	Northeast Arc, Inc.
JOB DESCRIPTION

	Title:  Driver-Monitor
	Division:  Heritage Day Services

	Supervised by: Director of Transportation
	Supervises:  N/A

	Description/Responsibility: Provide transportation to individuals between their home and day programs.

	Duties: 
1. Transport individuals between home and day program.
2. Provide supervision and implement appropriate interventions to ensure individuals safety while on the vehicle.

3. Assure that agency policy and procedures and Massachusetts state laws are respected and enforces at all times i.e. seatbelts worn, no eating and drinking while in vehicles.

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

5. Monitor each vehicle for the necessary maintenance and report problems to the dispatcher or Director.

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

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

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

9. Tracks daily attendance for billing purposes.

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

11. Any other duties, that from time to time, may be requested.

  Safety:

· Maintain a safe work environment as determined by NSARC policies.

· Follow Universal Precautions at all times.

· Wear protective equipment (i.e. gloves, masks, eye wear, back belts, etc.) as necessary.

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.  Every job requires the ability to demonstrate applied principles of behavior modification including but not limited to Proactive Alternative for Change (PAC)

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:  Have a valid Massachusetts driver’s license with proof of a good driving record for at least 2 years of professional driving experience.


	UFR job classification:  
	Overtime status:  Non Exempt

	Approved by:
	Date:  1/05


