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	Post title

	Minibus Driver

	Job Evaluation

	N11006

	Grade

	2

	Service

	Schools

	Service area

	Durham Trinity School and Sports College

	Reporting to

	Head Teacher/Premises Manager


	Location

	Durham Trinity School and Sports College, Dunholme Close, Aykley Heads, Durham, DH1 5WB

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure



Description Of Role 
· This is an exciting opportunity to join a busy Premises Team.   
· The Premises Team’s main responsibility is to provide a clean, safe, healthy and temperate environment in which all students and staff can thrive and prosper. 
· The Team facilitates the delivery of repairs, maintenance, condition surveys, grounds maintenance and works projects throughout the School site.   
· This role includes driving a school minibus and responsibility for the safe operation of the school minibuses.
· The Team works flexibly across the School to ensure the delivery of an integrated, high quality and value for money service.
.

Duties and Responsibilities
Support for Pupils, Teachers and the Curriculum To maintain and develop the buildings and grounds of the school site to a high standard.  In addition, provide general support to other members of the team. 
 
Minibus
 
· Complete daily and weekly routine checks of all of the school minibuses at the start of the day ensuring they are in a fit and serviceable condition.
· Ensure that all school minibuses have sufficient fuel for the day.
· To transport students and staff safely to various venues.
· Assist with the supervision of pupils on school trips.  If the minibuses are not going out the postholder will be expected to support pupils in the classroom or support the Premises Manager.
 
Ensure that the minibuses are kept clean and in good condition, including, but not restricted to: 
a. Weekly cleaning of the buses, both inside and out. 
b. Ensuring signs inside the bus are properly attached and in good condition.
c. Regular visual inspection/checking of tyres, lights, oil, water, fuel. 
 
· To ensure that any additional work required is communicated immediately to the line manager.  
· Ensure the Health and Safety and welfare of the students whilst being transported, dealing with emergency situations as necessary. 
· Adhere to all school policies including Health and Safety guidelines for minibus drivers.  
· Complete any records of work, accident reports and any other records of vehicle utilisation that may be required by Law, the Transport Department, the Code of Practice or procedure manual.  
· Attend relevant training events and meetings as required. 
 
Grounds and Premises
 
· Direct home/school transport whilst on the school site to ensure a smooth handover of pupils at the beginning and end of the school day and to prevent a build-up of traffic on Dunholme Close.
· Clear snow and apply salt/grit as required.  
· To set up and clear the main hall before and after lunchtimes.
· To support the Premises Manager with any handyman jobs or moving furniture/deliveries.
 
Communication 
 
· The postholder must keep the Premises Manager fully informed of all minibus related matters.  
 
Professional Development/Training 
 
· To identify own training and development needs as appropriate and be willing to participate in activities, including the School’s Support Staff Appraisal process, to address these needs and develop one’s skills as required for the role.  
 
Safeguarding 
 
· To be committed to the safeguarding and wellbeing of young people and adhere to all relevant School policies in this respect.  
 
Health & Safety 
 
· To be aware of one’s own responsibilities and those of others in School in relation to working safely. 
· To immediately report any potential health and safety risks to the Premises Manager. 
 

 
Additional
 
· To undertake any other similar, related duties that may be required by the School from time to time.  

GENERAL EXPECTATIONS OF ALL SUPPORT STAFF: 
 Staff will: 
 
· Contribute effectively to the work of the school and to the achievement of the ‘School Improvement  Priorities'          
· Play a full part in the life of the school community, to support our distinctive aims and ethos, to encourage staff and students to follow this example
· Follow school policies regarding care, support and supervision of students
· Attend training and development activities and courses, ensuring continuing, personal and professional development
· Contribute to a welcoming school culture by promoting mutual respect for all
· Comply with any reasonable request from a leader to undertake work of a similar level that is not  specified in this job description
· Work as a team member
· Act as a role model to students in speech, dress, behaviour and attitude
· Have common duties in the areas of: Quality Assurance, Communication, Professional Practice, Health & Safety, General Management (where applicable), Financial Management (where applicable), Appraisal, Equality & Diversity, Confidentiality and Induction
 
Duties and Responsibilities of all Support Staff 
 
All support staff will:
 
· Support and encourage colleagues at all levels within the school
· Promote the school’s stated ethos and support the school’s policies
· Contribute to and implement the annual School Improvement Plan and agreed policies
· Support and assist the progress of student learning
· Take responsibility for their own professional development
· Contribute to the development of work policies as appropriate
· Attend and contribute to appropriate meetings and professional development activities
· Take an active part in the school’s self-evaluation process
· Promote good behaviour and positive attitudes at all times
· Support school activities as appropriate
· Undertake whatever other duties might reasonably be requested by the Head or Line Manager
· To maintain accident records as required
.

 Support for the School
· Be aware of and comply with policies and procedures relating to safeguarding/child protection, confidentiality and data protection, reporting all concerns to an appropriate person;
· Show a duty of care to pupils and staff and take appropriate action to comply with health and safety requirements at all times;
· Be aware of and support difference and ensure that all pupils have access to opportunities to learn and develop;
· Contribute to the overall ethos, work and aims of the school;
· Maintain good relationships with colleagues and work together as a team.
· Appreciate and support the role of other professionals;
· To attend morning briefings, staff meetings as required;
· Participate in training and other learning activities and performance development as required to meet individual pupil and staff needs including but not limited to Hydrotherapy, Rebound, Moving, basic First Aid, Midas, PECS;
· Demonstrate and promote commitment to equal opportunities and to the elimination of behaviour and practices that could be discriminatory.

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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