BURY METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION
	Post Title: 
Driver (Passenger Vehicle)/ Attendant 

	Department:
Operations
	Establishment/Post Number:

	Division/Section:
Transport Services
	Post Grade: Grade 7

	Location: Bradley Fold 
	Post Hours:  37 per week on split shift
                         

	Special Conditions of Service:
D1 Driving license – essential
Working in adverse weather conditions
Uniform / protective clothing provided and to be worn at all times
Bury MBC operates a no smoking policy within all buildings and vehicles owned or hired by the authority.
The influence or consumption of alcohol or other substances will not be permitted whilst on duty.
To be flexible, when required meet service requirements. 
To be flexible, when required, with regard to service user destinations.
To work in an environment where some customers may display challenging behaviour.
Satisfactory DBS disclosure at the enhanced level to be renewed in line with the authority’s timescales.
Adhere to all Council Policies.


	Purpose and Objectives of Post:
To have individual responsibility to provide physical, practical and emotional support for people with physical disabilities and people whose behavior challenges our services whilst transporting them to and from various establishments, also from time to time to operate the Courier Service. 
Some clients are both mentally and physically challenged and there is a need for a sympathetic and tactful approach not only with the clients but also with their relatives.
To undertake and contribute to a flexible and a responsive service.
To provide transportation to customers and/or staff between designated points.
To pick up and deliver goods and equipment as required.
To provide practical support to customers service users with physical, learning and/or mental disabilities whilst in Transport Services care 
To maintain a safe and stimulating physical environment 

	Accountable to:
Director for Operations

	Immediately Responsible to:
Transport Services Manager 

	Immediately Responsible for:
Customers for the period from home to the day centre whilst being transported without an escort from the customers home to the day centre and vice versa


	Relationships: (Internal and External
All Transport employees and employees from other departments
Agency and staff colleagues to provide a seamless support service for all customers within identified needs.
Internal and external agency colleagues regarding the Health and Safety of customers and colleagues.
Emergency services staff as required.
Customers
Members of the public
Friends, carers and relatives of service users.
Persona Care

	

	Control of Resources
Routine maintenance and ensuring high standards of cleaning of designated vehicle.
     Responsible for vehicle, ignition and fuel keys and any other keys relating to 
     associated duties including lubricants and cleaning fluids.
Removal of hazards and provision of facilities to ensure safety, health and well being of other persons using the vehicle and premises.
To be responsible for safe keeping and maintenance of your uniform and any other equipment provided by the authority.
Customer’s wheelchairs and other walking aids.
To be responsible for safe keeping and care of service user’s possessions whilst in Transports care.
Report incidents, accidents/hazards and welfare of customers


	Duties/Responsibilities
1. To provide transport to customers who are children, older people and people with physical and mental disabilities between designated points in a safe manner using any appropriate equipment required.
2. To assist customers to and from the transport vehicle and during transportation between designated points in order to support service users identified practical needs.
3. Provide first point of contact between customers and professionals and others as appropriate to varied circumstances.
4. Assess situations when people cannot enjoy a trouble free journey such as passenger compatibility, disruptive behaviour, sickness, incontinence, removal of clothing and be able to take appropriate remedial action.
5. Deal with customers queries either by direct personal action or by referring on appropriately.
6. By exercising personal judgement and by taking direct action to ensure that safety policies are complied with at all times and provide for the secure conveyancing of all passengers and specifically those who are unable to take personal responsibility for their own safety.
7. Monitor passengers’ needs and behaviour and refer any significant changes, for Adults and Communities/Children and Young People’s staff attention for reassessment.
8. To be responsible for the safe transportation of goods, equipment, and staff.
9. To assist customers with identified needs stated in their service user care plan, including personal care whilst being transported.
10. Where required to collect and deliver in a safe manner medication, property on behalf of either the customer, carer, relative or establishment in line with the policies, procedures and guidelines of the Authority and Department.
11. To work as part of a team to provide a seamless service that is centred on the individual customer, including attendance at team meetings where required. 
12. To maintain clear and accurate records where appropriate 
13. To record activities and events which have occurred during your contact with customers, including communicating any changes or incidents which may have relevance to the customers and updating mileage records, to colleagues and management as appropriate.
14.  Administer ‘first aid’ to passengers as and when required
15. To monitor and report stock levels of kits. (First aid kit, body spill kit and personal care kit).
16. To liaise with relatives and staff of other agencies in a professional and courteous manner respecting confidential information in line with the authority’s policies.
17. To maintain a high standard of personal appearance and cleanliness which is appropriate to the environment.
18. To ensure professional working relationships are maintained with colleagues, customers and members of the public, that are both respectful and courteous.
19. To be respectful of individual’s rights, privacy and dignity.
20. Work with customers and their carers before, during and after their journeys in ways which enable them to manage their behaviour.
21. Providing reassurance, encouragement and a calming environment when they are reluctant to travel on either the outward or return journey.
22. Confronting behaviour which is unacceptable, in accordance with practice guidelines and training.
23. Drive and operate all classes of vehicle for which post holder is licensed
24.  Be a competent driver capable of handling accessible minibuses and be fully trained in operating hydraulic passenger lifts.
25. To transport wheelchair customers from home address to day Centre and return, ensuring the wheelchair and the customer are safely and comfortably restrained in the vehicle using the special equipment provided including the relevant training required to do so.
26.  Be aware of special needs and vulnerability of customers with a physical and learning disability and those in wheelchairs, and possess the necessary driving skills.
27. To work flexibly within the requirements of the service
28. To check vehicle daily before first use of the day, including all safety equipment and ensuring sufficient equipment required for the appropriate route.        
29. Assist in induction training for new staff, and support and assist less experienced drivers and escorts as appropriate.
30. Communicate effectively with customers, Persona Centre staff, carer,s and other colleagues.
31. To work with minimal supervision and to accept responsibility for the work assigned to him/her
32. Ensure customer’s property is left secure and safe, including having access to key codes and their confidentiality.
33. Collect any necessary keys and route data information from Supervisor
34. To deliver inter-school mail for the Education Department. (Optional)
35. Fill vehicle with fuel, oil and water as required.
36.  Periodically steam clean vehicle in preparation for service and inspection and    deliver vehicle to Workshops.
37. To embrace modern technologies, such as vehicle tracking, data logging etc.
38. Any other duties deemed necessary to the post.
39. Act as the “eyes and ears” or “on the spot” observer and report and/or action problems via Supervisor.
40. Undertake Courier Service duties as per relevant Job Description
41. Assist supervision and clerical staff with route planning and scheduling as required.
Health and Safety
42. To take appropriate action to provide a secure environment and safeguard customers as identified by general Health and Safety requirements.
43. Report any accidents, incidents, injuries, hazardous occurrences involving vehicle and/or post holder and/or customers to the Supervisor and to include the completion of an accident report form.
44. Clean up vomit/urine and any other bodily fluids etc from vehicle as soon as is practicable, ensuring vehicle is disinfected on return.
45. Observe correct safety procedures/regulations at all times.
46. Must undertake First Aid and Manual/Personnel handling training
47. Removal of hazards and provision of facilities to ensure safety, health and well being of yourself and others.
48. To undertake routine vehicle checks and maintenance (to include oil, fuel, water and cleanliness).  
49. To operative within the requirements of the Road Traffic Act. To contribute to the risk assessment process. 
50. To support service users in wheelchairs in line with the Authorities policies and procedures, ensuring that the appropriate equipment is used to secure the wheelchair to the vehicle during travel, including storing away after use. 
51. To support emergency planning activities when requested. 
Personal Development
52. To participate in supervision sessions, team meetings and employee reviews including contributing to the identification of your training and development needs.
53. To attend training and development activities as identified as relevant to your role including mandatory training and refreshers.
54. To maintain your own Continuing Professional Development.
Policies and Procedures
55. To adhere to the appropriate procedures, policies and values of the authority and department.
56. To adhere to all new, and changes in Government initiatives as and when they are implemented.
Safeguarding:
As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion:
Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
Health and Safety:
The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.
Where an employee is asked to undertake duties other than those specified directly in his/her Job Description, such duties shall be discussed with the employee concerned who may have his/her Trade Union representative present if so desired.


	Job Description prepared by:

	Sign:
	Date:

	Agreed correct by Postholder:

	Sign:
	Date:

	Agreed correct by Supervisor/Manager

	Sign:
	Date:


	BURY COUNCIL
Department for Operations
PERSON SPECIFICATION
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	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Application
	Minimum age 21
	
	

	Application and Interview
	Satisfactory DBS disclosure at appropriate level
	
	

	Application and Interview
	Must have 2 years’ driving experience
	
	

	Application and Interview
	Must have a clean driving licence
	
	

	Application and Interview
	Must have driving licence with D1 entitlement
	
	

	Application and Interview
	Experience of supporting people who have learning disability and/or mobility difficulties
	
	

	Application and Interview
	Experience of driving mini-buses and transporting people
	
	

	Application and Interview
	Knowledge of relevant Health & Safety Legislation
	
	

	Application and Interview
	Ability to manoeuvre people who use wheelchairs and assist people in walking
	
	

	Application and Interview
	Knowledge of routine vehicle checks and ability to maintain a clean vehicle
	
	

	Application and Interview
	Experience or skills in contributing to reports, meetings and liaising with family members and/or other professionals
	
	

	Interview
	The ability to identify the Health & Safety issues of transporting people
	
	

	Interview
	The ability to communicate effectively both verbally and in writing with service users, carers, colleagues and people who have profound disabilities or behavioural challenges
	
	

	Interview
	The ability and willingness to work within and support organisational and team policies and guidelines
	
	

	Interview
	Commitment to working as part of a team
	
	

	Interview
	The ability to work with people who have communication or social difficulties
	
	

	Interview
	A commitment to the Risk Assessment process and the reporting of Health & Safety issues
	
	

	Interview
	The ability and willingness to work flexible hours
	
	


