



Goldwyn School
Job Description:  School Transport Manager

Employed at:	Goldwyn Ashford 

Grade:	Kent Range F (£32,140 to 35,035) FTE

Employed for:	Hours to be confirmed 

Responsible To:	Principal/School Business Manager	

Responsible For:	Deputy Transport Manger/School Drivers

Purpose:	To provide strategic leadership and operational oversight of the home‑to‑school transport service, ensuring that all children are transported safely, efficiently and in a cost‑effective manner.

Key Objectives:
· To ensure that all children are collected from and delivered home safely, responding to emergency situations outside normal working hours where required.
· To maintain overall accountability for the safe, efficient and cost‑effective operation of the home‑to‑school transport service.
· To deliver excellent customer service, with a strong understanding of the needs of children with SEND and the challenges faced by their families.
· To lead, manage and develop a diverse team of drivers and transport staff, including direct line management of the Deputy Transport Manager.
· To design, review and implement business processes and service improvements that enhance safety, compliance, efficiency and value for money

Key Duties and Responsibilities

Strategic and Operational Leadership
· Provide leadership and oversight of transport operations to ensure services are delivered in line with legislation, school policies and best practice.
· Maintain overall responsibility for fleet compliance, delegating routine vehicle checks, defect reporting and monitoring activity to the Deputy Transport Manager.
· Monitor daily service delivery, resolving complex or escalated operational issues and emergencies in liaison with the School Business Manager.
· Review and refine morning and afternoon routes to ensure an efficient, safe and cost‑effective service.
· Provide strategic recommendations to the Principal and School Business Manager regarding transport operations, school schedule changes and adverse weather closures.

Fleet, Compliance and Risk Management
· Retain accountability for fleet safety, maintenance and compliance, including oversight of systems managed by the Deputy Transport Manager.
· Oversee compliance auditing processes and review their effectiveness, addressing any identified shortcomings such as prohibitions or test failures.
· Ensure transport operations remain compliant with changes in legislation and regulatory standards, implementing updates as required.
· Oversee arrangements for vehicle procurement and replacement planning in conjunction with the School Business Manager.

Driver Management and Workforce Development
· Lead recruitment, training, induction, supervision, performance management and, where necessary, disciplinary processes for drivers.
· Ensure appropriate systems are in place for monitoring driver licensing, insurance, training and ‘fitness to drive’, with operational tasks delegated to the Deputy Transport Manager as appropriate.
· Ensure drivers understand their responsibilities, safe working practices and the consequences of non‑compliance.
· Coordinate and support training programmes, collision investigations, safety reviews, driver performance evaluations and staff development activities.

Customer Service and Stakeholder Engagement
· Establish and maintain positive, professional relationships with parents, carers, external organisations and Local Authority officers.
· Monitor student behaviour during transport and ensure concerns are addressed and reported appropriately.
· Provide accurate and timely transport information and reports to the Local Authority when requested.

Financial and Contract Management
· Oversee taxi provision, including authorisation and monitoring of bookings and invoice checks.
· Maintain overall control and monitoring of fuel usage and transport‑related expenditure.
· Ensure purchasing decisions related to transport comply with school policies and financial procedures.

Health, Safety and Safeguarding
· Perform strategic reviews of transport risk management arrangements, including inclement weather procedures and emergency response planning.
· Ensure full compliance with child protection, safeguarding, health and safety, security, confidentiality and data protection requirements.
· Undertake required training and report any concerns promptly to the appropriate designated person.

Line Management
· Line manage school drivers and the Deputy Transport Manager setting clear expectations, monitoring performance and ensuring effective delegation of operational and compliance activities.

Performance Development:
· All staff must complete a satisfactory Performance Review in accordance with the Pay Policy to ensure pay progression

Staff Development:
· To assess development and training needs and discuss with line manager.
· To set your own targets before any development activity (linked to the relevant standards).  To review and evaluate the activity after completion, cascading information to the appropriate team when relevant.
· To keep personal records of all staff development activities in which you are/have been involved.

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Principal.

This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.  In addition it may be amended at any time after consultation with you.


















