
SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION


Department: Operational In-House Services         Location: Hawthorne Road Depot
                                                                                      
Section: Specialist Transport Unit – Operations    Post No:
  
Post:     Passenger Assistant Term Time Only     Job Evaluation Number:

Grade:  Grade C 25 hours Term Time Only
	

Responsible To:   STU Supervisor

Responsible For: Service Users traveling on specified routes to and from destinations. 


JOB PURPOSE

To care for service users’ needs during transportation to and from various residential, day-care and education establishments - transporting vulnerable adults and children with special educational needs.

MAIN DUTIES

1.	Collecting and returning service users to their homes, assisting service users at the beginning, during and at the end of their journey, providing care and comfort and ensuring safe arrival at the destination. 

2.	Assisting service users in and out of the vehicle as per their assessment needs.
	
3.	Ensuring service users are correctly secured and supported in their seats, using harnesses where provided, checking that wheelchairs are securely fastened by means of observation prior to vehicle moving off. Assume joint responsibility for service users’ safety on the vehicle and should be positioned as to have good observation of the service user.

4.    Assume joint responsibility for service users’ safety on the vehicle and be positioned to have good observation of service users.

5.	To ensure that service users data information is lawfully gathered, accurate and up-to-date and only divulged in accordance with the Data Protection Act, 1998, Local Authority Circular No 17 1998 (Confidentiality of Personal Information) and Access to Personal Files Act 1987 (Social Services) Regulations (S1 1989/206).

6.   To undertake any other duties as and when required that are commensurate with the grade to meet the exigencies of the service.
   	
SPECIAL CONDITIONS (if applicable)

This post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  You are therefore not entitled to withhold information about convictions which for any other purposes are ‘spent’ under the provisions of the Act and any failure to disclose such convictions could result in dismissal or disciplinary action by the Authority.  Any information given will be completely confidential and will be considered only in relation to the positions to which the Order applies.

GENERAL:

This job is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the Health and Safety arrangements and systems to promote appropriate improvements where necessary.

This post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act, 1974 by virtue of the Rehabilitation of Offenders Act, 1974 (Exceptions) Order, 1975.  You are, therefore, not entitled to withhold information about convictions, which for other purposes are ’spent’ under the provisions of the Act and any failure to disclose such convictions could result in dismissal or disciplinary action by the Authority.  Any information given will be completely confidential and will be considered only in relation to the positions to which the Order applies.
[image: ]
The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by:  Marie Gosling	

Designation:  Service Manager


PERSON SPECIFICATION 

Post:	Passenger Assistant	Post No.
Department: Operational In-House Services	Division: Specialist Transport Unit 


	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING
	First Aid Qualification, trained in lifting skills.
	

E



	

AF/Certificate of
Attainment

	EXPERIENCE
Experience of caring for elderly, people with physical or learning disability or those with mental health problems.
	Relevant experience of caring for children with special needs 

	
D




D
	

AF/I/T

	SKILLS/KNOWLEDGE/APTITUDES
Ability to undertake a caring role in the conveyance of clients and assistance at various centres throughout the Borough.

Understanding of the needs of various groups and to treat individuals with respect and maintain their dignity.
	
Ability to recognise and act on any apparent of changes in service user behaviour and to convey information to supervisor/schools or day care staff.

Ensure service users are comfortable, correctly secured and supported in their seats, using harnesses where provided, prior to vehicle moving off, ensuring that wheelchairs are securely fastened.

Willingness to undertake additional training as may be determined to improve the level of service to service users regarding both medical and behavioural needs.
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E



E




E





E
	
AF/I





AF/I



AF/I




AF/I





AF/I

	SPECIAL REQUIREMENTS

This post is registered as exempt from the Rehabilitation of Offenders Act 1974 and in accordance with the Police Act, the successful candidate must be able to obtain satisfactory enhanced criminal record disclosure to be appointed to the post.  
In this respect a criminal record check will be undertaken prior to confirmation of appointment.

	

E
	

AF/I





	Prepared by: Marie Gosling	
	AF
	= Application Form

	
	I
	= Interview

	
	T
	= Test

	
	P
	= Presentation
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All staff have a duty to take care of their own health & safety and that of others who may be  affected by your actions at work. Staff must co - operate with employers and co - workers to  help everyone meet their legal requirements.  


