
 

 
 

Minibus Driver  
Job Description and Person Specification  

 
Part-time (10 hours per week, term time only) 

Permanent from September 2019 
 

Lorenden Prep School is a small school of approximately 120 pupils with an excellent              
local reputation; most pupils come to the school from recommendations from other            
parents or staff. It is a friendly, family environment with one form entry and with high                
expectations of pupils of all ages. 2018 sees Lorenden celebrating its 25th anniversary.             
The school is a member of IAPS and an acquired school in the Methodist Independent               
Schools Trust. 

 
Lorenden has flourished because staff have given generously and willingly of their time             
and energy to aid the academic and personal development of the pupils in the many               
forms that this may take.  
 
It is the abiding hope of the Governors and Head that all staff will approach their                
employment by the school in that same spirit. We develop self-disciplined, thoughtful            
children with a cheerful ‘can-do’ attitude to life and a strong sense of fair play. We                
thoroughly prepare our children socially, physically and intellectually for secondary          
education so that they can take with them happy memories of their time with us. 
 
 

1. Job Description 
 

Purpose of Job To drive the Lorenden Prep School vehicles, collecting pupils from designated pick-up points 
and taking them to school in the morning, in a responsible and competent manner, ensuring 
the safety of passengers, other road users, members of the public and yourself at all times. 
 

Location Vehicle based at Lorenden Preparatory School, Painters Forstal, Faversham, Kent ME13 
0EN.  
The driving route is from Lorenden (where the bus is kept) to Sittingbourne and collecting 
pupils en route on the return to Lorenden. 
 

Reporting to 
 
Length of contract 
 
Holiday entitlement 

Bursar  
 
Permanent subject to probationary period 
 
20 days plus public holidays pro rata to 40 weeks per year 
 

Hours of work Morning Shift of 2 hours per day during term time (7am-9am) on a 40 weeks per year 
contract. Additional hours may be available on occasion. 
This role can be combined with another current vacancy. 
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Duties and 
responsibilities 

● Driving a Lorenden Prep School Minibus collecting pupils from designated pick-up points 
and taking them to school. 

● Responsible for the safety, comfort and welfare of the pupils and staff. 
● Be friendly and helpful to parents and pupils. 
● Ensure parent contact numbers are accessible and stored confidentially. 
● Carry out driver’s daily checks. 
● Report any vehicle defects, faults, incidents and accidents  
● Be responsible for the cleanliness of vehicles, and ensuring the vehicle is in a clean and 

roadworthy condition before and after use. 
● Refuel vehicles as required.  
● When required, cover for absent colleagues. 
● Maintain and help to promote a good company image, working attire should be worn at 

all times and kept in a clean and tidy condition. 
● Work within health and safety guidelines and other guidelines that may be issued from 

time-to-time 
● Work within the constraints and guidelines as set out in the Minibus Drivers’ Operating 

Instructions. 
● To undertake any other associated duties as required by the manager. 
● Take responsibility for health and safety of Lorenden Prep School vehicle and users 
 

Training  ● Attend relevant training courses as identified and agreed, this will include Minibus Driver 
Awareness Scheme. 

● Paediatric First Aid training will be given 
● Safeguarding training will be given 

 
 
2. Person Specification 

 
Values and Attitudes  
Essential ● Clean driving licence 

● Experience of driving a large vehicle (preferred) 
● Pleasant, approachable personality. 
● Friendly, kind 
● An ability to communicate with a range of people 
● Patient manner.  
● Ability to work on own initiative and as part of a team. 
● Reliable and trustworthy. 
● Honest, sense of responsibility and confidentiality. 
● Flexible approach to working arrangements. 
● Sensitivity to user needs 
● Willing to undertake training as appropriate.  
● Willing to undertake additional training to enhance the services delivered by Lorenden 

Preparatory School. 
Experience, Skills and Knowledge 
Essential ● Hold a current, clean and valid driving licence D1 unrestricted or a PCV licence or D1 

restricted (car licence obtained prior to 01/01/1997). 
● Capability to maintain accurate vehicle and user records.  
● Ability to undertake daily vehicle checks and carry out basic maintenance. 
 

 
This post will be subject to an enhanced DBS Disclosure. 

 
Deadline for applications: Monday 23 September; interviews: Wed 25, Friday 27 or Monday 30 

September 
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Should we receive applications from suitable candidates before the deadlines, we reserve the right to interview 
and appoint as soon as possible. 
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