	Northeast Arc.
JOB DESCRIPTION

	Title:  Driver/CSS
	Division:  Day Services 

	Supervised by: Director of Transportation/Program Director CEP
	Supervises:  N/A

	Duties and Responsibilities: Provide safe and timely transportation on an as needed basis to individuals between their home and day programs. Provide direct care and training to individuals in all vocational settings and maintain any related documentation.    

	1. Must have the ability to operate various types of vehicles up to and including the following:  wheelchair vans, 15 passenger vans, wagons, cars, etc. 

2. Complete assigned runs as determined by the department director/dispatcher or designee, on a daily basis.  Please note vehicle run assignments may change daily to meet the need of the department.  

3. Transport individuals between home and day program. 

4. Provide supervision and implement appropriate interventions to ensure individuals safety while on the vehicle.  

5. Assure that agency policy and procedures and Massachusetts state laws are respected and enforced at all times i.e. seatbelts worn, no eating and drinking while in vehicles, refuels vehicle at ½ tank.

6. Ensure the safety and cleanliness of the vehicles each day. 

7. Monitor each vehicle for the necessary maintenance and report problems to the dispatcher or director.

8. Assist with vehicle maintenance including but not limited to oil changes, fueling, cleaning, drop off and pick up at garage etc. 

9. Report any incidents involving the individuals on run to the Director and complete required incident report documentation. 

10. Report all vehicle accidents to Police, inform Director and/or Dispatcher as soon as possible and complete all necessary reports. 

11. Maintain vehicle log and track daily attendance for billing purposes. 

12. Responsible for: daily safety checks of vehicle before departure and notification and/or correction to dispatcher of any problems. 

13. Able to maintain a flexible schedule with varying hours throughout the week. 

14. Adhere to the assigned activity/work schedule specific to the Program/Work site as developed by the Program Director.

15. Transport individuals in own car to and from work and/or community activities when no other agency vehicles or other applicable options are available. (with mileage re-imbursement)

16. Serve as a role model for individuals in developing expected behaviors and assist in developing interactive skills.

17. Adapt or modify individual environments to ensure optimal independence when necessary.

18. Complete incident, accident and other reports in a timely manner as required by the Northeast Arc.

19. Provide vocational instructions, supervision and quality control as well as completing production and payroll responsibilities for caseloads, task analysis, counting and recording work, meeting job deadlines, maintain Food and Drug Administration and Current Good Marketing Practices and company standards.

20. Provide personal care in accordance to the Day Services Division Personal Care Standard.(HSDS-20).  Provide assistance to individuals with all aspects of personal care which includes but not limited to toileting, mealtime support, and dressing.   Must be able to stand for extended periods of time, bend, push wheelchairs, lift/pull to perform program and personal care tasks.
21. Perform all advocacy and case management responsibilities for assigned caseload.  Complete and maintain written records as assigned by Supervisor: Prepare all paperwork as required by funding source for individual’s plans, maintain data, write and submit within the identified time frames progress notes or other documents as required.

22. Maintain a safe work environment as determined by Northeast Arc policies.  Assist in site snow shoveling, lifting work materials and /or moving program related supplies.  Follow Universal Precautions at all times. Wear protective equipment (i.e. gloves, back belt, mask, eye wear, etc.) as necessary.

23. Any other duties that, from time to time, may be required.

Note:  This Job Description in not intended to be all-inclusive, but does include all essential job functions.  Additional job duties may be assigned as necessary.  This job requires the ability to lift, drive and move materials.  
It is the expectation that all Northeast Arc employees maintain standards of job performances that are consistent with the ethics and commitments of a professional.  (See Code of Conduct)

	Works Closely With:  

	Requirements:  A minimum of 2 years driving experience, with documented good driving record, Maintain a valid Massachusetts Driver’s License. Must be 19 years of age, have a negative drug screen and pass a CORI.  
B.A., B.S. in psychology or related field preferred or one or more years experience working with adults who are developmentally disabled or other related experiences. Knowledge of sign language helpful.   Team player, ability to work flexible hours including evenings and weekends (if applicable).  Must has physical capabilities to lift up to 50 lbs.  Must be able to communicate in English and/or ASL via direct communication and/or and by telephone or TTY.  Must be able to stand/walk up to one hour



	UFR job classification:  
	Overtime status:  Non-Exempt

	Approved by: JPlourde 1-9-12
	Review Dates: 1-9-12


