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GUIDANCE NOTE 

TRAFFIC MANAGEMENT ARRANGEMENTS AT SCHOOL 

 
Mabwysiadu ar  / Policy Approved on.....19 .Tach / Nov 2025 

 

Cadeirydd / Chair of Governors ......................... ................................................. 

 

Headteacher / Pennaeth................................................... ................... 

 

Regulations 

Health & Safety at Work etc. Act 1974 and associated regulations mentioned in the text. 

 

Headteachers should ensure that this guidance is given to the Heads of Departments and 

that it is copied and given to the subject teachers, technicians, other appropriate staff 

including Health & Safety Representatives and Governors 

Contact  

Corporate Health and Safety Section 

Tel No: 01639 763950 

E-mail : healthandsafety@npt.gov.uk  

1. Risk Assessment 

The Management of the Health and Safety at Work Regulations require employers 

to undertake risk assessments on all activities where there is foreseeable risk. 

Therefore, there is a statutory requirement to undertake a risk assessment on the 

traffic management at your site. 

The risk assessment should identify: - 

❖ All significant hazards 

❖ All persons at risk 

❖ What control measures are in place to control the risk 

1.1 The significant findings of your risk assessment must be recorded and include the 

arrangements for effective traffic management. 

1.2 These arrangements take into account previous practical experiences and consider 

the information included in the guidance provided by the Local Authority. 

1.3  The risk assessment must be reviewed: 

mailto:healthandsafety@npt.gov.uk
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- following an incident,  

- when factors change or   

- it is no longer valid. 

1.4 Things to consider when reviewing a risk assessment are;   

- new staff,  

- new or altered buildings/facilities  

- changes to the layout of the site.  

2. Vehicles on site 

All vehicle drivers authorised to enter the site must be informed of the need to 

exercise extreme caution during access and egress of the site. No vehicles should 

come on to the site without the prior knowledge of the headteacher or his 

representative. All vehicles entering the site will comply with strict procedure as 

directed by the headteacher or his representative. 

3. Parent’s vehicles 

3.1 Parents may not park on school grounds during school hours. When dropping off 

or picking up their children they should be advised to park outside the school or 

where at all possible encouraged to walk their children to and from school. This is 

safely done in the mornings via the school’s “Safe Routes to Schools – Walking 

Bus” initiative which leaves Cwmgors RFC car park at 8.45a.m. and is lead by a 

mixture of CRB checked staff and volunteers. 

3.2 Bringing vehicles onto the site is strictly prohibited unless express permission is 

obtained from and appropriate arrangements made with the headteacher or his 

representative. In such cases, parents must accept and adhere strictly to direction 

and instruction from the headteacher or his representative when making 

arrangements to visit the school during school hours. 

 

4. Staff vehicles 

4.1 Arrangements should be made for staff parking their vehicles on the school site to 

ensure that their access and egress does not put pedestrians at risk. 

4.2 Some points to consider are: - 

❖ Staff must park in the allocated area. 

❖ Staff using the site car park must arrive and leave at pre-determined times to 

ensure that the minimum numbers of pedestrians are on site at the start and 

end of the day.  
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❖ If staff arrive late then they must not bring their vehicle onto site until all the 

pupils are safely inside the building. 

5. Buses, minibuses and taxis. 

5.1 Where buses, minibuses or taxis enter the site to collect or deliver passengers the 

contractor must be informed of the following: - 

❖ The location of the parking area and the requirement to use them. 

❖ The speed limit on site. 

❖ The time they are expected to deliver and collect the passengers. 

❖ Any changes to the above arrangements. 

This information should be included in the documents during the Tender for Transport 

provision 

5.2 Pupils using buses, minibuses or taxis on site must be informed of the correct 

procedures and should be closely supervised by an authorised adult. 

6. Delivery vehicles 

Deliveries should be arranged so as not to coincide with the start/end of the day 

and break/lunchtimes. 

7. Visitors/ Contractors vehicles 

Visitors/ Contractors should arrange to visit the site by appointment and they must 

be informed not to arrive or depart at the start/end of the day or break/lunchtime 

when there may be pedestrian traffic. 

8. Building works vehicles 

8.1 Where significant works are proposed the vehicle access and working 

arrangements must be discussed and agreed at the feasibility stage between 

Headteacher and Contractor.  

8.2 Where possible, arrangements should be made to dedicate one particular vehicle 

entrance for construction traffic only. When this is not possible then the time the 

construction vehicles enter site needs to be agreed with the headteacher and 

closely supervised by a responsible person. 

8.3 The amended site access arrangements need to be recorded and communicated to 

all site users. 

9. Emergency Access 

If a vehicle has to be driven through the playground it should be done when the 

playground is free from pupils. If this is not possible due to exceptional 

circumstances, then vehicles should be driven slowly through the playground 

whilst sounding the horn and activating their hazard warning lights to alert all in 
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the area. A nominated member of school staff must clear the vehicle’s route in 

advance. 

10. Cycles 

Cyclists must dismount before entering the school premises and park the cycle in 

the agreed place. Cycles must be pushed off site when leaving. 

11. Parking 

A regular review of parking arrangements should be undertaken to consider if: 

❖ There are a suitable number of parking spaces for the vehicles permitted on 

site. 

❖ There are sufficient and separate parking spaces for deliveries, buses, and 

minibuses taxis. 

❖ The parking spaces are in appropriate places. 

❖ The position of the spaces hinders access to/egress from the building. 

❖ Vehicles have to cross pedestrian routes to access them. 

❖ The route allows suitable access for emergency vehicles. 

❖ The parking area is in a suitable condition. 

❖ You permit parents to park on the site. 

❖ You have arrangements for visitor parking. 

❖ You have arrangements for disabled parking. 

12. Pupils 

12.1  Pupils need to be made aware that parking areas are strictly out of bounds to them. 

12.2 Pupils must not be asked to collect or carry things from staff vehicles unless a 

member of staff accompanies them.  

12.3 Pupils must not be allowed to open/close the school gates to allow vehicles 

access/egress.  

13. Physical Control Measures 

13.1 Signage 

The installation of appropriate signage needs to be considered such as: - 

❖ Speed limit signs (5mph). 

❖ Warning notices at entrances stating that only authorised vehicles are 

permitted on site. 
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❖ Warning notices highlighting that children might be at play and the need to 

exercise caution. 

❖ Signage indicating the route to the car park. 

❖ Signage indicating where deliveries are to be made. 

❖ Signage to close the gates on leaving. 

(Signs used in connection with traffic should where possible comply with the 

Highway Code). 

13.2 Speed humps 

The installation of speed humps at appropriate positions within the site can be used 

to control the speed of vehicles on the site. (Speed humps need to be supplemented 

with suitable warning notices and road markings but are not installed on site at 

present). 

13.3 Fencing 

13.3.1 There is appropriate fencing at strategic points of the site where the segregation of 

Children /pedestrians and vehicles is deemed necessary. There is also continuous 

boundary fencing. 

13.3.2 Temporary barriers will be utilised to control pedestrian and vehicular traffic in 

appropriate circumstances. 

13.5 Gates 

All school gates are locked at the start and end of the school day, at break and 

lunchtimes. They are only opened to allow arrival and departure at the beginning 

and end of each school day. The opening of gates in cases of emergencies is the 

responsibility of the headteacher or his representative.  

13.6 Footways 

Pedestrian footways are maintained in good condition.  The school ensures that 

they are free from obstruction, overhanging vegetation and moss.   

14. Supervision 

All members of classroom staff supervise the daily arrival and departure of pupils 

to and from the school. 

15. Poor visibility 

Where the visibility is poor then we ensure: - 

❖ adequate lighting for traffic routes and footpaths, 

❖ all staff undertaking supervisory roles being provided with high visibility 

waistcoats, 
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❖ the encouraging of pupils to carry/wear reflective safety products/clothing, 

16. Access to and from School 

16.1 This school suffers from severe vehicle congestion problems close to and 

surrounding the premises. Parents who drop off and pick up their children by car 

cause much of the congestion. 

In order to address this issue and in an attempt to reduce the congestion, the school 

encourages and promotes the following good practice: 

❖ walking and cycling to school, 

❖ liaison with local Police/Parking Attendants regarding enforcement. 

❖ liaising with the Local Authority regarding remedial measures (speed limits, 

road markings, traffic calming, etc). 

❖ notification to parents of the dangers and problems associated with congestion 

at school entrances by letter and word of mouth, 

❖ car sharing to reduce the number of vehicles outside the site.   

16.2 A record is kept of traffic incidents that occur both on and off site in the vicinity of 

the school. These records may help Police with their enquires or the Local 

Authority may use them to support the introduction of remedial measures. 

20. Useful contacts 

Traffic management advice. 

Corporate Health and Safety Section    01639 763950 

On site premises development. 

Capital Programme and Premises Development Section 01639 763619 

Remedial highway measures in the school vicinity. 

Traffic Section       01639 686486 

Road Safety Education, Safe routes to school, child pedestrian training, school 

crossing patrol, integrated transport, cycle proficiency, school travel plans. 

Road Safety        01639 686579 

Design of signs, road markings, footways, safe routes to schools, fencing, crossing 

facilities etc 

Design Section       01639 686457 
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