GENERAL SPECIFICATION FOR THE PROVISION OF EDUCATION & SOCIAL CARE TRANSPORT
This specification refers to an Education and/or Social Care transport requirement.
This type of Route Contract is to meet the Council’s legal duties to provide Education and Social Care (Adults and Children’s) transport to qualifying Passengers and will convey Mainstream, Additional Needs or Social Care Passengers to a designated location. The Passengers may have any of the following conditions:
· Moderate or Severe Learning Difficulties 
· Physical Disabilities
· Communication Difficulties
· Emotional and/or Behavioural Difficulties
· Sensory Impairment
· Medical Needs
Some Passengers may require a Passenger Assistant to be provided and transport will be arranged to an Establishment Premises, either an Educational location or Social Care Establishment.
Mainstream and Additional Needs Passengers will be transported to either school or college and Social Care Passengers will be transported to a variety of locations including day centres, family centres and respite care addresses.
1.	The Operator shall at all times provide sufficient seats to carry the number of authorised Passengers detailed in the Route Contract and convey any Passengers authorised by the Council to and from the Establishment(s) as detailed in the Route Contract.
2.	Each Passenger travelling on a Vehicle under 17 seats must have a seat which is fitted with a three (3) point inertia seat belt. Seat belts must be provided on Vehicles over 16 seats for primary aged children.
3.	Passengers in wheelchairs, as detailed in the Route Contract, must be conveyed in accordance with the Department of Transport 'Code of Practice' VSE 87/1 as amended from time to time.
4.	When required to do so in a Route Contract, the Operator shall provide a suitable and competent person authorised by the Council to act as a Passenger Assistant.  The Passenger Assistant must travel in the rear of the Vehicle where Passengers can be properly supervised, unless otherwise detailed in the Route Contract. If detailed in the Route Contract, assistance shall be provided to Passengers from and to their own accommodation and into and out of the Establishment including assistance with a Passenger’s personal belongings and/or equipment.	
5.	The Driver and Passenger Assistant will maintain a positive atmosphere on the Vehicle along with a calm, caring, and sensitive environment, respecting the dignity of people at all times. Should Passengers become agitated the Driver and Passenger Assistant must remain calm and seek to defuse any such situation by using non-confrontational techniques.  Physical restraint will only be used as a last resort to prevent Passengers injuring themselves or another person. Any incidents or difficulties involving Passengers must be reported immediately to the appropriate Establishment Manager, and the Council informed via the Incident Report Form within 24 hours. 
6.	The Driver and any Passenger Assistant will retain responsibility for the Passengers on board the Vehicle, where applicable, until the specified arrival time at the relevant Establishment, or until a representative of the relevant Establishment accepts responsibility if sooner. In such an event the Driver or Passenger Assistant must be satisfied as to the identity of the representative before passing back responsibility of the Passengers and shall request sight of relevant identification. 
7.	If required by the Council as detailed in the Route Contract, the Operator shall ensure that each Driver and Passenger Assistant has received training in First Aid (which is the equivalent to the Red Cross or St John’s Ambulance standard) or any other specified medical training needed for the Passengers being conveyed.
8.	The Operator shall provide all Drivers and Passenger Assistants with access to the Driver and Passenger Assistants Pack issued by the Council and shall ensure that all Drivers and Passenger Assistants comply with this guidance at all times.  
9. 	If stipulated by the Council, either in a Route Contract or at any subsequent time prior to the commencement of a relevant Route or a Passengers transport commencing, the Operator shall at his own expense arrange for the Driver and Passenger Assistant to undertake a pre-contract visit to the home(s) of the Passenger(s) for the purpose of introduction and familiarisation engaging with the Passenger, Parent(s)/Carer(s), Council representatives and others as may be necessary.  The Operator shall make the Vehicle and any associated equipment available at this time.  Thereafter, the Operator shall provide the same Driver and/or Passenger Assistant on the Vehicle for the purpose of continuity, except in the event of sickness or holidays when, so far as is reasonably practicable, prior notification will be given to the Council.
10.	The Operator shall accept responsibility for any medication which needs to be transported between a Passenger's home and the relevant Establishment.  A Driver or Passenger Assistant shall hand any medication directly to an authorised representative of the Establishment or to the Passenger’s Parent or Carer with if applicable any additional written instructions from Parents, Carers or representatives.  Drivers and Passenger Assistants shall not administer medication unless this is specified in the Route Contract and the proper training has been undertaken and a care plan has been issued by the Council.  In the event that any medication is administered during the operation of a Route Contract, the person who has administered the medication must report the action taken to the person receiving the Passenger at the end of the journey. The Operator shall notify the Council in writing as soon as practicable using the Incident Report Form.
11.	The Council will consider reasonable costs for the cleaning/valeting of a Vehicle in the event that a Passenger(s) soil it during operation of the Route Contract. The Council relies upon the Operators earliest advice to the Council, Parents/Carers and Establishment representatives of any such incident and in all cases a sensitive, considerate, and discrete approach toward Passengers and their representatives.
12.	The Operator shall at its cost and expense ensure that the Driver or Passenger Assistant has been issued with a mobile telephone enabling contact with the Operator, Establishment, Council or Emergency Services should an emergency arise whilst discharging the service. Except in the case of an emergency, the Driver’s mobile telephone must be switched off irrespective of whether the telephone is fitted as ‘hands free’ and only used by the Driver when the Vehicle is stationary, and the engine switched off.
13.	The Operator shall not accept any communication regarding the operation of a Route Contract from Passengers without verification from Parent/Carer, Establishment or Council. Any request for a change to frequency of travel, boarding and alighting point and operational times of a Route can only be approved by the Council.
14.	The Operator shall ensure that Passengers are picked up and set down at the points described and at the designated times as referred to in the Route Contract or as amended by the agreement of both parties in accordance with the Conditions.  
15.	The Operator shall design each Route to ensure that Passengers shall arrive at the Establishment no earlier than 10 minutes before the agreed start time and be collected no later than 10 minutes after the agreed finish time unless previously authorised by the Council.  Whilst adhering to the traffic management plan stipulated at each Establishment, the Vehicle shall park as close as possible to the Passenger's boarding and alighting point.  The Operator will be responsible for ensuring that all Passengers are safe when boarding and alighting each Vehicle, and that where specified are handed to the supervision of a Parent/Carer.  Passengers must not be allowed to alight into the highway.
16.	When carrying Passengers, Vehicles are prohibited from crossing a dual carriageway via the
central reservation. All crossings must be made at a roundabout, underpass or flyover. The
only exception being if the Council has undertaken a Risk Assessment and
has given the Operator written permission to cross via the central reservation.

17.	The Operator shall not register any part of a Route Contract as a local bus service or merge or amend any Route/Contract without the prior written approval of the Council.
18.	If required by a Passenger, or as detailed by the Council in a Route Contract, the Operator shall provide a booster cushion or high back booster seat for Passenger use. Where Passengers are conveyed in a wheelchair up to 120kg, appropriate wheelchair and Passenger restraints should be supplied by the Operator. The Council will provide specialist equipment as required and all equipment, regardless of who it is supplied by, should comply with the relevant legislation in accordance with the Conditions.
19.	The Operator must ensure that Passenger airbags on any Vehicle are turned off where a child is travelling in a child rear facing car seat and where the use of airbags is not recommended by either the manufacturer of the child restraint, or by the Vehicle manufacturer. In regard to booster cushions, Operators must ensure compliance with current legislation.
20.	In the event that a Passenger's Parent and/or Carer is not present to greet a Passenger at their relevant drop off location or prior authorisation has not been granted by the Council, the Driver shall not drop the relevant Passenger off and shall continue the Route and return the Passenger to their drop-off location upon completion of the Route.  If at the end of the Route there is still no-one to receive the Passenger, the Operator should seek advice from the Council. The Operator shall notify the Council in writing as soon as practicable using the Incident Report Form. 
21.	In the event of a Vehicle breakdown, Passengers shall not be allowed to leave the Vehicle except in the case of an emergency or risk of fire whereupon the Driver and/or Passenger Assistant shall ensure Passengers are directed to a safe waiting place away from the Vehicle until another Vehicle arrives.  Passengers must not be placed at risk by being left unattended or walking unsupervised except at their normal alighting point.  The Driver must take steps to communicate immediately with the operator, by use of a mobile telephone or radio facilities, to arrange for a replacement Vehicle to fulfil the Route Contract.  Under no circumstances must Passengers be placed at risk by being allowed or asked to push a Vehicle or be sent to find assistance.  The Operator shall notify the Council and Establishments of the incident immediately and put in writing as soon as practicable using the Incident Report Form.
22.	In the event of an emergency arising on a Vehicle, the Operator shall call the emergency services on 999 and notify the Council and Establishment(s) served of the incident immediately and put it in writing as soon as practicable using the Incident Report Form. 
23.	The Operator shall report immediately to the Head Teacher or Manager of any Establishment involved any incident of disorderly or unruly conduct, messages or information from Parent or Carers.  Except at the request of the Head Teacher or Principal, in no other circumstances must a Passenger be asked to leave the Vehicle because of unruly behaviour. In extreme circumstances the Driver may drive direct to a Police station or dial 999.  The Operator shall notify the Council of the incident in writing as soon as practicable using the Incident Report Form. 
24.	The Operator must inform the Council in writing within two (2) Working Days, using the Incident Report Form where any Passenger ceases to travel, or if Passenger numbers have generally diminished from the number allocated to the Route Contract.  
25.	Each Passenger Carrying Vehicle shall display a correct and legible destination sign adequate to inform intending Passengers of the Vehicle's Route number and destination.  The sign shall use contrasting colours (eg white or yellow on black; black on white or yellow) and the destination shall be in upper or lower case characters at least 125 millimetres high. 
26.	Any Vehicle displaying school bus signs in accordance with the Road Vehicles Lighting (Amendment) Regulations 1992 must use hazard warning lights when it is stationary and Passengers are being picked up or dropped off.

Mainstream Contracts Specific Requirements
1.	The Operator shall ensure a copy of the current timetable for the Route Contract is available to the Driver of each Vehicle and be available for inspection by Officers of the Council or other Duly Authorised Officers. 
2.	The Council reserves the right to issue a travel pass to a Passenger indicating a Passenger’s entitlement to travel on the service.  The pass will only be valid when used by the Passenger to whom it has been issued.  It will be the duty of the Operator to ensure that the passes are properly examined by the Driver on all journeys and any discrepancies notified to the Council as soon as practicable using the Incident Report Form. If any Passenger cannot produce such a pass, the Driver must permit the Passenger to travel on the Vehicle having first obtained the name of the Passenger, Establishment attending, date of the incident and place of boarding and alighting. The Operator shall notify the Council of the incident in writing as soon as practicable using the Incident Report Form.
3.	Feeder arrangements will be in accordance with the Route Contract to meet the needs of the Passenger.  Where feeder arrangements are specified the Operator shall maintain appropriate communication with the Operator of the feeder service(s) ensuring the safe and co-ordinated transfer of Passengers between Vehicles.  In the event that feeder arrangements fail the Operator will retain Passengers in their care and communicate the circumstances to the Council. 

PAYMENT MECHANISM


1.         The Service Charges shall be calculated using the following formula:

Service Charge (£) = (Daily Rate for a Route Contract multiplied by the number of days the Route Contract has been provided in the month in question).

Payment will only be made in accordance with the Route Contract price, less any deductions or with increases allowed under the contract, on the days on which the service is required to operate. 

This approach should be followed for each Route the Operator has provided Services for in the month in question.

2. 	The Operator shall submit an invoice to the Council in respect of the Services rendered on a monthly basis in arrears.   

3.          	Each invoice shall be addressed to Lincolnshire County Council and be submitted 
to the Transport Services Group, Crown House, Grantham Street, Lincoln or any other address as the Council may notify the Operator in writing. 

4.	The Operator, upon request, shall supply evidence to the Council to support their invoice and this must be submitted to the Duly Authorised Officer as required. The Council may request any further information it may require in order to satisfy itself that the amount claimed under the invoice is properly due and payable in respect of Services properly delivered in accordance with the requirements of the Route Contract.
 
5.	The Council shall pay each invoice within thirty (30) days of receipt of an undisputed invoice that complies with the requirements set out in this Schedule and the Route Contract.

6.	The Operator shall submit their invoice for payment no later than three (3) months of the service being provided.

7.         	In respect of any invoice, the Operator shall ensure that each invoice:-

(a) includes the Operator's name, address, contact details and VAT registered number (where applicable); 
	
(b) has a unique invoice reference number;

(c) clearly displays a valid Route Contract number which must be obtained from the Council;

(d) details the Services which the invoice relates to and the period covered by the invoice along with the amount claimed;

(e) only contains one Route Contract number. For the avoidance of doubt, any invoice which contains more than one Route Contract number shall be rejected;
       
(f) is either electronically typed or handwritten but no invoice shall be accepted which has been electronically typed and manually altered, e.g. manually corrected or updated;

(g) is submitted via e-mail to PTU-Invoices@lincolnshire.gov.uk in PDF of TIF format without security being applied and is sent as a separate file and shall only consist of an invoice and no other documentation;

8.	Where any invoice is incorrect or requires adjustment, any such invoice will be rejected and returned by the Council.

9.	Where any payment is made by the Council and it is subsequently established that in the circumstances existing at the relevant time the Council was only liable under the terms of this contract to pay the Operator a lesser sum (or none at all), the Operator shall repay the amount of the overpayment within five (5) Working Days from receiving notice from the Council of such overpayment. 

10. 	Whenever under the contract any sum of money shall be recoverable from or payable by the Operator, the same may be deducted from any sum then due to the Operator, or which at any time thereafter may become due to the Operator under this or any other Route Contract with the Council.
