
 
 
 
 

Submission of Compliance Information 

The Council requires evidence that you are providing a fully compliant operation. 

Partly this will be done by undertaking unannounced spot checks and monitoring 
exercises outside schools/day centres and along the length of school transport 

routes, but it is also necessary for you to submit compliance information on a 
regular basis. The Council will carry out pre-arranged audits on the information 

submitted from time to time. 

Below is an example of the Excel spreadsheet that needs to be completed by all 
transport providers. It will enable you to keep track of renewal dates for DBS 

checks, MOTs, Licencing, and Insurance in a simple way. 

Every operator will be emailed one calendar month before the start of each school 
term with a blank compliance spreadsheet attached. This is a reminder that their 

individual compliance sheets are to be submitted with all tabs fully completed with 

all details by the start of the next term. 

When complete you are to email the compliance sheet to:  

mailto:transportcompliance@northumberland.gov.uk 

By the beginning of each school term (three in total per academic year).  

However, if you are a new contractor and are successful at the mini-competition 
stage at winning a contract for the first time, then you will be required to supply 

the following information prior to the commencement of the contract. If it is not 

supplied within the timescales specified by the County Council, the contract offer 

may be withdrawn and awarded to another operator. 

The details required from all operators are as follows: 

• Operator Details 

• Motor and Public Liability Insurance Details 

• Operator PSV/Private Hire/Hackney Licence Details 

• Vehicle Fleet Details 

• Vehicle Age Compliance Extensions 

• Personnel (Only personnel identified on the spreadsheet are allowed to work 
on Northumberland County Council's passenger transport contracts.) 

• SEN/Adult/Child Social Care Transport Routes (Vehicle and Personnel 
Deployed Details) 

mailto:transportcompliance@northumberland.gov.uk


 
 
 

• Personnel Training Records (As required for transport route contracts) 

You can make amendments to the Excel spreadsheet at any time and feel free to 

submit it as often as you like BUT you must submit the sheet at the beginning of 

each SCHOOL TERM regardless. 

NOTE 

In addition to returning this fully completed Compliance Sheet, transport providers 
who are  contracted to operate Special Educational Needs Transport or Social 

Services Transport still need to inform us in advance (or at the very latest on the 

same day) of any changes to the vehicle or personnel deployed on these routes as 
per the Conditions of Contract that accompanied the award of work for these client 

groups. 

 

 



 
 
 

 

 

 

 

 

 



 
 
 

 

 



 
 
 

 

 



 
 
 

 


