
 
 

 

PART-TIME MINIBUS DRIVER 
JOB DESCRIPTION 

 

 

ACCOUNTABLE  

 

The Part-Time Minibus Driver will report to the Facilities Manager and the Head of Finance & 

Compliance, and, through them, they are ultimately responsible to the Head. 

 

SPECIFIC RESPONSIBILITIES 

 

Transporting of Pupils 

 

Driving a 16-passenger seat minibus on regular school bus routes with designated collection and drop 

off points in the local catchment area in accordance with the Highway Code.  

 

This will involve: 

 

 Collection of the designated minibus from the School site each morning.  

 Picking up/dropping off eligible pupils only up from predefined bus stops. 

 Ensuring pupils adhere to all necessary regulations throughout the journey, including remaining 

seated and wearing seat belts.  

 Being responsible for the health, safety and security of the children while they are on the 

minibus and during collection and drop off. 

 Ensuring all means of exit are kept clear and accessible and free of any bags, personal 

belongings and sports equipment. 

 Any unacceptable or disruptive behaviour of pupils should be dealt with by stopping the journey 

at a safe place until proper behaviour is re-established. 

 This must be reported to the Deputy Head and Head of the Senior School or the Head on 

returning to School. 

 

Licence Requirements 

 

 The successful driver must have a valid driver’s licence with a D1 qualification, preferably with a 

Driver CPC qualification, and must be over 21 years of age.  

 The successful candidate must not have incurred more than 3 penalty points within the last 5 

years.  

 All future driving endorsements and convictions, including speeding fines, which incur points 

being applied to the licence, must be reported to your line manager.  

 Drivers will be responsible to pay fines and incur endorsements on their own licence.  

 All drivers must carry their licence at all times and are required to undertake a driver training 

and assessment session before being authorised to drive a School minibus. 

 

Vehicle Maintenance 

 

 Carry out basic safety vehicle checks each morning and evening to ensure the vehicle is 

roadworthy and results are recorded as required in line with the School’s policies and 

procedures. 

 If any defect is found, this must be recorded and reported to the Transport Coordinator. If a 

fault is identified which renders the vehicle unsafe or illegal to drive, the vehicle must not be 

used until the fault has been rectified. The backup minibuses should be used if required.  

 

Health & Safety 

 

 To ensure the seating capacity/gross weight limit of the vehicle is not exceeded. 



 To report immediately to the Facilities Manager and/or Head of Finance & Compliance any 

accidents or incidents for the purpose of making or reporting an insurance claim. Such reports 

must include full details of third-party involvement as well as the incident itself.  

 Drivers must be in a fit physical condition to operate the vehicle and their ability to drive must 

not be impaired by alcohol, drugs (legal or illegal), or other potential impediments. 

 It is an offence to operate a mobile phone whilst driving. The driver must stop the vehicle at the 

nearest safest point to use the mobile phone or they must use the hands-free cradle and 

Bluetooth function on the minibus where available. 

 

General 

 

 To act as a representative of Red House School to both parents and pupils and ensure they are 

presentable in appearance and professional, polite and courteous at all times. 

 To communicate with the School Office about any delays or issues due to traffic or weather, and 

to follow instructions from them and in line with hazardous weather reports issued by the Met 

Office. 

 To ensure the minibus is kept clean and tidy after each use. 

 To attend any necessary driver trainer assessments and any other training as relevant to the 

role.  

 To wear smart clothing and footwear, with branded uniform issued. 

 Report to the line manager and/or the Head of Finance & Compliance by 5.30am or 1pm 

respectively, should they be unable to carry out their duties due to absence. 

 Adhering to Safeguarding regulations. 

 Ensuring clear communication to the Facilities Manager and/or the Head of Finance & 

Compliance in terms of any operating issues. 

 

GENERAL STAFF RESPONSIBILITIES 

 

All School staff are expected to: 

 

 Work towards and support the School vision and the current School objectives outlined in the 

School’s Strategic Development Plan. 

 Support and contribute to the School’s responsibility for safeguarding pupils. 

 Work within the School’s Health and Safety Policy to ensure a safe working environment for 

staff, pupils and visitors. 

 Attend relevant staff meetings, mandatory INSET training sessions, and training and 

development as required by the post. 

 Maintain high professional standards of attendance, punctuality, appearance, conduct and 

positive courteous relations with pupils, parents and colleagues. 

 Engage actively in the School’s performance management process. 

 Adhere to all School policies and the Staff Code of Conduct Policy. 

 Undertake other reasonable duties related to the job purpose required from time to time. 

 

NOTES 

 

All job descriptions for members of staff are viewed in relation to the delivery of the School’s Strategic 

Development Plan. 

 

Other tasks may be considered necessary by the Head in view of the changing needs/policies of the 

school. Some tasks may be modified, delegated or deleted as we may reasonably require in the future. 


