Candidate Information Brochure

Transport Manager
Full Time, Permanent

About Sedbergh School
Sedbergh School, founded in 1525 by Roger Lupton, Provost of Eton, is an Independent Co-educational
Boarding School. The Headmaster is a member of the Headmasters’ and Headmistresses’
Conference. Set in the spectacular Yorkshire Dales National Park, the School also benefits from fast
motorway and rail access to the rest of the UK.
The School is a vibrant, demanding and supportive community, which encourages pupils and staff to
be involved in as broad a range of activities and interests as possible. Art, Drama and Music are
especially strong, and the School has a national reputation for Sport. Sedbergh has its own Prep
School, located approximately five miles away at Casterton.
The Headmaster, Mr D J Harrison MA (Cantab), has overall responsibility for both Schools and is
supported by a number of senior managers. Mr Will Newman BA(Ed) MA, is Headmaster of
Casterton, Sedbergh Prep School.
The Chief Operating Officer, Peter Marshall, is responsible to the Principal and Governors for the
management of all administrative and support staff. The Chief Operating Officer has responsibility not
only for the finances of the School, but also for the extensive land and buildings, maintenance
department, grounds & gardens, catering, housekeeping & domestic staff and all other support staff,
as well as running the commercial trading arm of the School, Sedbergh School Developments Limited.

Our Location
Only 90 minutes driving from almost every
major city in the North, Sedbergh School is a
world away from the temptations and
pressures of urban life.

By Air
Sedbergh is within 90 minutes of the
international airports of Manchester, Leeds,
Liverpool and Newcastle.

By Rail
There are direct trains from London within 2
hours 40 minutes.

Location
Sedbergh School is under 5 miles from the
M6, giving fast motorway access to
Scotland, the Midlands and the South.

Approaching from the North East
The recommended route is either the A1
and A66 from Scotch Corner or, if living
further south, the A65. The A684 through
the Dales is beautiful, bet very much slower.

Welcome to the fold

“A School with a very
special atmosphere
and sense of family”

“

The Role
The main focus of the Transport Manager will be to ensure the effective delivery of the School’s
transport services. The post holder will take charge of the Sedbergh School vehicle fleet and ensure
that all school minibuses, cars and vans are roadworthy, taxed, MOTd and insured, and that the drivers
carry out their daily checks. In addition to this, they will ensure that all bus pick up and drop off routes
are covered daily, as well as coordinating all transport bookings. The Transport Manager will act as
team leader for the School driving team; a dedicated set of people who provide a vital service to the
School.

Person Specification
The Transport Manager is a customer facing post, requiring a sensitive but firm approach, in order to
ensure the safe and timely travel of pupils and pupil groups from both Schools. During term time, the
maintenance of a detailed plan for the daily Prep School runs is a primary task. However, many other
journeys need to be planned to deconflict with this, thus good organisational skills and the ability to
plan are essential. Inevitably, there is a need to be proficient at identifying and solving issues before
problems arise and the Transport Manager should be able to work with minimal supervision, using
their own initiative. The ability to communicate plans, updates and changes clearly is an essential
attribute. At the beginning and end of term, the focus shifts to transporting pupils between home and
School, while in the holidays there is some work in support of course programmes.

Qualifications
Relevant academic qualifications, or the ability to demonstrate sufficient knowledge and
experience for the role

Skills & Personal Attributes
Exceptional customer service skills with the ability to understand the needs of the
customer
A focus on quality and drive for results
Self-motivated with the ability to work flexibly under pressure
The ability to use own initiative and be proactive in finding possible solutions to
problems
Excellent interpersonal skills and the ability to communicate with clarity, both verbally
and in writing
The ability to collaborate with others and develop productive working relationships at all
levels across the organisation
Practical and well organized with high levels of attention to detail
Enthusiastic and motivated
The ability to understand the needs of the business of the School

Knowledge & Experience
Experience of supervising small teams and preparing rotas for staffing/driving duties
Experience of planning and executing tasks using electronic or other reporting systems
High level of IT literacy; familiarity with and confidence in the use of MS Office applicaitons
Familiarity with current Health & Safety legislation applicable to the transport theatre of
operations
Experience either within education or another highly disciplined organisation would be
advantageous

The Operations Department
The Operations Department is truly at the core of the School, providing the backbone of operational
support which keeps the extensive land and buildings running throughout the School year. The
department counts a host of dedicated staff who are passionate about what they do, and the
successful candidate will work with staff from a number of key departments across the School.
Within this structure, the primary role of the Transport Manager will be to ensure that the School’s
transport services are planned, managed and delivered effectively, across both the Senior School and
Prep School sites. The position requires agility in order to adapt to the day to day demands of a busy
and high achieving boarding school; the working hours for the post will largely be Monday to Friday,
09.00-17:30, however, due to the nature of the role, the post will also require some out of hours work
at designated times. The successful candidate should be prepared to provide out of hours advice when
buses are out, as well as be available to respond to enquiries during the 3-4 day “windows” of travel
at the beginning and end of terms, when pupils are travelling overseas.

Reporting
The Transport Manager forms part of the Chief Operating Officer’s support staff, to whom any major
issues relating to finance and their personal contracts of employment should be directed.
The successful candidate will report to the Facilities Manager, who is the Line Manager for the
day-to-day running of Transport within the School.

Key Responsibilities
The Transport Manager will have a number of areas of responsibility, which are listed in the main
below:

Vehicle Maintenance
To ensure that all vehicles (including minibuses, Porters’, Catering, Maintenance and Matrons’
vehicles for both sites) are regularly maintained, MOTd and serviced by a recognised service
provider, in line with the vehicle manufacturers’ recommendations
To book and arrange drivers to take vehicles for service at local garages etc.
To implement a daily vehicle check sheet system, which the drivers check ahead of each
journey (these sheets are to be kept as a record)
To ensure that there is a reporting system in place for drivers to report defects to vehicles
To keep all service records up to date
To arrange a 6 monthly check by a reputable mechanic/garage to ascertain that vehicles are
in a safe condition
To ensure that all minibuses are kept clean and tidy, both inside and out

Vehicle Bookings
To maintain a vehicle booking system for all School vehicles, minibuses & cars, to include
hospital trips, sports events, theatre and social trips
To run the transport request booking system for school trips, coaches for away fixtures, tours
etc.
To provide regular staff briefing and feedback on forthcoming bookings and the overall
transport plan. This will include identifying when extra minibuses may be required for hire, or
when external contractors may be employed with drivers and buses

Beginning and End of Term Airport and Ferry Transport
To coordinate the end of term and return to School transport for pupils
To delegate specific drivers to airport runs and book coaches where it is more cost efficient
To work with Assistant Houseparents and Deputy Heads to complete a list of pupil arrivals and
departures at ferries, stations and airports
To select and brief a team of on-site School representatives to provide airport support for
unaccompanied minors and others, in order to ensure that they are delivered to, and collected
from, the correct airline
To ensure that the airport team communicates problems regularly and passes any serious
issues to relevant members of the Senior Management Teams (SMTs)

Legislation
To keep a record of driver details including monitoring drivers’ licences for points and age
restrictions (25-70 years of age) and to ensure only those drivers with a D1 category licence
drive minibuses. Any school driver with points must notify the Bursar (Operations) so that the
Insurers can be informed
To ensure that any hire vehicles are entered onto the “School’s Vehicle Insurance Policy” and
taken off when off hire ends
To ensure that the School is kept abreast of any impending or changing legislation
To ensure that minibuses are not let out for private hire or functions

Driver Coordination/Logistics
To hold weekly meetings with minibus drivers and confirm the weekly tasking
To provide, where possible, the drivers with one week in advance of all bookings and tasking

Mileage Reports and Accounting
To ensure that each vehicle has a vehicle log sheet and that each journey is entered onto the
log with a reason for the journey. This will include ensuring that for any visits to hospitals, the
pupils’ names are entered for recharging purposes
To ensure that all end of term journeys for pupils are recorded
To ensure that the correct forms are competed for any pupil hospital visits (pupil hospital visits
require a form to be completed and completed forms are to be handed to the Accounts
Department immediately after the hospital visit)
To ensure that all driver files and vehicle files are kept up to date and produced as required

Health and Safety
The Transport Manager must ensure that they are familiar with the School Transport Policy
and Health and Safety Policy.
To ensure that each vehicle is issued with:
(1) A torch
(2) A hi-vis vest
(3) A mobile phone
(4) A First Aid kit
(5) A warning triangle
(6) A School policy pack detailing action to be taken following an accident
(7) All relevant PPE which needs to be issued to drivers

Meetings
To have regular meetings with the Facilities Manager to go through departmental
performance and review current practices

General
To carry out any reasonable duties as requested by the Facilities Manager
To discuss any new ideas that would improve the service provided to the customers of
Sedbergh School

Safeguarding Responsibilities
Safeguarding the welfare of children is of the highest priority to Sedbergh School. Sedbergh School
is committed to safeguarding and promoting the welfare of children and expects all staff to share
this commitment. The role holder will be expected to support this approach in the context of their
role and to adhere to and ensure compliance with the School’s safeguarding policies and procedures
at all times.
If, in the course of carrying out their duties, they become aware of any actual or potential risk to the
safety or welfare of children in the School, the role holder must report any concerns to the School’s
Designated Safeguarding Lead or to the Headmaster.
All staff within Sedbergh School must demonstrate the willingness to participate in safeguarding
training appropriate to the level of responsibilities of their role. Every employee of the School has a
responsibility to:
Protect children from abuse;
Be aware of the School’s safeguarding procedures;
Know how to access and implement the required procedures;
Keep a sufficient record of any significant complaint, conversation or event;
Report any matters of concern to the Designated safeguarding Lead;
Attend annual in-service training provided by the School.

School Ethos & Values
All members of staff in Sedbergh School must ensure that their work, communication and
approach conform to the ethos, values and style of the School. Everyone must keep up to
date, and comply with the Sedbergh School’s Rules, Policies and procedures at all times.

Whilst every effort has been made to explain the main duties and responsibilities of the post,
each individual task undertaken may not have been identified. Employees will be expected to
comply with any reasonable request from their Line Manager to implement work of a similar
level that is not specified in this job description.

Salary & Benefits
The School will offer a comprehensive benefits package, including:
A competitive salary of up to £28,275 per annum, in line with skills & experience
Generous remission on school fees
Contributory Pension Scheme – to include life cover while remaining within the scheme
Enhanced Sick Pay entitlement - conditional on meeting the demands of the scheme
Ride2Work
Service awards
Free car parking
Opportunity to see School productions and take part in staff events and family fun days!
Use of the School’s vast facilities (outside the School timetabling) including the indoor
swimming pool, tennis and squash courts, and the incredible state of the art Hirst Sport
Centre, which opened in 2018.

How to Apply
The HR Department is very happy to receive enquiries about the post or application process prior to
applying. Please send any enquiries to hradmin@sedberghschool.org.
All applicants must submit a School application form giving the names of two referees. A supporting
letter and CV will also be welcome in addition. Applications may be sent electronically to:
hradmin@sedberghschool.org.
Diversity – the School is fully committed to the principles of equal opportunity, diversity, and
inclusion. Sedbergh School does not discriminate on the grounds of gender, disability, age, sexual
orientation, marital status or racial ethnic or national origin and applications are welcome from a
diverse range of backgrounds.
Applications will be acknowledged by email.

The closing date for applications will be 26 November 2021
Interviews are expected to take place from 06 December 2021
We look forward to hearing from you.

Sedbergh School is committed to safeguarding & protecting the welfare of children.
Applicants must be willing to undergo child protection screening appropriate to the post, including checks with
past employers and The Disclosure and Barring Service.
Registered Charity No 1080672

