Bus Supervisors guidance – 3rd July 2007
The role of the Bus Supervisor is:

· To supervise the behaviour of the young people on the coach as it travels from <starting place> to the school

· To take a register of those on the bus, and confirm that they have been allocated a space.  

· If they not been allocated a space, to follow the procedure set out below.

· To keep the Event organising team (Nigel / Hiede) informed of any problems that many arise, ie, medical problem, bus breakdown etc.

· Report any suspicious behaviour to the Event Organisers (Nigel / Hiede).  For example, drinks / drugs / intoxication

Before setting off to Filey
The Bus Supervisor will need:

· A copy of the register

· Access to a mobile phone with credit
· Spare permission slips

· A bus time table

· The ‘phone number of  <bus company>
· ‘phone numbers for the Event Organizing Team, ie, Hiede, Nigel, Ann

· Sick bags!

Before setting off, please ask for the coach driver’s ‘phone number

On arrival at the School

When the coach arrives at the school:

· Unload the bus and direct the young people to the entrance and the front of the main hall.
· Once everybody has entered the building, hand your register to the Registration Team (Ann / ???) who will be at the front of the hall
· Tell the Registration Team the Bus drivers ‘phone number

Before leaving the school

· Collect the register from the Registration Team (Ann / ???)

Risk assessment 
Here follows an edited list of issues from the Risk Assessment that effect a Bus Supervisor. 
	Issue
	Action

	Young person turns up without a Permission slip 
	1. Bus supervisors to verify that there is no permission slip / name on register for the young person

2. Bus supervisor to contact Event Organisers Team (Nigel / Hiede) to confirm space is available

3. Bus supervisors to call parents to gain verbal permission and complete spare permission slip.  Record that verbal permission has been received

· Bus supervisors to carry mobile phone with credit

· Bus supervisors to be provided with spare permission slips

· Before leaving the stop Bus supervisor to contact Nigel / Hiede to confirm extra person(s)

4. If verbal permission can not be obtained, they can not attend.

	A bus passenger refuses to go into the school
	1. Bus Supervisors to hand over their register to Registration Team (Ann / ???) on arrival

2. Registration Team to verify that bus passengers are inside

3. Registration Team to follow procedure young people loitering outside school

	A bus passenger asks to leave early
	1. Volunteer to establish why they want to leave

2. If there is a problem, volunteers to contact Event Organisers Team (Nigel / Hiede)

3. Nigel / Hiede to establish why they want to leave

4. Nigel / Hiede to explain that they will need to arrange for a parent to collect

5. Nigel / Hiede to provide access to phone, if required

	A bus passenger goes AWOL
	If the bus has been able to leave before 9:30pm

1. Bus supervisor to re-take register

2. Bus supervisor to inform Event Organisers Team (Nigel / Hiede)

3. Nigel / Hiede to speak to other bus passengers / friends to establish whereabouts / phone number

4. Nigel / Hiede to call young person if phone number available 

5. Nigel / Hiede to ask volunteers to check the building 

6. If young person is not in the building, ask volunteers, in pairs, to look around the site.  Also check the main road.   Ask volunteer to call Nigel / Hiede if they find the young person.

7. If young person has not appeared after 9:45 minutes, Nigel / Hiede to contact SLT
8. If the young person has not appeared by 10pm, the bus will leave Nigel / Hiede / Ann will stay onsite until mater is resolved

9. Nigel / Hiede to call parents

10. Nigel / Hiede / parents to call police

	Some one on the bus gets sick
	1. Bus supervisors to carry bags

	Bus break down
	1. Bus supervisor to contact Nigel / Hiede
2. Establish how long the delay will be

3. If short delay, discus with Activate to see if program could be adjusted

4. If long delay

· consider returning the young people home

· consider using minibus if they are nearby

· attempt to contact young people who have not been picked up.   Phone numbers will be on permission slips

	Bus fails to turn up on outward journey
	1. Bus supervisor to call <bus company>
2. Bus supervisor to call Event Organisers Team (Nigel / Hiede)

3. Follow procedure for bus break down

	Bus sets off with passengers, but get’s delayed
	1. Establish how long the delay will be

2. Bus supervisor to contact Event Organisers Team (Nigel / Hiede)

3. If short delay, discus with Activate to see if program could be adjusted

4. Bus supervisor to update Nigel / Hiede as required

5. If long delay

· consider returning the young people home

· consider using minibus if they are nearby

6. Attempt to contact young people who have not been picked up.   Phone numbers will be on permission slips

	Bus fails to turn up on return journey
	1. Bus supervisor to get drivers phone number of outward journey

2. Bus supervisor to call driver

3. Bus supervisor to inform Event Organisers Team (Nigel / Hiede)

4. If short delay, seat the young people in the hall, remember to sign in

5. If long delay, Nigel / Hiede to ask the young people to call home

6. Nigel / Hiede to provide access to phone

	A young person attempts to board the bus while intoxicated
	If a young person is obviously intoxicated when they first picking up

1. Do not admit them to the bus

2. Bus supervisor to inform the Nigel / Hiede



Contact numbers

	Nigel
	

	Hiede 
	

	<school name>
	

	<bus company>
	


Bus time table

Please be at the <starting place> bus stop for 6:15 p.m. and await the arrival of the bus.   Here follows a list of the other stops:

	<starting place>
	6:30 p.m.

	
	6:35 p.m.

	
	6:45 p.m.

	
	6:50 p.m.

	
	6:55 p.m.

	
	7:05 p.m.

	
	7:10 p.m.

	<school name>
	7:20 p.m.


The bus will set off on the return journey at 9:30 p.m., or when all the passengers are on board 

