MORAY COUNCIL

JOB DESCRIPTION
	 (1)
JOB IDENTITY

	POST TITLE :
Mini Bus Driver
DEPT :  Environmental Services

SECTION :              Public Transport Unit
LOCATION : As required

REPORT TO :
Planning Officer


GRADE :
SJC Grade 3
POST NO :


	(2)          JOB PURPOSE AND WAY OF WORKING

	2.1               To legally and safely undertake driving duties associated with category D1 driving licence restrictions (Maximum passenger carriage 16 pax), to provide essential education, Community, Demand Response and Fixed route services including Non-emergency hospital patient transfers throughout Moray.   
2.2               Deliver service obligations which meet awarded Contract terms and conditions. Operate to standards as directed by PTU Public Transport Officer and Coordinator. Provide excellent customer service, taking into consideration mobility, health and social isolation issues.

	


	(3)          MAJOR TASKS

	3.1         Transport school pupils safely to and from school. Maintaining good standards of discipline whilst pupils are on board, alighting or disembarking the vehicle ensuring pupils are safe and comfortable.
3.2         Transport of Disabled , Elderly and Vulnerable adults safely to and from Community group Centres, Demand response or fixed route Services. Assist non-emergency patients from hospital discharge point to destination which requires a degree of patient assistance returning home.

3.3         Ensure wheelchairs , walking aids and other passenger items are stowed and secured safely ensuring all passengers are given support and assistance if requested. Manual movement and handling of passengers in wheelchairs using the correct restraints to secure wheelchairs whilst being transported.

3.4         Drive all vehicle types within licence parameters that are owned , managed and operated on behalf of the Moray Council in a safe and courteous manner. Report all accidents or incidents as directed in service policy to your Line Manager.

3.5         Understand and operate all equipment fitted to the vehicle competently.  Conduct routine vehicle and equipment daily walk round checks and complete defect reporting as directed in service policy and  procedures. To accurately complete all paperwork and documentation associated with service vehicles.

3.6         Attend regular planned training events in accordance with legal and service need requirements.

3.7         Operate IT platforms to enable the use of on vehicle ticket machines systems or dial a bus software to access Runsheet’s and prepare routes.


	(4)          REPORTING RELATIONSHIPS

	Public Transport Unit Manager
|
Planning Officer 

|
Transport Co-ordnator  --------- Minibus Driver 


	(5)          DUTIES TYPICALLY INCLUDE:

	5.1          School Transport 
5.1.1      Collect pupils from home or designated pick up point as per school pupil lists on the agreed route unless directed otherwise. 

5.1.2     Assist in access and egress of pupils on all allocated  journey’s. Check pupils have seat belts properly fastened before the vehicle moves off and ensure they are worn for the duration of the journey.

5.1.3    Supervise pupils on board especially when alighting and disembarking the vehicle, including opening doorways for pupils.   Ensure all doors and emergency exits are properly secured and that the vehicle seating is not exceeded at any time.

5.1.4    Ensure all pupils remain properly seated for the duration of the journey observing any misbehaviour which might lead to an accident. Where provided, work with the designated Escort and report any near miss , incident to the School and your Line Manager.

5.1.5   When stopping the vehicle, make assessments regarding which side of the road  to rest the vehicle ensuring that no danger is presented to school pupils crossing the road after alighting.  If for any reason, a road crossing is unavoidable, risk assess and manage any crossing  for the safety of pupils after alighting from the vehicle. 
5.1.6    All reversing manoeuvres to be risk accessed and communicated effectively to line manager on all allocated routes. Participate in assisting Line manager in the development of routes and route risk assessments using local knowledge of routes and pattern of life associated with the area.

5.2          Community Projects & Day Centre Transport
5.2.1       Collect community project / day centre clients from home or designated pick up point as per Community Services / Day Care client on agreed route unless directed otherwise.
5.2.2      Provide support and assistance to clients from their designated pick up point to the vehicle and at destination. Provide assistance to clients who cannot fasten their own seatbelt and ensure they are worn for the duration of the journey.

5.2.3      Operate all tailift / ramp equipment as per training and operating guidelines. Manually manoeuvre wheelchairs on and off vehicles ensuring the safety and comfort of the client is taken into consideration. Prepare and stow all  wheelchairs , walking aids and other customer items are properly and securely to reduce risk of injury and without blocking emergency exits.

5.2.4     Ensure all clients remain correctly seated for the duration of the journey.  Work with designated Escort (where provided) to ensure client safety and comfort. 

5.2.5   All reversing manoeuvres to be risk accessed and communicated effectively to line manager on all allocated routes. Participate in assisting Line manager in the development of routes and route risk assessments using local knowledge of routes and pattern of life associated with the area.
5.3          Dial a Bus
5.3.1     Provide  Door to Door transport for individual customers and groups members registered on Dial a Bus services across the Moray area on a demand response basis.

5.3.2     Use software to access daily runsheet and meet scheduled deadlines as directed on pre-planned  Runsheet. Review and amend any route selection to make best use of allocated time and resources for selected service area, ensuring customers and line manager informed of all changes. Operate on board ticket machines , providing fare information, cash handling responsibilities and identifying approved  travel cards for specific service routes and travel within the moray area.

5.3.3      Operate all tailift / ramp equipment as per training and operating guidelines. Manually manoeuvre wheelchairs on and off vehicles ensuring the safety and comfort of the client is taken into consideration. Prepare and stow all  wheelchairs , walking aids and other customer items are properly and securely to reduce risk of injury and without blocking emergency exits.

5.3.4     Liaise with PTU and Contact Centre staff  in relation to customer complaints, cancellations and no show customers on a daily basis. Provide service information and customer feedback to line manager every quarter.

5.3.5    All reversing manoeuvres to be risk accessed and communicated effectively to line manager on all allocated routes. Participate in assisting Line manager in the development of routes and route risk assessments using local knowledge of routes and pattern of life associated with the area.
5.4        Fixed Route Bus Services
5.4.1     Operate to a scheduled timetable on a fixed route service within Moray. 

5.4.2     Operate on board ticket machines , providing fare information, cash handling responsibilities and identifying approved  travel cards for specific service routes and travel within the moray area.

5.4.3     Stop as requested at designated bus stops along set routes to allow bus passenger to alight and disembark the vehicle.  Operate ramp equipment to assist with wheelchairs , buggies and pushchairs access on board.

5.4.5    All reversing manoeuvres to be risk accessed and communicated effectively to line manager on all allocated routes. Participate in assisting Line manager in the development of routes and route risk assessments using local knowledge of routes and pattern of life associated with the area.
5.5       Non Emergency Hospital Patient Transfers
5.5.1    Collect non-emergency patients from hospital to designated home or community hospital as per patient discharge list unless directed otherwise.

5.5.2    Operate all tailift / ramp equipment as per training and operating guidelines. Manually manoeuvre wheelchairs on and off vehicles ensuring the safety and comfort of the client is taken into consideration. Prepare and stow all  wheelchairs , walking aids and other customer items are properly and securely to reduce risk of injury and without blocking emergency exits.

5.5.3     Work with designated Escort / Nurse to ensure client safety and comfort and assist patient from vehicle and into home or hospital . Additional support may be required on arrival to ensure the patient is helped into a chair or bed and is comfortable, warm and hydrated.

5.5.4      Vehicle cleaning to control infection in relation to carrying patients with MRSA / C.DIFF and general spilliages on board the vehicle. Understand and use all associated medical spillage and cleaning equipment as trained.

5.5.5 Assist in all medical emergencies, by placing the vehicle in a safe location whist emergency first aid is provided, drive safely to the nearest emergency services if required and to react In a calm and composed manner during any emergency situation ensuring all action taken is made with passenger safety as a priority. 

5.6        General

5.6.1   Allocated vehicles to be cleaned on completion of all driving duties on a daily basis. Ensuring a high standard of vehicle is presented to the public in keeping with the standards expected of Moray Council.

5.6.2  Adhere to all Depot site rules, maintaining a safe working environment for colleagues, the general public and yourself at all times.

5.6.3  Reporting all accidents in the work place to line manager. 

5.6.4  assist in any preparation of risk assessment associated with service safety.
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 MORAY COUNCIL

PERSON SPECIFICATION

Post:




Mini Bus Driver




Department:



Environmental Services




Date Specification Completed:

9TH January 2018
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Proven driving experience
Ability to complete driver walk round safety checks on vehicles
	Experience of working in the Public Transport sector
Customer service experience



	(2) Education & qualifications*


	Driving licence with category D1 entitlement


	Clean driving licence with category D1 entitlement

Clean driving licence with category D entitlement (PCV)
Basic First Aid 

MIDAS Certificate

Social Awareness related Courses, Dementia, Disability Awareness Training



	(3) Skills/abilities (general)


	Able to work on own initiative and to deadlines
Maintaining Vehicle cleanliness and equipment checks 

Ability to complete vehicle logsheets and other vehicle documentation
Ability to work as part of a team 


	Route risk assessment and reporting 



	(4) Skills/abilities specific to post*


	The ability to work unsupervised and be able to carry out physical duties including assisting wheelchair passengers 
Cash handling 
Manual Handling

Protecting customer/client data

Excellent timekeeping


	Use of on bus ticket machine system

Accessing IT platforms for Dial a Bus runsheet information

Manual Handling and safety of mobility aids relating to accessible vehicles  


	(5) Inter-personal & social skills


	Flexible and adaptable

Ability to communicate with school pupils client groups, and members of the general public 
Caring , Friendly and Courteous manner
	

	(6) Working environment & physical demands


	Ability to undertake  routine vehicle cleaning 

Ability to assist clients when boarding and alighting the vehicle, including wheelchair passengers.

Ability to work flexibly to meet the needs and demands of the service
	Understand the operation of vehicle tail lift  and ramp equipment.


*  Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required ?

                                            YES / NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)           YES / NO Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults) YES / NO
Satisfactory pre-employment medical screening required?
                                             YES / NO
