
ST ELIZABETH’S JOB DESCRIPTION

	JOB TITLE

College Driver

	RESPONSIBLE TO:

Deputy Head of College

	LOCATION  St Elizabeth’s, Perry Green, Herts SG10 6EW


	JOB PURPOSE

Responsible for driving duties for College learners and their support staff and volunteers. 



	All staff are expected to carry out their duties in line with the Mission and Ethos of St Elizabeth’s which promotes the independence and personal dignity of all residents.

All staff have a shared responsibility for safeguarding vulnerable individuals. As St Elizabeth’s School is on the same campus, this includes children as well as young people and adults at risk. 


	
	Safeguarding means 'promoting welfare' and 'protecting from harm or abuse'
	

	


MAIN DUTIES AND RESPONSIBILITIES
	To drive designated vehicles in order to collect and deliver passengers to and from destination as required. This will usually be between Perry Green (SG10 6EW) and the town of Bishop’s Stortford. 
Responsible for parking the vehicle so that the passengers may board and disembark safely.

Ensure the passengers are sitting safely in their designated seats and seat belts fastened before driving off. All wheelchairs must be secured safely before driving off. 

To collect passengers as arranged from predefined areas for the homeward journey. If the passengers are not ready for collection to wait for a reasonable time beyond the scheduled collection time. To contact St Elizabeth’s for further instructions before returning to base. 

To assist passengers with their light belongings where necessary.  

Responsible for daily safety checks on the vehicle. These include checking oil, water, body work, tyres and to fuel the vehicle regularly. All defects must be reported immediately to the Line Manager who will make a decision about the roadworthiness of the vehicle. 

Responsible for cleaning and maintaining the vehicle to ensure that it remains in a clean and tidy condition. 

Report any accident, damage and possible offences under the road Traffic Acts as well as all matters affecting the day to day efficiency of the vehicle. 

Undertake all reasonable duties as delegated by the Line Manager.

Monitor timetable and inform Line Manager of regular difficulties as well as recommending amendments where appropriate. 

Plan routes taking into consideration passengers’ needs and traffic conditions.  

Adhere to Health & Safety requirements in respect of Health & Safety at work actions and other relevant legislations at all times. To adhere to safe working practise, Heath & safety policies and other procedures. To report all accidents and incidents in accordance with procedures. 

To collect and complete paperwork as required


Rehabilitation Of Offenders Act 1974

Because of the nature of the client group and work this post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974. Applicants, therefore, are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the act. Any failure to disclose such convictions could result in dismissal or disciplinary action by the organisation. Any information given will be completely confidential and only considered in relation to an application for positions to which the order applies. 

Terms and Conditions

The duties and responsibilities outlined above do not represent a full list of the tasks the postholder will be expected to perform and the duties of all posts are subject to change from time to time. Alteration to duties and responsibilities and performance of similar tasks within the scope of, and at the same level will be expected. The postholder will be consulted before major changes to duties and responsibilities by their Line Manager. Reasonable notice will be given if such changes are implemented.

I have read and understood the job description and person specification for the role of College Driver
Sign: ...............................................       Print Name:   .................................   Date: ..............    
ST ELIZABETH’S CENTRE

COLLEGE DRIVER – PERSON SPECIFICATION

	
	Essential Criteria 

	Qualifications
	Full clean UK valid driving licence with Classes B, BE & D1



	Experience
	Minimum of one  year driving experience

Experience of driving 7-seater vehicles /  ‘people carriers’



	Knowledge and Understanding
	Knowledge of the local area

Understanding of passenger safety requirements including wheelchair and disabled access

Understanding of Health & Safety 



	Skills
	Good customer relation skills

Patience and respect for others

Ability to work to a time table and as part of a team.

Able to clean and provide driver servicing to vehicles e.g. oil checks, tyre checks



	Special Circumstances
	Suitability to work with vulnerable adults 

Empathy and understanding of the ethos of St Elizabeth's Centre.




Reasonable adjustments will be considered where applicable under the Equality Act 2010      [image: image1.png]
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