	Job Description
	Insert school logo

	Title 

MINIBUS DRIVER/ MINIBUS TECHNICAN
	School:
 FORMDROPDOWN 

	Post Ref 
Add Ref
Profile Pupil Support 10

	

	Job Purpose

To drive the school/college minibus, transport passengers and carry out basic maintenance/cleaning as required.
If the postholder is carrying out all the responsibilities below, including all of the following factor descriptors- this qualifies as a Grade 2 post.
If the postholder requires and is regularly- 

· Duties will require the job holder to support passengers with physical or mental impairments, or those who are suffering from serious illness during trips and visits. 
The grade of this post can be verified by completion of the profile and submission to the JE team
	

	Key Responsibilities

1. Driving students to and from school/college/educational establishment as required
2. Drive and accompany students and staff on visits/trips
3. Ensure that all passengers board and alight the minibus safely and all remain seated wearing seatbelts for the duration of the journey
4. Help maintain the orderly behaviour of passengers
5. Comply with policies and procedures with relation to child protection, health and safety, security, confidentiality and data protection, reporting any concerns to the appropriate person
6. Make daily checks of the vehicle prior to use for any defects/maintenance issues, reporting defects as appropriate.

7. Ensure that the vehicle’s fuel level is maintained as required
8. Ensure the vehicle is kept clean inside and out
9. Ensure the vehicle is serviced and MOT tested at the required intervals
10. Assist passengers with mobility aids and equipment
11. Complete and submit any paperwork associated with the vehicle
12. Any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms, following consultation with the Recognised Trade Unions
13. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

14. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

15. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school


	Person Specification



	Knowledge of practices and procedures required to undertake a range tasks relating to the operation and basic maintenance of the school/college minibus. Necessary to have at least basic literacy and numeracy, along with the necessary qualification and experience to transport passengers.


	Personal skills and general competencies

1. 

	Experience

2.      
	

	


To be completed if any amendments are made to the standard Job Description & Person Specification

Additional Responsibilities to be included in the Job Description
This section is a description of the main responsibilities that are to be added to the Job Description, it is not a task list – the % time spent does not have to exact - it is to help the analyst understand how much time is spent on specific tasks for example the amount of time spent on typing/ inputting data may affect the Physical Demands factor.

	Additional Responsibilities
	%

Time spent

	
	

	
	

	
	

	
	

	
	


Factor Information

The factor definitions are outlined below and are specific for the job description and reflect the appropriate level from the NJE scheme that are commensurate with the level of responsibility and competences required for the role as described in the Job Description. If you have amended the standard information you should insert any additional information that you believe would impact on a factor.

Some factors have options (a) or (b) you should indicate which option best describes the job by placing a tick in the relevant box.

	Factor
	Factor Definition and Relevant Job Information

	1
	Knowledge
	Knowledge of practices and procedures required to undertake a range tasks relating to the operation and basic maintenance of the school/college minibus. Necessary to have at least basic literacy and numeracy, along with the necessary qualification and experience to transport passengers.

	2
	Mental Skills
	Requirement to exercise judgement or creative skills or to interpret information or a situation to resolve limited range of problems e.g. monitoring and maintaining the vehicle undertaking appropriate corrective action or reporting when issues arise as necessary. Route planning including adopting an alternative where road conditions or incidents impact upon the timetable.

	3
	Interpersonal/ Communication Skills
	Duties require the exchange of relevant information usually orally but could be in writing to inform pupils or staff e.g. informing/reminding passengers of their health and safety responsibilities.

	4
	Physical Skills
	The necessary skill in driving a minibus or equivalent vehicle.

	5
	Initiative & Independence
	When tasks are to be carried out will largely be determined by others (e.g. lesson timetables, teacher’s direction), however own initiative will be necessary to determine how best to prepare for and carry these out.

	6
	Physical Demands
	Sitting constrained whilst driving and with a limited requirement to bend or crouch to inspect the vehicle or to lift/carry/push to support passengers with mobility issues.

	7
	Mental Demands
	Duties require general awareness and sensory attention when driving the vehicle and some work-related pressure from interruptions to planned work e.g. disruption to planned journey, delays caused by late passengers.

	8
	Emotional Demands
	A) Duties are unlikely to require the job holder to deal with individuals whose circumstances may leave them feeling upset, aggrieved, or angry e.g. dealing with those who have physical or mental impairments, or are suffering from serious illness. (People related behaviour, including any form of verbal abuse, aggression or confrontation from others is covered under the Working Conditions factor).
	

	
	
	B) Duties will require the job holder to support passengers with physical or mental impairments, or those who are suffering from serious illness during trips and visits. (People related behaviour, including any form of verbal abuse, aggression or confrontation from others is covered under the Working Conditions factor).
	

	9
	Responsibility for People
	Giving consideration for the safety and well being for self, other staff and pupils. Ensuring the necessary health and safety procedures are adhered to.

	10
	Responsibility for Supervision
	No direct responsibility for the supervision of other employees. Occasional demonstration of own duties or similar assistance to new staff may given as necessary.

	11
	Responsibility for Financial Resources
	No direct responsibility for financial resources. The handling of small amounts of cash/cheques or equivalent may be necessary or the receipt of the same to pass to others to action.



	12
	Responsibility for Physical Resources
	Duties regularly involve the day to day maintenance of the minibus or other assigned vehicles e.g. routine vehicle checks, refuelling, tyre inflation, etc.

	13
	Working Conditions
	Majority of duties are undertaken outside or within the minibus with occasional exposure to poor behaviour/verbal abuse from passengers and/or other road users.
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Grade 1 or 2 Minibus Driver/Technician

