
Guidance on appropriate evidence for under-distance and out of policy requests for transport 

 

When processing a Transport Order Form, it is important that as much information as possible is given so that the 
request can be actioned in a reasonable timeframe. The SEN Transport team requires 10 working days from the 
receipt of ALL information to process requests. Where details or evidence is missing this can delay transport being 
set up.  

Medical Conditions 

Where the request for transport is related to the student’s medical condition evidence will be required to 
demonstrate why the condition means that the student is unable to walk to school accompanied as necessary. 

Evidence can be submitted from a medical professional (i.e. Doctor, Consultant, Paediatrician etc) but must show 
adequate detail and the reasons why the student is unable to walk to school accompanied as necessary. 

Individual Transport 

All requests for individual transport must be submitted with detailed supporting evidence from the school/provision 
that the student attends.  If the reason is due to the student’s medical condition the evidence must be from a 
medical professional. 

Passenger Assistants (PA’s) and drivers 

Passenger Assistants are not automatically assigned to every vehicle, if a PA is required on a vehicle please give the 
reason on the transport order form.   

If a male or female driver is specifically required, please detail the reason on the transport order form. 

Ability to accompany 

Where students can walk to school Suffolk County Council expects that the student will be accompanied as 
necessary by a responsible adult.  If the parent/carer is unable to accompany the details of this must be given at the 
time of the request along with any relevant medical evidence. 

Low Income (Education and Inspections Act) 

If you think that a student maybe entitled to transport due to low income, full details can be found at 
http://www.suffolkonboard.com/home-to-school-transport/free-home-to-school-transport/ or by calling 01473 
265637. 

Exceptional Circumstances 

If there are exceptional circumstances that you feel must be taken into consideration, please put as much detail on 
the form as possible to that this can be considered at the time of processing for form. 

 

If you have any question on completing the Transport Order Form, please contact the Special Educational Needs 
Transport team on 01473 265065. 
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