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School Bus escort recruitment 
Craddockstown School
Craddockstown Rd. Naas
Co. Kildare
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Recruitment Process
Vacancies for the role of Bus Escort will be filled on a competitive basis.  Vacancies will be advertised, applications shortlisted and then the most suitable applicants will be invited for interview. 

Interviews will be held in the school or local education centre.  An interview panel will be put in place usually consisting of a member of the Board of Management, the School Principal and an Independent Assessor.  Following interview, the successful candidate will be contacted and offered the job of Bus Escort on the following: -
· A satisfactory Garda Vetting record
· Signing of Bus Escort Contract
· Bus Escorts are advised to receive hepatitis B and tetanus vaccines at their own expense

Role of Bus Escorts
In addition to the listed duties the Bus Escort will undertake other duties pertaining to the role as may be decided/direction by the School Principal and/or the Board of Management and/or as may be dictated by the needs of the Employer/School.  It is expected that the Bus Escort will on his/her own initiative, identify tasks/duties that need to be carried out as part of the role subject to the authorisation of the School Principal/Board of Management as appropriate.  The duties listed are not intended to be exhaustive or exclusive.  The Bus Escort must:
· Ensure that she/he is on the School Transport at the time of the first pick-up and last set down.
· Is responsible for the safety of the children when opening and closing doors prior to “stop” and “move off”.
· Assist children to Board and alight safely from the School Transport.
· A list of each Pupils medication will be provided to each Bus Escort by the Co-Ordinator.  It is the responsibility of the Bus Escort to ensure that the Pupil is permitted entry onto the bus without the medication. 
· Please ensure all medical information is reported to the school. 
· Report any Staff or Pupil injury to the Deputy Principal and complete relevant forms. 
· It is the responsibility of the Bus Escort to ensure they make themselves aware of all the needs of each child in their care including epilepsy, EpiPen, protocol for same and peg feeds.  Any queries please contact Deputy Principal.
· Ensure that all children are seated with appropriate straps and harnesses where provided. 
· In the event that the Bus Escort concludes that a Pupil requires extra safety measures, the Bus Escort should contact the Health and Safety Officer to assist with conducting a risk assessment. 
· Ensure that each Pupil is received by some responsible person/adult at the set down point.  If a responsible adult is not in attendance the Bus Escort will contact the Parent and Deputy Principal to report and take note.  The Pupil will be brought to the Garda Station.  
· Supervise the children travelling on the School Transport to and from School. 
· Always maintain a good working relationship with parents and act in a professional manner, being mindful of appropriate language.
· Act as liaison between the School Deputy Principal and/or Class Teacher and parents when required i.e. conveyance of messages and letters to parents. 
· Observe confidentiality in all aspects of work. 
· Be aware of disabilities and medical needs of children on the School Transport and be briefed by the nurses/key personnel on how to deal with same i.e. epilepsy etc. 
· Perform any other duties relevant to the position of Bus Escort which may be assigned by the School Principal from time to time. 
· Perform movement of motorised and standard wheelchairs correctly – this guidance will be given by the Health and Safety Officer.
· Carry out clamping on and off procedures of wheelchairs – demonstration and guidance will be given by the Health and Safety Officer.
· Do not leave the School Transport unless under exceptional circumstances.
· Ensure that his/her position on the School Transport is where maximum control of the children is achieved. 
· Ensure all PPE gear is fully stocked on your bus e.g. gloves, aprons, wipes, soft washes and plastic bags.  If you require supplies, please contact the Health and Safety Officer. 
· Report all concerns to the School Principal/Deputy Principal, Health and Safety Officer or Class Teacher.
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