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POST OF CASUAL COMMUNITY BUS DRIVER
Thank you for your request for an application form and further information relating to the above post.


This pack contains:


* Job Description





* Person Specification






* Main Conditions of Service


* Equal Opportunities Statement of Intent

* Equal Opportunities Monitoring Form


* Blackburn with Darwen Healthy Living Service Information
Please note the following information:

1. To conform with our Equal Opportunities policy we will only consider applications made on our standard application form.  CV’s will not be accepted.

2. When completing your application form please pay particular attention to the Person Specification, as this is the criteria that will be used for shortlisting.  You should demonstrate on your application form how you meet the criteria on the person specification.  You should address each point on the person specification explaining what qualities, skills or experience you have in order to demonstrate that you meet the requirements listed. 
3. Applications from people with disabilities are welcome and we will ensure appropriate support is provided where required.  If you have any particular needs in relation to completing the application form please let us know.

4. Please ensure you complete and return the equal opportunities monitoring form.  This form will be detached upon receipt and will only be used for equal opportunities monitoring purposes.

5. Under legislation for the Protection of Children and Vulnerable Adults, if your application is successful, you will be asked to agree to a check being made by the Criminal Records Bureau about the existence of a criminal record.

6. Blackburn with Darwen Healthy Living has a policy statement on the recruitment of ex offenders; if you are shortlisted for interview you will receive a copy with your invite to interview letter.  Alternatively if you prefer you may request a copy by contacting our King Street office.

7. A criminal record will not necessarily debar you from employment with our organisation.
8. Please return your form to Blackburn with Darwen Healthy Living Bangor Street Community Centre, Norwich Street, Blackburn BB1  6NZ

Thank you for your interest in Blackburn with Darwen Healthy Living.

BLACKBURN WITH DARWEN HEALTHY LIVING

JOB DESCRIPTION

JOB TITLE:
    

Community Bus Driver

LOCATION:


Various Venues

HOURLY RATES:  

Casual hours (Band 4) £9.84 per hour

RESPONSIBLE TO:
Health and Fitness Development Officer


RESPONSIBLE FOR:    
N/a

Job Purpose
1. To be responsible for safely operating the Charity’s Health Bus in accordance with all laws, regulations and rules of conduct.

2. To support the work of the Healthy Living Team in the delivery of services.

Main Tasks

1. To be responsible for safely operating the Charity’s Health bus according to a defined schedule including ensuring that the bus is in good operating condition at all times and complying with all laws, regulations and rules of conduct.

2. To deal with staff, Clients and members of the public in a courteous and respectful manner.

3. To promote a positive profile of the Charity and its Services through professional operation and conduct.

4. To ensure a customer service orientated approach ensuring service users receive an efficient, high quality service.

 5.      To ensure that all work is under-pinned by equal opportunities principles and     
        complies with health & safety and legal requirements.

Key Job Activities

1. To pick up and drive the double decker bus from the compound to the service delivery site, stay with the bus throughout the session and return the vehicle to the compound at the end of the session.

2. To be responsible for the cleanliness of the vehicle, inside and out and to report defects to the designated person.


3. To regularly inspect and check component parts of the vehicle e.g. oil, water, lights and tyre pressures.

4. To be responsible for the fuelling of the bus ensuring it is fully fuelled before going out.   

5. To have shared responsibility for the security and equipment whilst on duty.

6. To ensure that routine maintenance and servicing schedule is followed.

7. To complete all necessary paperwork.

8. To provide general assistance to delivery staff and the public to ensure their safety and security.

9. To undertake such other duties as may reasonably be determined by the organisation.

10. To meet personal targets and objectives set by the manager.

11. To always look and act in a professional manner.

12. Abide by the objectives and targets of the Organisation and follow the procedures and practices utilised in all aspects of the work, including computerised and manual systems and the maintenance of relevant records.

13. Fulfil personal requirements where appropriate with regard to BwD Healthy Living policies and procedures, particularly health and safety, equal opportunities, customer care, emergency evacuation, security, work standards and promotion of the BwD Healthy Living Strategic Objectives.



Note:
This Job Description forms part of the contract of employment of the person appointed to this post. It reflects the position at the present time only, and may be changed at management’s discretion in the future. As a general term of employment, BwD Healthy Living may effect any necessary change in job content, or may require the postholder to undertake other duties, at any location in the BwD Healthy Living service, provided that such changes are appropriate to the employee’s remuneration and status.

Name of employee:



Signed and agreed:

Employee Signature:       __________________________________ 

Date:       


     ______________ 
BLACKBURN WITH DARWEN HEALTHY LIVING

PERSON SPECIFICATION

POST TITLE:
Community Bus Driver (Casual) (Band 4)


KEY:

COLUMN 3:
E = ESSENTIAL CRITERIA
COLUMN 4:

ASSESSED BY









AF   =
APPLICATION FORM



D = DESIRABLE CRITERIA


 I      =  INTERVIEW










T      =
TEST
	1
	2
	3
	4

	NO
	CATEGORIES
	E/D


	AF/I/T

	1.

2.


	EXPERIENCE

Previous experience of driving single and double decker buses.
Minimum of 2 years driving experience.


	E
E


	AF/I

AF/I



	1.


	KNOWLEDGE
Basic First Aid Certificate.

	D

	AF/I



	1.

2.

3.

4.

	SKILLS / ABILITIES

Ability to work flexibly, as part of a team

Awareness of and positive attitude towards disability issues.

Awareness of and positive attitude towards equality issues.
Be of smart appearance with an excellent attendance and punctuality record.


	E
E
E

E

	AF/I

AF/I
AF/I

AF/I



	1.


	QUALIFICATIONS

An unrestricted PCV driving licence in full category D entitlement.

	E

	AF



	1.

2.
3.
	OTHER

Appointment to this post is subject to the postholder satisfactorily passing an Enhanced level Criminal Record Bureau check.
Applicant must be aged 25 to 70 years of age to drive the Charity’s Health Bus in order to comply with insurance arrangements.
Commitment to the Strategic Objectives of Blackburn with Darwen Healthy Living.
	E

E

E
	CRB check
AF/I

AF/I




BLACKBURN WITH DARWEN HEALTHY LIVING
SERVICE INFORMATION
Blackburn with Darwen Healthy Living (BwDHL) has been running for over five years. The aim of the organisation is to maintain and develop a creative partnership to tackle the social and economic inequalities experienced in Blackburn and Darwen to ensure people living in these areas can achieve their optimum state of well-being and health. The organisation will ensure that the communities have ownership and involvement in the project to design local solutions to meet health needs.

BwDHL’s head office is at Bangor Street Community Centre. BwDHL aims to provide training and educational opportunities for the community to develop health and fitness opportunities, healthy eating programmes and various activities and projects, all aimed at improving the health and mental well-being of residents living in Blackburn.

Our vision is "To ensure that local people have access to, and are involved in the design and delivery of services that improve their health and well-being." 

The aim of the organisation is to maintain and develop a creative partnership to tackle the health, social and economic inequalities experienced in Blackburn: to involve and enable the people living and working in these areas to design and implement their own solutions. 

Blackburn with Darwen Healthy Living Strategic objectives 

-  To increase provision of healthy eating initiatives and projects to improve people’s awareness of a healthy diet and nutrition.

-  To raise the awareness of, and to provide opportunities for, community members to get involved in physical activities.

-  To raise the awareness of smoking related diseases and to promote smoking cessation services.

-  To increase awareness of sexual health and contraception amongst young people.

-  To increase awareness of the effects of drug and alcohol use.

-  To promote community involvement and leadership in the planning of services /projects to encourage community ownership.

-  To provide opportunities for people to get involved in local community regeneration schemes.

-  To develop a range of initiatives that will improve the quality of life, well being and life chances of the target client group.

-  To organise and participate in health promotion and health education activities to raise awareness of health issues.

-  To promote partnership working with community, voluntary and statutory agencies to ensure a co-ordinated approach to service delivery and efficient and effective use of resources.

BLACKBURN WITH DARWEN HEALTHY LIVING
EQUAL OPPORTUNITIES STATEMENT OF INTENT (JOB APPLICANTS)

EQUAL OPPORTUNITIES STATEMENT

Equal opportunity is about dignity; it is about the worth of each individual, whether they be an employee, job applicant, current or prospective volunteer, trainee or service user.  It is about the elimination of prejudice and of judgements based on fear and ignorance.  Blackburn with Darwen Healthy Living is searching for excellence in its service of vulnerable people.  We are aiming to provide equality of opportunity in all our services and to all our service users.

Blackburn with Darwen Healthy Living wholeheartedly endorses the principle of equal opportunities for all members of society and believes that all persons connected to the organisation should be treated fairly and equitably.  

Our equal opportunities policy aims to ensure that no employee, job applicant, current or prospective volunteer, trainee or service user is placed at a disadvantage by reason of their age, race, colour, ethnic or national origins, culture, gender or gender reassignment, marital status, responsibility for dependants, disability, class, sexual orientation, trade union activities or political or religious beliefs, by requirements or conditions which cannot be shown to be justifiable on other grounds.

All Blackburn with Darwen Healthy Living employees, job applicants, current or prospective volunteers, trainees and service users will be treated with dignity and respect and we will provide an environment free from unlawful discrimination, harassment or victimisation.

Blackburn with Darwen Healthy Living is committed to its policy which includes statements of practice.  The policy is regularly reviewed and revised when necessary. 

Notes to the Statement of Intent
In producing this Statement of Intent, Blackburn with Darwen Healthy Living is acknowledging its legal responsibilities and declaring publicly its commitment to equality of opportunity.  All employees, volunteers and job applicants will be issued with this Statement of Intent.  

The Blackburn with Darwen Healthy Living Board has ultimate responsibility for the implementation of our equal opportunities policy.  Day to day responsibility is delegated to the Chief Officer; however Blackburn with Darwen Healthy Living considers that it is the duty of all employees, volunteers and trainees to accept personal responsibility for the practical application of the policy.  To this end a copy of the equal opportunities policy will be given to each employee.  Volunteers, job applicants and service users will be made aware of its existence and copies made available on request.

 Excerpt from our equal opportunities policy: 

7 
Recruitment and Selection
7.1
Blackburn with Darwen Healthy Living seeks to employ a workforce, which reflects the diverse community at large, because we value the individual contribution of people irrespective of age, race, colour, ethnic or national origins, culture, gender (including gender reassignment), marital status, responsibility for dependants, disability, class, sexual orientation, trade union activities or political or religious beliefs.

7.2
As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Blackburn with Darwen Healthy Living complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  We have a separate written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.

7.3
Advertisements and recruitment drives shall be aimed at as wide a group of suitably qualified and 
experienced people as appropriate.

7.4
Vacancies shall be given as wide an internal circulation as possible to staff who are likely to possess appropriate qualifications or have relevant experience.

7.5
Applicants for posts shall be given as much clear and accurate information about posts through advertisements, job descriptions, job specifications and interviews in order to enable them to assess their own suitability for a post.

7.6
All personnel specifications for posts shall include only requirements that are necessary and justifiable for the effective performance of the job, as requirements that are convenient rather than necessary may be discriminatory.

7.7
All applicants shall be informed that the organisation encourages equal opportunities and operates an equal opportunities policy; such information will be conveyed on advertisements and in job application packs.

7.8
All interviews shall be thorough, conducted on an objective basis and shall deal only with the applicant’s suitability for the job and ability to fulfil the job requirements.  Where it is necessary to assess whether personal circumstances will affect performance of the job (for example, where it involves unsociable hours or extensive travel), this will be discussed objectively, without detailed questions based on assumptions about marital status, children and domestic obligation.  Questions about marriage plans or family intentions should not be asked as Blackburn with Darwen Healthy Living recognises that they could be construed as showing bias against women.  Information necessary for personnel records will be collected after a job offer has been made and in line with current data protection legislation.

7.9
Each individual or group should be assessed according to their capability to carry out a given job or project activity.  It should not be assumed, for example, that men only or women only will be able to do certain kinds of work.

7.10
Blackburn with Darwen Healthy Living expects that job applicants should be able to demonstrate the ability to understand and implement the equal opportunities policy at a level and in a manner appropriate to the work undertaken.

7.11
All staff involved in interviewing shall be trained to ensure that selection is made on an objective basis.

7.12
Records will be kept of the shortlisting and interview process and these records together with all application forms will be kept for a minimum of six months.

7.13
The organisation will monitor job applicants for gender, disability, age and racial origin. The results will be processed to ensure that Blackburn with Darwen Healthy Living is attracting a reasonable cross section of people to apply for opportunities within the organisation, and is not discriminating on the basis of gender, disability, age or race in employment.

7.14
Any job applicants having a complaint as to discrimination or victimisation relative to the organisation’s equal opportunities policy or the legislation to which it relates, should raise the matter with the Healthy Living Centre Manager.  If the complaint is not then or subsequently resolved it may be referred for determination to the Blackburn with Darwen Healthy Living Board.

Blackburn with Darwen Healthy Living
Equal Opportunities in Employment Monitoring Questionnaire

We are requesting this information because, as an equal opportunities employer, we consider it is essential to monitor the recruitment process.  Therefore it would be appreciated if you would answer all the questions below.  The information you supply will be recorded in our recruitment management system and will be analysed on a regular basis, to report the results of recruitment and selection procedures.  Our aim is that all applicants will be treated fairly and without bias.  All information will be treated in the strictest confidence.

1.
Post applied for





Post ref __________










(if applicable)

2.
Gender (please tick)

Male         (

Female       (
3.      Caring Responsibilities

Do you have any children who rely on you for day-to-day care and attention?




Yes

(
No

(
Sometimes
(

If yes or sometimes please list their ages on the next 31st August.


((

((

((

((

 ((

((

Example: If you have 2 children aged 3 & 11 you would write 


Do you have any other relatives/friends who rely on you for day to day care and attention?



     
Yes

(
No

(
Sometimes
(
4.      Disability 


Do you consider yourself a disabled person?

Yes

(
No
    (
(Please see attached guidance notes) 

5.
Age



 D D  M M  Y Y

What is your date of birth?
((((((
6.       Ethnic Origin

Ethnic Origin refers to member of an ethnic group who share the same cultural identity.  It does not mean country of birth or nationality.


Please tick the box which best describes your ethnic origin


A1 White-British

            
( A2 White-Irish
       

        (
A3 White-Other



( (Please specify) 





B1 Mixed White & Black Caribbean
( B2 Mixed White & Black African       (

B3 Mixed White & Asian  


(
B4 Any other mixed background       
( (Please specify) 






C1 Asian or Asian/British Indian       
( C2 Asian or Asian/British Pakistani     (

C3 Asian or Asian/Bangladeshi       
(

C4 Any other Asian background       
( (Please specify)






D1 Black or Black/British Caribbean
( D2 Black or Black/British African       (

D3 Any other Black background   

( (Please specify) 





E1 Chinese  




( F1 Other Ethnic Group 




7.     Where did you hear about this vacancy?

Job Centre
(

Local Press
(
Friend/Relative      (
Website
(
     National Press
(
           Other      ( 

             (Please state) ___________________

BLACKBURN WITH DARWEN HEALTHY LIVING 

POLICY STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS

1.
As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Blackburn with Darwen Healthy Living complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.
2.
Blackburn with Darwen Healthy Living is committed to the fair treatment of its staff, potential staff or users of its services, regardless of age, race, colour, gender, or gender reassignment, religion, sexual orientation, ethnic or national origins, culture, marital status, class, trade union activities or political beliefs, responsibilities for dependants, disability or offending background.
3.
We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.
4.
We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications, and experience.
5.
A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.
6.
Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover to a designated person within Blackburn with Darwen Healthy Living and we guarantee that this information is only seen by those who need to see it as part of the recruitment process.
7.
Unless the nature of the position allows Blackburn with Darwen Healthy Living to ask questions about your entire criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.

8.
We ensure that all those in Blackburn with Darwen Healthy Living who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

9.
At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

10.
We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

11.
We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

Strictly Confidential

BLACKBURN WITH DARWEN HEALTHY LIVING

IMPORTANT – PLEASE COMPLETE THIS FORM AND THEN PLACE IT IN ENVELOPE PROVIDED. THE ENVELOPE SHOULD THEN BE SEALED AND ATTACHED TO YOUR APPLICATION FORM.

Rehabilitation of Offenders Act (1974)

The provisions relating to non-disclosure of criminal convictions do not apply to certain positions.  The post for which you are applying is included in the exempted type of employment under the Rehabilitation of Offenders Act (Exemptions) 1974 Order 1975, as amended, therefore it is necessary for you to answer the following questions.

The information will be kept in strict confidence and will only be used to consider your suitability for the post for which you are applying.










             YES          NO

1.  Have you ever been convicted by the courts or been
              FORMCHECKBOX 
            FORMCHECKBOX 

     cautioned, reprimanded or given a final warning by

     the police?










     If yes, please give details of offences, penalties and dates 
 








           YES          NO

2.  Are you aware of any police enquiries undertaken                        FORMCHECKBOX 
            FORMCHECKBOX 

     following allegations made against you, which may 

     have a bearing on your suitability for this post?

     If yes, please give details overleaf
Name ___________________________________________________________    
Post Applied for___________________________________________________

Address__________________________________________________________       
Signature____________________________

Date_______________________________                 
A criminal record will not necessarily debar you from employment with our organisation.  However, if you are appointed and it is later discovered that you have not disclosed the information requested, any offer of employment may be withdrawn or employment terminated. 
If you have answered YES to question 1 please give details of offences, penalties and dates:

If you have answered YES to question 2 please give details:

Blackburn with Darwen Healthy Living


Bangor Street Community Centre


Norwich Street


Blackburn, BB 16NZ
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