
SCHOOL MINIBUS – INSURANCE CLAIMS PROCESS 
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The following flowchart explains what to do in the event of your school minibus being damaged.  All 
accidents and incidents must be reported to the council’s Risk & Insurance Services Section at the earliest 
opportunity (insurance@southampton.gov.uk or 023 8083 2381 / 2093 / 2835) particularly if any persons 
were injured and/or another vehicle was involved.  Travelers Insurance Company are the council’s motor 
insurers from 1st April 2020.      
 

 

 

 

 

 

 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

NOTE: For emergency situations an out of hours claim can be reported direct to insurers via their Claims 
Hotline on 0800 587 8388 or to reportaclaim@travelers.com.  Please note however that it must also be 
reported to SCC Risk & Insurance Services as soon as possible. 

Minibus damaged 

Windscreen 
only? 

School contact SCC Insurance 
Services to discuss the extent of the 
damage and the required repairs 

School to obtain at least two repair 
quotes or alternatively take to 
Travelers approved vehicle repairer* 

School to arrange for 
repairs using a provider 

of their choice   
 
 

 

     
 

 

Return completed 
claim form together 
with copy invoice to 
insurance mailbox 

Is minibus 
driveable? 

 
 

Notify SCC Insurance Services of incident who 
will issue an Insurance Claim Form to the school 

If required roadside recovery can be 
provided by Auto Response Logistics 
01604 496852 (who are Travelers 
approved supplier) to the insurers’ 
approved vehicle repairer* or the 
schools preferred garage.   

Repairs undertaken and minibus 
collected by/returned to school  

Payment of repair invoice either settled direct 
between approved repairer or via Travelers/SCC 
Insurance Services (less the policy excess) 

NOTE: A £100 excess applies to all ‘own damage’ claims 
with the exception of windscreen/glass claims   

 

YES NO
 

Extent and cost of repairs agreed 
between Travelers, SCC Insurance 
Services and the school as necessary 

Return completed 
claim form to SCC 
Insurance mailbox 

School reimbursed 
re cost of repair  

* Insurers approved vehicle repairer:  
AD Williams 
Ashley Crescent 
Southampton 
023 8235 3000 
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