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PSV DRIVER/CARER WORKING ON A PASSENGER CARRYING VEHICLE

JOB DESCRIPTION
SCOPE AND FOCUS

The driver/carer will work as part of the trained, professional & efficient MCT community transport driving team providing high quality public transport services within the Greater Manchester area to passengers including school children, individuals with mobility difficulties and group hirers, along with members of the general public. All drivers and carers are required to operate within, and adhere to, all MCT policies and procedures, VOSA and Health & Safety rules and guidelines. All drivers / carers are responsible for the general cleanliness and safety of the vehicles they drive and for reporting any defects, incidents or concerns to their line manager / duty supervisor immediately, and always before commencing their driving duty.

Members of the MCT driving team are required to work closely & flexibly with other key MCT staff and this will involve working a shift system (hours as per your statement of main terms and conditions) to ensure that there is cover for all operational hours, driving a range of vehicles, including the use of wheelchair accessible vehicles and equipment. Driver / carers are expected to provide additional assistance to passengers, as necessary, maintaining the professional image of MCT at all times and will often be the “face” of MCT to user groups and passengers - making good people skills essential.

Specifically:

REPORTING TO

· Communications Manager & Communications Officer

· In their absence the Services Officer (PM)

OTHER SIGNIFICANT RELATIONSHIPS

· Drivers, Fleet Manager & Officer, Contracts Manager & Officer

· Training Officer

· MCT User Groups & passengers

DUTIES:
The specific requirements of Drivers/Carers will be subject to slight variation depending on the type of service they are delivering at any time. However all drivers/carers should ensure they understand and can carry out any duties detailed below relevant to their driving qualification and the service they are delivering. (See table under Job Requirements showing how qualifications relate to the services an individual can operate). All drivers/carers are expected to understand and be able to carry out to a satisfactory level ALL items contained in the following sections of this Job Description.
General

· To maintain the professional image of MCT at all times. All members of staff are part of the public face of MCT and must positively promote MCT services to the community

· To remain in contact (and be contactable) with the Operations Team and be responsive to operational needs at all times.

· The driver will ensure that two way communications equipment is switched on, operational and tested to inform the Operations Team that they are on duty at the beginning, before and after any break whilst they are on duty.  Any outstanding issues must be reported to the appropriate line manager IMMEDIATELY.

· To complete paperwork and fill in log-sheets, as required, on a daily basis.

· To be responsible for daily safety checks of the vehicle. These

including: the daily checking of oil, water, fluids, tyres and exterior bodywork before the commencement of their duty, A full up to date vehicle check list is provided on the daily check sheet. All defects must be IMMEDIATELY reported to the Communications Manager or in his/her absence to the Fleet Officer or in his/her absence the Contracts Manager / Fleet Manager or in his/her absence another member of the MCT senior staff team.

· To be responsible for the cleaning and maintaining of their vehicles in a clean and tidy condition, vehicles found in an inappropriate state must be reported to the line manager, this is essential because the last person to use the vehicle is responsible for its condition.

· To ensure that the vehicle is never less than one third full of fuel, or more if required for the next duty.  It is the drivers responsibility to ensure that the correct fuel / oil and other fluids are used and applied appropriately; advice can be obtained from the line manager.

· The driver will use the supplied mobile data terminal in the correct manner and ensure that the machine is switched on and used appropriately for the whole duty; any outstanding issues must be reported to the line manager IMMEDIATELY

· To have and understanding of, and ability to operate, MCT technical systems such as: 

· Wayfarer Ticket Machine

· Mobile Data Terminals 

· Digital Taco graph systems

· CCTV systems

· The driver is expected to conform to Health and Safety requirements in respect of the Health & Safety at Work Act and other relevant legislation at all times. 

· The driver must report all accidents and incidents in accordance with

procedures and complete required documentation in a timely fashion.

· The driver is responsible for day-to-day health and safety issues, wear

appropriate PPE (personal protective equipment) and  ensuring that a duty of care is maintained to him/herself, their passengers and other colleagues.

· The driver will undertake all other reasonable duties as delegated to them by the CEO, Communications Manager or other members of the MCT senior staff team.

· To work schedules as required by various contracts. Some of these may be regular routes, others may be on a casual basis.

· The driver is responsible for maintaining their driving license and reporting any convictions, notifibale health conditions, changes or need for training to their line manager IMMEDIATELY

· The driver will submit their licence for checks as and when required by MCT.

· This job description is subject to amendment in the light of changes in its work, priorities or requirements. Such amendments will be introduced only after consultation

· The driver will assist passengers with their light goods (no greater than 16 KG) where necessary.

· The driver will not attempt to lift greater weights than required under current health and safety legislation, advice/assistance must always be sought if in doubt
· The driver must not drink / take intoxicating drugs before or whilst on duty.  The company operates a zero tolerance policy.  The driver must permit the company to carry out drink / drugs tests at any time.

· The driver must not take vehicle keys or company property off site for personal use of any type without express permission from the Communications Manager or in his / her absence the CEO.

· The driver must not use vehicles for personal use or take them home without express permission from the Communications Manager or in his / her absence the CEO.

· The driver must not smoke or permit smoking on company premises or on company vehicles.

· The driver must follow all VOSA, Dept for Transport, Traffic Commissioners, DVLA or other applicable legislation.

· The driver must permit the police, Traffic Officers, Customs officers, relevant Government Agencies or VOSA to inspect their vehicle as required.

· The driver must use all safety equipment correctly as required and follow all MiDAS guidelines and manufacturers instructions.

· The driver will be required to work shift rotas, split shifts, evenings and weekend rotas as and when required. The driver is responsible for ensuring that any relevant drivers hours legislation and working time directive is complied with.

· The driver must familiarise themselves with the rota on a daily basis and at the end of each duty and prepare for their next duty and where at all possible in normal office hours, it may occasionally be necessary to contact the call out team in an emergency or after a holiday, but this must be done at least the day before duty commences.  The driver must keep the Communications Manager informed immediately if they may have difficulties carrying out their duties

· The driver must inform MCT immediately if they intend to carry out any activities that may adversely affect their ability to fulfil their contractual obligations and/or that may affect on drivers hours regulations

· Timesheets must be completed daily accurately and handed into the transport office at the end of the last duty of the current working week

· All drivers hours and tacograph legislation must be adhered to.

· Tacographs / Drivers Cards must be presented to the transport office on a weekly basis or as and when requested for copying and in any case at the end of the 28 days rolling period.

· Notices on the company notice board must be adhered to

· Drivers must check their pigeonhole and notice board on a daily basis.

· The driver must acknowledge and act upon the instructions contained in memos and return a signed copy of memos to the transport office immediately

· The driver will familiarise themselves with the company rota and keep the transport office informed immediately if they may have difficulties carrying out their duties

· The driver will inform the transport office or if appropriate the call out team as soon as possible and in any case at least two hours before their duty in the event of sickness or emergencies. Please note: text messages, faxes, instant messages or email is not an acceptable method of communicating such issues
· The driver must wear the company uniform if provided, in all other cases the driver must conform with the following dress code; black trousers, or skirt below the knee line, white shirt, (black tie or cravat (clip on))

· The driver must ensure that vehicles are configured correctly for their use with the correct number of seats fitted and ancillary restraint equipment supplied, before the start of a driving duty

· To act as relief driver covering the duties of other drivers operating the same class of services

· To familiarise themselves with the duties of other drivers operating the same class of services and their specific requirements to be able to act as relief driver

Job Requirements
In order to provide legally compliant services individuals may only drive on services for which they hold the relevant license. 

In some instances training will be provided to improve the skills and operational capabilities of individuals. This will be done in line with the operational and strategic requirements of MCT.
The driver must have at least a D1 101 entitlement on their driving licence for  Minibus Permit section 19 work or at least a PCV manual (minimum D1) licence if they passed their test after January 1997.  On no account must a driver with an automatic car licence drive a manual vehicle.  On no account must a driver with an automatic PCV licence drive a manual PCV licensed vehicle. (The table below outlines the specific license requirements for each service sector) 

	SERVICE
	LEGAL REQUIREMENTS

	PSV Contracts (up to 16 seats)
	D1

	PSV Contracts (over 16 seats)
	D

	PSV School Buses  (contract up to 16 seats)
	D1 (MANUAL)

	PSV School Buses (contract over 16 seats)
	D

	Coach Driving
	D


· It is a legal/company requirement that all drivers of section 19 Minibus Permit services must be 21 years of age or over.

· The driver must only driver vehicles / services for the category of licence that they hold

· Drivers must have held a full UK license for at least two years and have had no serious motoring convictions for at least five years and no bans for at least ten years.

· All drivers will be expected to pass a MIDAS test prior to commencement of employment

· The driver is expected to be able to demonstrate an ability to drive in urban areas and have a good accident record.

· This post is subject to an Enhanced Disclosure from the Criminal Records Bureau (CRB) and registration with the Independent Safeguarding Authority in accordance with the Code of Practice and MCT’s Recruitment of Ex-Offenders Policy
Driving

· To drive safely and professionally whilst carrying out allocated duties

· The driver is responsible for parking the vehicle so that passengers can board and alight safely

· The driver is expected to work as part of an efficient team providing a quality service for all members of the public using the service 

· The driver is responsible for the safe and comfortable access of the vehicle by all passengers including those using wheelchairs or mobility aids. All wheelchairs and pushchairs must be secured safely, using the correct equipment, before driving off.

· The driver must ensure that all passengers are sitting safely and comfortably in their designated seats and or passenger restraints or belts are fitted before driving off.

· The driver must ensure that all passengers wear seat belts before driving off except passengers that provide and present a valid medical exception or except passengers on a PCV local service route (eg. Route 106). School children on any other service including Yellow School bus and Coach must always wear a seat belt.

· To ensure that vehicles are configured correctly for their use with the correct number of seats fitted and ancillary restraint equipment supplied

· The driver will report to the Transport Office any accidents and vehicle damage and possible offences under the Road Traffic Acts as well as all matters affecting the efficiency and day to day running of the transport service IMMEDIATELY.

· The driver is personally responsible for payment of any penalty charge incurred as a result of contravening a road traffic act/current legislation during the course of their duties

· The driver will ensure that aisles and emergency exits are not blocked and doors are unlocked at all times whilst on duty.

· The driver will ensure that all luggage and equipment is stored / stowed in a safe and appropriate manner.

· The driver must park company vehicles in a safe and legal manner

Fares
· The driver will collect fares and keep daily records of fares collected where appropriate. 

· The driver will issue emergency tickets if the ticket machine fails to operate, any outstanding issues must be reported to the Communcations Manager or in his / her absence an appropriate line manager.

· The driver must ensure that their ticket machine module does not time out and is usable at all times.

· The driver is responsible for the security of the money collected until it is paid into the finance office and a receipt obtained

· The driver will pay in their fares to the transport office on a daily basis.

· The driver will issue tickets on the outward journey without exception, no travel will be allowed (with the exception of the P.C.V. rules on young children, in this case it must always be reported to the Line Manager at the end of the current shift) unless the appropriate fare is charged or a valid MCT or System One ticket is issued / shown, no tickets issued by another company other than system one will be permitted.  

· The driver will not permit concessionary / free travel unless a valid pass is shown, there are no exceptions.

· Free travel for pensioners (on P.C.V. local service (eg. Route 106)) is not permitted on Local Link Services
Community Transport & Local Link Duties
· To drive minibuses & light vehicles adapted to transport individuals who may have mobility difficulties (e.g. disabled and older members of the community) with due consideration to their needs and comfort.

· The driver will undertake route planning, taking into consideration passenger needs and traffic conditions.

· The driver will collect and deliver passengers to and from their destination as required.

· If an escort is provided, then the driver and escort must work

as a team to provide a safe and high quality service. This will require flexibility from both members of the team.

· If the passenger is not ready for collection, the driver must wait five minutes beyond the scheduled collection time and check with office before moving off

· For the homeward journey, if parent/carer are not available to receive the passenger, where appropriate, the driver is expected to follow strict pre-defined procedures.

School Driver Duties
· The driver will collect children from the collection point or address in the mornings strictly in accordance with the schedules laid out by the contract and take them to school.

· The driver will collect the children from school in the afternoon / return route and take them to their drop off point / address as per schedule.

· The driver is expected to monitor timetables and keep their line manager informed if regular difficulties arise as well as recommending amendments where appropriate.

· The driver will pick up the escort, if required, prior to picking up the children and drop the escort off at the end of the schedule.

· The driver must ensure that pupils are only allowed to disembark from the vehicle if they are supervised by the escort, the driver or a member of the school staff.

· Any potential delay or non attendance on a scheduled school route or a home/school pick up must be notified to their line manager IMMEDIATELY

MCT Services & Operations
· To work closely with MCT Communications team to ensure up to date knowledge of fleet requirements to meet group bookings, shift patterns and other MCT services ensuring that vehicles are prepared on time ready, clean, legal & fit for purpose
· To assist in the monitoring and reporting of vehicle usage figures
· To assist the MCT Communications team, in service delivery as required

· To obtain a general working knowledge of MCT's vehicles, operations, procedures

· To assist in the resolution of emergencies, accidents, operational problems, breakdowns etc., involving MCT members, users, drivers, vehicles and premises. This may involve responding to requests for help outside working hours.

· To cover sickness absence and holidays as required with short notice, appropriate remuneration will be made for driving hours in excess of the normal working week
Technical competencies  
· Any portable IT equipment, used outside of MCT network, must be screened and checked for viruses & malware prior to connecting to the MCT IT system

· No private information is to be stored on the MCT IT system
· All information stored on MCT IT equipment is accessible to the company

· All staff must observe the MCT IT policy at all times. Particular care should be taken to ensure that the company communication systems are not used improperly

· No members of staff are empowered to talk to the press or other media under any circumstances. The CEO has devolved powers to deal with all media communication, all requests for comment or other media issues must be referred to the CEO

· No commercially sensitive or confidential data may be transmitted without express written permission from the CEO

· MCT Equal Opportunities policies must be observed at all times

Premises

· To help ensure that the outside & public areas of MCT sites are maintained in a secure, safe and clean manner to meet required standards and conform with MCT's Health & Safety policy

· To ensure that current company security policies are adhered to and that security systems are maintained
· To help ensure that external contractors comply with all statutory and company Health & Safety policies, procedures and practises whilst on site
Other Duties
· To drive MCT vehicles to cover absence, sickness, breakdowns, accidents and holidays as required, at short notice
· To be included on the ‘on-call’ rota ensuring availability during scheduled duty periods. Duties will include appropriate responses to a variety of emergency situations

· To work at other company & partner locations as identified & required by the company
· In conjunction with other staff to help maintain MCT office and information systems

· To work with volunteers where appropriate

· To provide a responsive and effective service, sensitive to the wide spectrum of charities and community groups that make up the MCT membership

· To act in a professional, sensitive & courteous manner when dealing with user groups, clients, staff, board members, the general public or visitors to MCT face to face, in writing and on the telephone; retaining confidentiality at all times

· To attend meetings as required
· To attend training and conferences when required & by agreement with MCT

· To seek assistance, support and guidance from the from the Communications Manager (or Fleet Manager in his/her absence) when needed

· To have a general working knowledge of MCT's services & operations
· To adopt & implement MCT policies & procedures such as: Health & Safety, Equal Opportunities & Diversity, Customer Care, Recruitment & Staff Management, Grievance & Disciplinary etc
· To act as agreed within the companies current Grievance and Disciplinary Policies 

· To undertake other occasional duties outside of normal working hours.

· To undertake any other duties that may from time to time be reasonably required.
ESSENTIAL QUALITIES, EXPERIENCE AND SKILLS (Person Specification)
TRANSPORT

· To have held a full manual D category PCV licence for 2 years prior to employment

· Ability to take & pass appropriate MiDAS driver training courses (training & test will be provided at no cost to employee)

· Ability to take & pass Driver CPC as required (training & test will be provided at no cost to employee)

· Experience of working within a transport organisation and a basic understanding of vehicle legislation

· Experience of checking vehicles, identifying faults and recording findings

· Understanding of domestic drivers hours regulations

· Able to read maps and plan routes

· Experience of maintaining vehicles to a high standard of cleanliness

· Experience of satisfactorily dealing with “on the road” emergencies such as breakdowns, accidents etc

ADMINISTRATION

· Experience of good record keeping i.e. vehicle defect sheets, cleaning logs & timesheets etc

· An ability to understand bookings schedules, staff rotas, vehicle trip sheets

IT & EQUIPMENT

· Ability to safely operate vehicles & ancillary equipment (eg Tail lifts, passenger restraint systems)

· Ability to use

· Wayfarer Ticket Machine

· Mobile Data Terminals 

· Digital Taco graph systems

· CCTV systems
GENERAL

· Literate and numerate

· Good verbal and written communication both face to face and on the telephone

· To be able to work as part of a staff team or on their own initiative

· Self motivated

· To be able and willing to seek help when required or immediately when the issue may compromise the service, good name or operation of MCT

· To show initiative in resolving problems 

· Ability and willingness to work within the companies policies and procedures

· Ability to implement and work within MCT’S Health & Safety Policy 

· An understanding of the principles of, and a commitment to, working within an Equal Opportunities Policy and the practical issues involved in implementing it when providing services sensitive to the needs of users & volunteers from a range of backgrounds

· Completion of satisfactory enhanced Criminal Records Bureau check & registration with the Independent Safeguarding Authority

· Ability to work effectively with customers, users, drivers and the general public balancing their needs with those of MCT

PERSONAL
· To be patient and courteous with customers.  Able to get on with people from all backgrounds ain in all circumstances in a polite and sensitive way.

· To be committed to completing jobs to the highest quality with a “can-do” attitude

· To be punctual, reliable and conscientious with a good attendance record

· To be able to stay calm in difficult situations and to be flexible in their approach to work

· Ability to motivate team members

· To maintain confidentiality at all times

· To be available on the phone as part of the out of hours response team 

· To behave at all times to the highest professional standard in line with the values and standards of MCT 

DESIRABLE QUALITIES, EXPERIENCE AND SKILLS

· Holder of full manual D category PCV licence

· Holder of Drivers CPC

· Training in ‘lifting and handling’
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