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Job Description

The Passenger Assistant is responsible in the first instance to the Driver, and ultimately to the Support Services Manager.
The specific duties of the Passenger Assistant are:
· To ensure the safety and well-being of the service users that are transported on the Mires Beck Nursery minibus.
· To ensure that all service users have their seatbelt fastened during their journey.

· To ensure the safety of the service users between their houses and the minibus, and whilst entering and exiting the minibus.

· To ensure that the service users act appropriately at all times whilst on the minibus.

· To ensure that health and safety procedures are carried out as instructed by the Driver and the Support Services Manager.
· To create a warm environment on the minibus, encouraging conversation and providing appropriate activities during the journey to meet the needs of the service users.
· To switch the mobile phone on at the beginning of each shift, listen to any messages and keep the phone switched on throughout the journey.  Mobile phone to be switched off at the end of each shift and to be given to the Admin Office Staff when it needs charging.
· To liaise with parents/carers and ensure that any messages received are passed to the appropriate person at Mires Beck Nursery.
· To keep parents/carers updated regarding any delays.

· To collect payments for lunches/bus journeys from parents/carers, complete the required documentation and submit to the Admin Assistant. (Morning Passenger Assistant only)

· To appropriately supervise service users when they disembark the minibus at Mires Beck Nursery and, where necessary, to assist them to change their footwear.  (Morning Passenger Assistant only).
· To appropriately supervise service users when they get on the minibus.  Ensuring that there is a staff member on the minibus with the service users at all times. 
· To communicate effectively with the alternate Passenger Assistant.  Writing relevant messages in the communication book and checking the book for messages, at the beginning of each shift.  At all times ensuring that the book is not accessible by service users.

· To carry out personal care as required.
· To ensure that supplies, aprons, gloves, wipes, vomit bags, etc are kept in sufficient supply on the minibus.  Requests for additional supplies are to be made to the Admin Assistant.
· To report any safeguarding concerns in line with Mires Beck Nursery’s Incident Reporting Procedure and Safeguarding Policy.

· To undertake appropriate, and mutually agreed, courses of training.

· To follow guidance as given in the company’s minibus policy.
This Job Description will be reviewed and developed on a regular basis, at least annually, to reflect the on-going development of the organisation.
June 2017

