CHESHIRE COUNTY COUNCIL

 JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	Mini Bus Driver
	JOB REF NO
	AAAD5094


BASIC JOB PURPOSE  
Ensure that pupils, staff and goods are transported safely to designated destinations, and that the vehicle is maintained to the required standards.

	NO
	MAIN RESPONSIBILITIES


	

	1
	Driving the minibus to ensure safe and comfortable journey for all passengers.
	

	2
	Supervise the behaviour of passengers, and ensure they are complying with legal requirements at all times (eg remaining seated and strapped in)
	

	3
	Transport goods or equipment as required.
	

	4
	Carry out a check of the vehicle before embarking on any journey, carry out basic maintenance and report any defects in the vehicle or its equipment without delay.
	

	5
	Ensure that all required legal documentation is up to date and available for inspection, make arrangements for renewing certificates and tests.
	

	Notwithstanding the detail in this job description, in accordance with the Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Director/Corporate County Manager from time to time, up to or at a level consistent with the Principal Responsibilities of the job and in any location within the County of Cheshire.


1  RESPONSIBILITY FOR SUPERVISION / DIRECTION / COORDINATION OF EMPLOYEES

Employees directly supervised by jobholder

Not Applicable

Other Employees supervised by jobholder (not in a direct line relationship)
Not Applicable

Does the job involve supervision, direction or management of people who are not employees? eg contractors, students on secondment  -  Yes
No
Does the jobholder develop policy or provide advice and information which impacts on the supervision / direction / coordination of employees?


     No  
2   RESPONSIBILITY FOR FINANCIAL RESOURCES

	Financial responsibility
	      Value of the financial resource      

           (p.a.)
	How often is the duty performed?



	Job holder will be given an agreed amount of money from the imprest account to ensure that fuel can be topped up for a long journey.
	Several £100 pa
	


Does the jobholder develop policy or provide advice and information which impacts on  financial resources?  No  

3     RESPONSIBILITY FOR PHYSICAL RESOURCES

	Physical resource
	Nature of responsibility of jobholder
	How often is the responsibility exercised?

	Student personal possessions:
· baggage including suitcases

· other essential equipment

· coats, outdoor clothing
	Ensure that personal property is not lost and is returned to owner if left on the minibus.
	Daily

	Minibus
                              
	Job holder is responsible for ensuring the vehicle is safe and roadworthy, carries out basic maintenance tasks (checking fuel, tyres, oil water), and reporting any major problems.
Arranges for servicing, MOT to take place at required intervals.

Ensures vehicle is kept clean inside and out.


	Daily and annually

	Documentation
	Ensures documentation is up to date,  and available: insurance tax and MOT.
	Annually

	Goods
	Safely transport goods, eg pupil work, school meals, keep secure during journey
	Daily


Does the jobholder develop policy or provide advice and information which impacts on physical resources?
No.
4     RESPONSIBILITY FOR IMPACT ON PEOPLE
	Task/Duty
	Who benefits?
	How they benefit?

	Ensuring that passengers individual needs are met including:
· safety during transportation

· getting on and off vehicle
· ensuring securing of seat belts.
	Pupils and teachers
	Physical well being and safety

	Promoting a relaxed atmosphere with minimal conflict whilst in transit
	Clients
	Mental wellbeing

	Supervision throughout journey, ensuring that passengers remain seated and strapped in.
	Clients
	Safety

	Ensure that vehicle environment is maintained to required standard . 
	Clients
	Clean and pleasant, well maintained environment

	Does the Jobholder develop policy or provide advice and information which impacts on people?                                                                                                                NO



5     KNOWLEDGE
	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?


	Numeracy and Literacy
	Basic reading and map reading skills
	Follow instructions and directions. Plan most direct and appropriate route for journey.
	General education

	Equipment
	Understanding of basic mechanics of vehicle 
	To carry out routine and emergency maintenance – checking vehicle before use, changing tyres.
	Experience.

	Systems and procedures
	Processes for maintaining vehicle documentation. 
	To ensure good practice is maintained
	Training and Induction

	Specialist
	Ability to drive a vehicle with more than 7 passengers.
Legal requirements of driving a vehicle safely.
	Safely transport passengers. Meet legal requirements.
Advise passengers of appropriate standards of behaviour
	Driving test and  licence


6     MENTAL SKILLS

a)
What sort of problems does the jobholder typically have to deal with? 


Give two examples of typical problems solved on a regular basis. 

Example 

Job holder will plan the route to the agreed destination, bearing in mind best roads to use, for economy and time, decide on appropriate resting places and times and start and return times.
Example 
Job holder needs to plan for regular maintenance at times when the vehicle will not be in use, but ensuring that certificates do not expire, or that the vehicle is not driven in a dangerous condition.
b)
Give an example of the most difficult or demanding problem the jobholder has to solve.

Example:  
Concentrating on driving with noisy and excited passegers.

c)
Approximately how often would the example in (b) occur?

	2 times per day



Give details below of the mental skills required in the job and reasons why they are needed.

	Mental Skill
	Why Needed?

	Handling people
	Knowing individuals and handling them individually and appropriately

	Thinking on feet
	Reacting appropriately to situations, diverting attention, taking appropriate action

	Judgement
	Planning appropriate route –  more miles may equal less traveling time, depending on the road.

	Solving problems
	Deal with any breakdowns. Ensuring safety of passengers in event of this happening.

	Fact finding
	To pass important information on to others


7     INTERPERSONAL AND COMMUNICATION SKILLS ESSENTIAL FOR THE JOB

	Skill


	Used for?
	With whom?

	Oral communication mainly face to face but can be on the phone
	Making arrangements and agreeing route, timings
Ensuring people understand standards of behaviour
	Teaching staff
Passengers




8     PHYSICAL SKILLS ESSENTIAL FOR THE JOB

	Physical skill
	Used for?
	Any precision/speed requirements?



	Observation/acute hearing
	To be constantly aware of what is happening in the vehicle
	

	Dexterity
	Vehicle maintenance
	


9     INITIATIVE AND INDEPENDENCE

Allocation of work

a) How is work allocated to the jobholder?

The jobholder is advised in advance of any trips that the minibus will be needed for
b) What is a typical cycle for allocating work to the jobholder eg hourly, daily, weekly?

Termly, but also adhoc trips to pick up supplies or goods.
Scope for initiative

c) How much freedom/discretion does the jobholder have to change the way work is done and to allocate their time to duties?

The job holder is expected to plan the route, but works within agreed parameters.
d)  What is the level of guidance/instructions available? 

Line Manager and Centre staff. Staff handbook. Health and safety and legal standards.
e)
What sort of direction, management or supervision is given to the jobholder?

Regular supervision and appraisal meetings
f)
Give two examples of problems or decisions the jobholder would be expected to deal with themselves without reference to a supervisor/manager. How often do these occur?

Example:  Breakdown of vehicle, job holder will establish whether or not they can deal with the situation or need to call for roadside assistance..
Frequency - Occasional
Example:  Routine maintenance, MOT test, servicing of vehicle.
Frequency – Twice Annually
g)
Give two examples of problems or decisions the jobholder would be expected to refer to their supervisor/manager. How often do these occur?

Example: Where the vehicle needs to have repairs carried out that are beyond the routine servicing and maintenance.
Example:  Deciding on which supplier to use for servicing vehicle, fuel, MOT testing.
10     PHYSICAL DEMANDS

	Physical Demand
	Typical

Duration
	How often?
	Other details

(eg how heavy?)



	Seated in confined position whilst driving
	One hour 
	Daily
	

	Bending and working in confined space to clean inside of vehicle. 
	Few minutes
	weekly
	


11    MENTAL DEMANDS OF THE JOB

	Nature of task
	Mental Demand
	Duration
	Frequency


	Driving
	Alert to outside distractions, full concentration, making decisions about the route.
	
	

	Planning route
	Concentrate, weigh up best option
	
	

	Supervising passengers
	Constant awareness, alertness and attention knowing what is going on, awareness of changes in moods and behaviour
	Several hours
	 ??


To what extent is the job subject to work-related pressures e.g. regular deadlines, frequent interruptions, conflicting demands?

	Nature of pressures 

/ interruptions


	Source
	For how long?
	How often?

	Deadlines
	Ensuring passengers picked up at the appropriate time, and that sufficient time is allowed for the journey
	
	


If the jobholder is subject to any other form of mental demand, please give details below.
Not Applicable
.
12   EMOTIONAL DEMANDS

Not applicable
13   WORKING CONDITIONS

a)
In what kind of places does the jobholder normally work (eg office, library, gardens, clients’ homes)? 

If more than one, give approximate proportion of time in each.

	Location of work


	Proportion of time

	Minibus – driving
Outside doing maintenance tasks

Inside planning routes
	1 hour per day at present
10 mins

0


b) If the jobholder works outside, are they expected to work regardless of the weather or are alternative arrangements made eg work on other duties?

The jobholder is required to work outside, may need to help pupils on and off the vehicle in all weathers unless the conditions are regarded as dangerous such as ice and heavy snow.
c) What unpleasant environmental working conditions or behaviour from other people are met in performing the job? (See guidance notes for examples)

Occasional exposure to unpleasant smells, body odour due to poor personal hygiene (of pupils), Exposure to petrol/diesel fumes, Occasional exposure to vomit.
d) What protection is offered (if any) e.g. against adverse weather (clothing, shelter), against infection, security measures etc.

Disposable gloves, cleaning equipment, safety belts, 
	Working Condition or Behaviour from other people


	How long does it last at any one time?
	How often does it typically occur?

	Verbal abuse from pupils
	Few minutes 
	Occasional


NJC JOB EVALUATION RATIONALE





FORM NJC/R/1












July 2007

	Job Title:
	Mini Bus Driver - Primary  
	NJC Ref:
	AAAD5094  

	Dept/Service:
	Education & Community – Primary Schools  
	Date evaluated:
	5.2.08 (*see note below)  

	Total Points:
	279  
	Evaluator:
	CB  

	Resultant Grade:
	2  
	
	


	Reasons For Job Being Subject To Evaluation
	New job based on AAAE5265 (Secondary) -  no changes  


	
	Level
	

	Responsibility for Supervision


	
	
	  

	
	1  
	
	

	
	
	
	

	
	
	
	

	Responsibility for Finance


	
	
	  

	
	1  
	
	

	
	
	
	

	
	
	
	

	Responsibility for Physical Resources


	
	
	b) expensive vehicle – mini bus  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Responsibility for People


	
	
	a)  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Knowledge


	
	
	  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Mental Skills


	
	
	  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Interpersonal Skills


	
	
	  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Physical Skills


	
	
	Small mini bus  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Initiative and Independence


	
	
	1.2.1  

	
	1  
	
	

	
	
	
	

	
	
	
	

	Physical Demands


	
	
	  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Mental Demands


	
	
	  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Emotional Demands


	
	
	  

	
	1  
	
	

	
	
	
	

	
	
	
	

	Working Conditions


	
	
	Sickness on bus  

	
	2  
	
	

	
	
	
	

	
	
	
	

	Notes


	* Originally done as AAAD5094 under Single Status as a clone of AAAE5265 but no JDQ was filed on the system; however the Factor Results score line was.  


LD8550

