Radio Cabs (Ashton) Ltd

SPECIAL EDUCATIONAL NEEDS AND

SOCIAL SERVICES TRANSPORT

DRIVER GUIDELINES

Radio Cabs (Ashton) Ltd are working under contract to Tameside MBC Special Educational Needs Services Unit and the Social Services Department.  These contracts require certain conditions and should be adhered to at all times.

ESCORTS

Some contracts require the driver to have an Escort on board whilst the passengers are being transported.  If this is required, it is vital that the Escort is picked up first and dropped off last at all times.  If you call for your Escort and she is not available you must inform the office immediately.  Under no circumstances must you continue on the journey without an Escort.  Similarly, you should not make your own arrangements for Escort cover – inform the office if you know you need an alternative Escort and a substitute will be found for you.

The Escort’s duties are as follows:

1. To ensure that the passengers do not distract the driver whilst the vehicle is in motion.

2. Ensure that the passengers behave in a suitable manner whilst in the vehicle.

3. Maintain minimum, appropriate physical contact with passengers to enable comfortable entry and exit from vehicles.

4. Ensure passengers are never left unsupervised in a vehicle.  To enable constant supervision, if there are other passengers already on board, the Driver must go the door to make the parents/carers are aware the transport has arrived, the parents/carers are then expected to escort their child/charge to and from the vehicle.

GENERAL INSTRUCTIONS AND RULES

1. Ensure all seat belts are securely fastened before setting off.

2. Secure the appropriate children into their harnesses/car seats if they have been provided.  This may also include fitting the harness/car seat into the vehicle if it has been removed after the previous journey.

3. Make sure that all doors are closed and if possible locked before the vehicle starts to move.

4. Ensure that the passengers on arrival at school/centre are taken into the building and registered with a member of staff

5. On the return journey it is imperative that passengers are only taken to their home address, or an alternative address that has been approved by TMBC.  Drivers must not take instruction from parents, carers, childminders or staff at school/centre regarding alternative drop off points – if the address is not given by this office, then no exceptions must be made.  If there is no answer at home when dropping off, then contact should be made with the office immediately to receive further instruction.

6. Make sure that all bags are stored safely e.g. placed under the seats.

7. Ensure that all baggage, medication and any information from parents/carers are handed to a member of staff at the school/centre.

8. Identification badges must be worn at all times.

9. Smoking is strictly forbidden immediately prior to passengers boarding the vehicle, and at all times whilst passengers are on board.

10. Swearing, foul/obscene language and conversation relating to sexual or “adult” subjects should be avoided at all times.  Any breach of this condition will be considered to be gross misconduct and may result in you being banned from any work undertaken for Tameside MBC.

11. Passengers must not be given gifts or presents of any description; this includes sweets, ice creams and drinks.

12. Physical contact with passengers should be restricted to giving assistance to enter/exit the vehicle, fastening of seat belts and support whilst walking where necessary.  Under no circumstances must there be any physical contact in order to reprimand or punish a passenger who is misbehaving or to comfort a passenger who is upset.  Any problems relating to misbehaviour must be reported to the school/centre and the staff there will deal with it.

Generally, the Driver should consider the safety of the passengers he/she is transporting with at all times the most important factor.  

COLLECTION OF PASSENGERS

1. When collecting passengers please knock on the door and be certain the customer is aware of your arrival.  You must wait outside the home address for a minimum of three minutes

2. If the customer fails to answer the door, you should post a card through the letterbox to indicate that the transport did call and that the parents/carers must make contact with the Education/Social Services Department to resume future transport.

3. Inform Radio Cabs office in order to receive instruction regarding future pickups.

DROP OFF OF PASSENGERS

1. Upon arrival at the school/centre, ensure that the passengers are safely inside the premises before leaving.

2. When arriving at the passenger home, make sure he/she has safely gained access to the house before leaving.

3. If you return a passenger to the home address and the parent/carer is not at home, the procedure is to continue with the journey, taking all the other passengers home, after informing Radio Cabs office that you have called at the address and will return later.

4. If parents/carers are still not at home when you return then make contact with Susan Bintliff at Radio Cabs office to receive further instruction.

5. If you are instructed to take the passenger to an alternative address, post a card at the home address informing the parents/carers where the passenger has been taken.

CONFIDENTIALITY

Some of the contracts we have, particularly with the Social Services Department, are of an extremely confidential nature.  Under no circumstances must Drivers discuss matters regarding their passengers with third parties, nor should any questions of a delicate or personal nature be asked of passengers, parents, carers or staff.  There may be instances where information is volunteered or overheard, but you are warned that this must be kept strictly confidential and any breach of this trust will be treated as gross misconduct and may result in you being removed from the contract.

COVER

If you have been allocated a regular contract, and are unable to cover for any reason you must inform the operator as soon as possible.  You must also inform the office who is covering for you if you choose to make your own arrangements.

PROBLEMS/QUERIES

Please ensure that any problems or queries are directed to Radio Cabs office as and when they occur.  It is important that we know about any difficulties to enable us to resolve them

If you should have any queries regarding these guidelines or any other aspect of contract work, please contact: Susan Bintliff on 331 2989

PLEASE NOTE THAT FAILURE TO WORK WITHIN THE GUIDELINES PROVIDED MAY RESULT IN DISCIPLINARY ACTION.
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