their children. 

In extreme cases, it may be necessary to suspend or withdraw transport because of behaviour. In 

such a case, you would be expected to make your own arrangements to get your child to and from 

school.  
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Useful Contacts 

 

Transport is arranged and managed by the Children’s Transport Team: 

 

Children’s Transport Team 

The Grove 

CARSHALTON 

Surrey  

SM5 3AL 

 

Tel: 020 8770 6594 (a voicemail system operates out of office hours) 

 

 

 

If your child has been taken to Sutton Family Centre: 

 

Sutton Family Centre 

Sutton West Centre 

Robin Hood Lane 

SUTTON 

SM1 2SD 

 

Tel: 020 8770 5739 

 


