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Job Description

Job Title:			Bus Supervisor (Afternoons only)

Line Manager:			Premises Manager
				
Important Functional
Relationships:			Transport Manager 		
Head of Lower School,
				Deputy Head (Pastoral)
				
Main purpose of Role:	To supervise the pupils throughout the journey from the time they board the coach until they handed over either at the school gates or to their respective parents/guardians.
To be responsible for the welfare of the pupils during their bus journey, ensuring their safety, well-being, and security.
To ensure the boys act and behave in accordance with our various school policies.

Main Responsibilities and Duties of the role:
The supervisor will: 
· register the boys using a phone app when they board and exit the bus. 
· make sure the boys sit in their allocated seat behave and their seat belts are fastened.
· report instances of poor behavior or any safeguarding concerns to the relevant staff so this can be followed up.
· liaise with parents at the stops if required.
· ensure responses to staff, pupils and others are appropriate and professional at all times.  
· follow procedures for support staff, including training on safeguarding children's legislation.  
· attend health and safety, first aid and fire awareness training, all of which are provided by the school. 
· liaise with Premises and Reception staff regarding bus lists and schedules.  

General Expectations  
 
· Set a good example to pupils they work with, in their appearance and personal conduct.  
· Consider carefully issues of confidentiality when dealing with School matters.  
· Have high expectations of pupils’ behaviour, academic and social abilities.  
· Encourage all pupils to be part of the school community which affords equal value to all its members, is seen to be just and encourages mutual respect, concern for others and truthfulness.  
· [bookmark: _Int_H8qBbDb8]All employees have a legal duty to ensure the safety of him/herself and all the pupils and staff within the school as detailed in the Health and Safety at Work Act 1974.  
· All employees must familiarise themselves with and follow the Data Protection guidelines and practices.  
· The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  
 
The Person  
 
Education/Knowledge/Skills  
· Reading, writing and numeracy, and basic IT skills sufficient to use a phone app to register the boys. 
· A proven track record of good attendance at work. 
· Able to work effectively with little supervision. 
· Good communication skills to deal with complaints/enquiries in a positive manner. 
· Polite and courteous, calm and patient when under pressure.
· Co-operative with other employees, pupils, parents, and visitors. 
· Able to show initiative and work proactively to ensure the smooth running of the services provided at all times. 
 
Experience  
· Previous experience of working with children is desirable. 
· Willing to undergo training as required: able to understand and apply regulations 
· (such as health & safety, safeguarding regulations, etc.) 
 
Personal Characteristics  
· The ability to work flexible hours.  
· Able to work as part of a team and contribute towards its success.  
· Ability to deal with challenging situations and confidentiality.  

Hours of work:
2:45pm – 5:30 pm Term Time only.
175 days per year in total, including 7 INSET days. 
Overtime payable for additional hours worked. 

£14.80 per hour (£16.95 inc. holiday pay).
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