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	Post Title
	Driver 

	JE Reference 
	X90
	Grade 
	D
	SCP Range
	9-11


Reporting line:




Job Purpose:
To be part of a team of drivers providing a safe and secure transport service to mainstream schools, school for children with SEND needs, Colleges, adult day services and any other locations as required.  Drivers are to provide a very high standard providing a quality service and always ensuring safeguarding for passengers.  To drive a range of vehicles from 1 to 30 seats.
Relationships:

Accountable to:
Transport Manager
Accountable for: 
N/A

General Contacts:
The post holder will be in regular contact with transport services team, children, passengers, parents, carers, other Drivers and Passenger Assistants, schools, college and day centre staff. In general Drivers will report to the team leaders for daily duties.
Key duties and responsibilities:

1. To transport adult and child passengers from their homes, care facility to and from their day care centre, school/education or other site as required by the service. You are required to support those passengers who are vulnerable or have additional needs. 
2. Routine maintenance of full vehicle records and completion of through vehicle checks pre and post journey. Liaising with maintenance teams to ensure any defects are reported and resolved. Ensuring that all relevant maintenance paperwork is completed at time of check. 
3. To work with and support passenger assistants, where allocated, to ensure that the needs of passengers are met. 
4. To support passengers with disabilities with their safe boarding and alighting from the vehicle, supporting them from home to centre and return as necessary. To open and lock premises as appropriate and to ensure the safe keeping of keys provided including the use of a lock box. 
5. To administer prescribed medication as and when required. Handle and administer emergency medication as required following training. Ensure that all waste materials / biohazards / sharps are disposed of safely. Report the administration of medication to the appropriate authority. 
6. To manage the social / emotional and behavioural issues during the course of the journey to and from school / centre. Reporting any concerns to the relevant professional / family member and line management as required. 
7. To treat information gathered in the course of your duties confidential except in the instances of Safeguarding concerns when this should be reported to the relevant person within the authority as soon as practically possible. 
8. To operate all auxiliary equipment fitted to vehicles such as lifts, ramps, steps, radios, wheelchair clams/harnesses and restrains in a safe and proper manner. Ensure any defects are reported immediately.
9. To be responsible for your own, fellow employees, passengers and members of the public health and safety whilst at work. To ensure the vehicle is equipped with a first aid box and fire extinguisher and other relevant safety equipment. 
10. Provide support and assistance for service users and passengers and reporting any concerns in a timely manner using the incident reporting form. 
11. Ensure that safeguarding training remains in date and all safeguarding concerns are reported immediately to the relevant authority. Positively promote the welfare of children, young people, and vulnerable adults to ensure that it is recognised that Safeguarding is everyone’s responsibility: and to engage in appropriate training and development opportunities which enhance an individual's knowledge and skills in responding to children, young people and vulnerable adults who may be in need of safeguarding. 
12. Liaise with family members and professionals to facilitate relevant home to school / day centre communication (including written) and providing situational awareness when required. 
13. To provide excellent customer service and the highest standard of care and consideration in transporting our vulnerable passengers. Utilise interpersonal skills to deescalate difficult and challenging situations that may arise prior, during and following the journey. 
14. To ensure the safe removal and replacement of seating within the buses when necessary. Immediately reporting any defects. 
15. At all times perform the role to the standards outlined in the Code of Practice for Drivers and Handbook for Fleet Drivers. 
16. Comply with regulations and requirements for your driving licence and those set by the traffic commissioner. Remain in date for your continuous professional development as a professional driver. Report and change of circumstances immediately to line management. 
17. To ensure safe pedestrian, passenger, and vehicular passage when boarding and alighting passengers from the vehicle.  
18. On an ad hoc basis, Drivers may be required to collect cash from schools or parents for replacement, lost or stolen bus passes. 
19. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality and Diversity Policy. 
20. Provide line management with information, data, and insight in relation to routes and other issues impacting on the service. Liaise with line management to achieve best value for money for the authority through effective route planning and other cost saving endeavours such as reducing fuel consumption. 
21. Comply with the authorities Health and Safety policy and report all accidents and near misses immediately. 
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures.
3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.
7. To ensure the highest standards of customer care are met at all times.
8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.
9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	POST TITLE
	GRADE

	Driver
	D


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Up to 2 years’ experience
· Experience of providing high standards of customer service to the public (parents/carers) and external service providers
· Experience in working with children and adults with learning difficulties/SEND needs
	· Experience of driving buses 16 to 30 seats
· Knowledge of health and safety at work

· Knowledge of safeguarding
	A, I

	SKILLS AND ABILITIES
	· Ability to work with a range of passengers with disabilities and sometime challenging behaviour.

· Ability to deal with occasional challenging behaviour / health issues (for example seizures allergic reactions) from passengers administering basic emergency medication / techniques for which training will be provided.

· Able to carry out work with minimum amount of supervision.

· Ability to work to instruction and carry out tasks as defined.

· Good written and verbal communication skills

· Reliable with excellent time keeping and the ability to operate to set times e.g., bus timetables.
· Ability to handle cash / collect fares / reconcile takings.
· Ability to operate ticket machines.
	· Relevant local knowledge
	A, I, R

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Licence to drive Passenger Service Vehicles (category D or D1) 
· Current driving licence
· Knowledge of the Highway Code
· Basic level of academic skill

· Good level of communication
	· Driver CPC


	A, I, C

	OTHER REQUIREMENTS
	· Understanding of the importance of safeguarding of vulnerable children and adults

· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours e.g., irregular hours, weekends, and evenings.

· Commitment to own continuous personal and professional development.

· Strong team player, committed to an ethos of continuous improvement.

· Commitment to further training to improve driving and personal skills.
· Willingness to attend specialist courses.

· Capable of good working relationships

· Willingness to be proactive and positive with determination to achieve targets.

· Work as a team member

· Proven ability to respond to internal and external pressures of the job including complex customer concerns.

· Proven ability of ensuring that deadlines are met and work is prioritised accordingly.

· Friendly and approachable
	· Evidence of own continuous personal and professional development


	A, I, C

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users.
	· Evidence of having completed training in equality and diversity awareness
	A, I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service. 


	· Evidence of surpassing customer expectations or service targets / goals
	A, I 


METHOD OF ASSESSMENT: (*M.O.A.) A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE R = REFERENCE
Job Description & Person Specification





Transport Manager





Driver 





N/A
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