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	Job Title:	
	Transport Supervisor 	Location/Service:

	Central Services 
	Department:
	Health & Safety
	Reports To:
	Group Transport Lead
	Responsible For:
	Driving and supporting with management of the Fleet and Authorised Drivers
	Budgetary Responsibility:
	None

	Level of DBS  Check Required:
	Enhanced with barring 
	Expected Regulatory Responsibility:
	Support Group Transport Lead

	Does the role require travel to multiple sites?
	Yes

	Purpose:

	The Transport Supervisor will support the Group Transport Lead Driver Support to oversee the Group’s Authorised Driver processes and fleet of vehicles together with supporting with the supervising the Meadow View Driver/Support team. 50% of the role will be Driver Support, facilitating and supporting safe and reliable transport for the people we support at Meadow View, in and around the local area. The role is also expected to support people who use our services at the location/activity itself.

	Key Role Responsibilities/Accountabilities:

	Support the Group Transport Lead to:
Ensure all Services maintain compliance with H&S 1.9 Safe Driving Policy.
Manage the Group’s Authorised Driver process via online Driver Management System. 
Maintain and update the master Fleet spreadsheet to track and monitor the mileage, MOT & servicing dates, repair costs and condition of all Group fleet vehicles and People we Support’s Motability vehicles.  
Maintain the Group’s Motor Insurance Database (MID) Fleet information – adding and removing vehicles from cover as required.
Report all Road Traffic Accidents/vehicle incidents and vehicle defects.
Manage fleet vehicle servicing and repairs through HG main garages.
Supervise the Meadow View Driver Support team.

Driver Support:
Drive authorised vehicles to ensure a safe commute for the people who use our services. 
Actively support the people using our services throughout any activity and in line with individual support plans.
Listen and keep effective records/documentation of each journey (requested and completed), including names, times and locations 
Assist people who use our services in and out of the vehicle (as appropriate) and assist with any luggage/additional items. 
Keep vehicles in a clean and safe working order, both inside and out. 
Work flexibly to accommodate the requirements of the service as requested by the needs of people who use our services. 
Be patient at all times and take responsibility for the people you are supporting whilst providing this service. 
Support people who use our services who exhibit challenging behaviours, safely and supportively, by using the skills and approved approaches learnt through training; promoting positive behaviour management. 

Maintain and develop up-to-date professional knowledge and skills through training and incorporate the same into practice. 

N.B. The post holder may be expected to undertake additional responsibilities that are reasonably required, appropriate to grade and capability. This job description will be regularly reviewed, involving the post holder, to ensure that it continues to reflect service priorities and developments.


	Legal and Statutory Responsibilities for all Colleagues:

	Safeguarding: All colleagues have a duty to maintain a basic level of understanding of safeguarding, signs of 
neglect or abuse and how to raise a safeguarding concern as outlined in the organisations Safeguarding and 
Whistleblowing policies. 

Health & Safety: All colleagues have a duty to take reasonable care for the health and safety of themselves and others. This includes contributing to a safe and secure environment for the people who use our services.

Training Compliance: All colleagues are responsible for maintaining compliance with all mandatory training required for the specific job role they undertake or service they work in, any required qualifications and maintaining any required professional registrations to ensure professional skills and knowledge remain up to date.  

Information Governance: All colleagues have a duty to main the confidentiality and integrity of any sensitive or personal data that they access or use within their role. 

Diversity and Inclusion: All colleagues are expected to contribute to the development of an inclusive workplace and treat others with dignity and respect at all times. 

Line Management: Roles with line management responsibility are expected to ensure all direct reports, and teams they oversee, receive the appropriate levels of supervision and have an annual performance review and contribute to a culture of continuous improvement and development. 


	Person Specification:

	Knowledge
Essential
Knowledge of relevant aspects of health and safety legislation and regulations.
Knowledge of the laws and regulations covering licensing, insurance and road use.                                                  
Knowledge of local area, including street names, major landmarks and one-way systems
An understanding of the type of difficulties that the people who use our service may face

Skills & Abilities
Essential
Ability to manage own time and multiple tasks effectively, working autonomously and using own initiative. 
Ability to use and input onto computer-based systems
Ability to form and promote positive relationships with and between people who use our services, colleagues and representatives of outside agencies. 
Ability to maintain appropriate levels of confidentiality
Ability to work evening, weekend and night shifts as required

Qualifications
Essential
 Full clean UK driving license

Desirable 
IOSH Managing Safely qualification 
NVQ/Diploma Level 2 in Health & Social Care
Relevant Level 3 Supervisor Award

Experience
Essential
Experience of working as an effective team member

Desirable
Experience of working with people who have learning disabilities
Experience of delivering a road passenger transport service (Bus, PSV, Minibus, People Carrier, etc.)

	Our Values and Key Attributes:

	All colleagues are expected to operate in line with our Values and Behaviour Framework at all times. The framework outlines our core values and the behaviours that we consider to uphold each of our values, as well as universal attributes we consider to underpin everything we do.

Our Values
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We put the people we support, families and colleagues at the centre of all we do.
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We recognise that quality comes from our commitment to best practice, improvement and learning; not just compliance.
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Description automatically generated]We are passionate about improving lives and work together to enable the people we support to achieve their aspirations.

We embrace a culture of trust and safety so that each of us can perform to our best and thrive.


Universal Attributes
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                                   Communication is a two-way street; as well as honesty, we actively listen so we can 
                                   understand the needs and views of others.
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                                   Good collaboration between individuals strengthens the team as a whole, enabling 
                                   us to share ideas, encouraging others to adopt new skills, while learning from others 
                                   ourselves.
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                                   By taking a non-judgmental approach, we can demonstrate empathy and be seen 
                                   as approachable, while respecting the culture and opinions of our peers.
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  We are accountable for our own actions, and by sharing the lessons we learn in our 
  working lives, we do things better individually and more broadly as an organisation.


	Last Updated By:
	Emma Bramhall	Date:
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