Economic Opportunities Council of Indian River County, Inc.

Job Description

Job Title:                 Bus Driver

Department: 
Head Start

Reports To: 
Lead Driver 
FLSA Status: 
Non-exempt (Part-Time; Hourly)
Revised: 
April 2018


SUMMARY 

The bus driver is responsible for the safe transport of children along designated route(s). This staff person is implements rules of the bus and acquaints children and bus monitors with those rules. The driver collaborates with the bus monitor to support a positive learning environment.  The driver and monitor periodically drill children for quick exiting from the bus in case of emergency.  The driver is responsible for daily inspections of the bus ensuring no mechanical or safety deficiencies exist.

EDUCATION and/or EXPERIENCE 

High school diploma or general education degree (GED); and six (6) months related experience and/or training; or equivalent combination of education and experience.

CERTIFICATES, LICENSES, REGISTRATIONS 

Current Florida CDL with P & S endorsements. 
Maintenance of Level II Background Clearance and Adult and Pediatric CPR-First Aid Certification.

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Transports children to and from centers, to healthcare providers, and on field trips; maintains a transport log; Transports parents and volunteers to the center meetings, as needed. 

Maintains knowledge of all relevant laws, regulations, and company policy.
Attends driver education training sessions, as required. 
Participates in end of shift walk-throughs of the bus with Lead Driver daily checking for mechanical deficiencies, cleanliness, child safety, and deactivation of Child Safety Device. Ensures walk-through is complete before clocking out at the end of the day. Notifies Lead Driver of any mechanical or safety deficiencies. 
Completes transportation logs per Agency procedure, including children names, arrival and departure times, and driver and monitor signatures; keeps logs neatly in a notebook. Reviews logs with Lead Driver prior to clocking out and has Lead driver sign off on completed logs. 
Notifies Lead Driver of supplies needed for First-Aid kit; administers first aid, as needed.

Follows scheduled route; does not take detours or “short cuts” unless directed by law enforcement or traffic control device. 
Informs Lead Driver of any proposed changes in child pickup, drop off locations, and properly documents.
Refrains from smoking, drinking, reading, eating, using cell phone or engaging in any other distraction causing activity while on bus.
Comes to a complete stop at all railroad crossings; opens door and listens for oncoming trains prior to crossing railroad tracks.

Is courteous and respectful of parents; reports any parent complaints immediately to the Lead Driver. 
Refrains from blowing horn except to alert other drivers or pedestrians of impending danger.
Maintains order on the bus by keeping children seated and occupied until bus comes to a full stop; maintains noise level and encourages socialization.

Familiarizes self with children, their names and bus stops. Knows to whom children are to be released.

Reports pertinent information to the Lead Driver, including referral information and emergency or crisis of children and/or families, and person(s) assigned to receive child or address changes.

Follows Agency discipline policy; does not use corporal punishment of any kind to resolve behavior issues.
Adjusts child seatbelts and restraints at the beginning and end of each trip.  Completes a visual sweep while adjusting seatbelts. 
Provides active supervision at all times and ensures all health and safety practices are followed to keep children safe. 

Reports actual or suspected child abuse in accordance with DCF’s mandated reporter reporting requirements.

Attends weekly driver meetings; attends other meetings as required by the Head Start Director

Assists in other departments, including food service and classroom monitoring, as needed; relieves other staff for break periods, as required. 

Assists in providing training for new drivers.

Performs related duties, as required.
SUPERVISORY RESPONSIBILITIES 

None.
OTHER REQUIREMENTS

Ability to cooperatively and effectively work with all Agency staff.
Pays close attention to details.
Attention to Detail: documentation and safety compliance is a large part of the Driver’s job. Making sure cleaning, upkeep, and safety standards are maintained, or efficiencies are discovered, is key.

Language Skills: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups, employees, and management. 

Mathematical Skills: Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  

Reasoning and Problem Solving: Ability to apply common sense understanding to carry out instructions furnished in written, and oral form.  Ability to deal with problems involving several variables.

WORK ENVIRONMENT AND PHYSICAL DEMANDS

This position requires standing or sitting for extended periods, working with young children, and in noisy environments. 

Tasks may involve kneeling, bending, reaching, pushing, pulling, and extending. Additionally, certain tasks involve possible exposure to blood, bodily fluid or tissue, and communicable disease.

Tasks may involve lifting objects weighing up to twenty (20) pounds, handling tools or utensils, using shared restrooms, offices, office equipment, and telephones. 

Risk involved with travel of streets and highways during transport.  

This job requires possible exposure to inclement weather, including rain, flooding, lightening, hail, wind, and sun exposure.

The physical demands described herein are representative of those required of an employee to successfully perform the essential functions of this job. Reasonable accommodation provided to enable individuals with disabilities to perform the essential job duties and functions listed in accordance with state and federal law.
	Acknowledgement and Statement of Understanding


I have received a copy of this job description. I have reviewed the job description and I understand all my job duties and responsibilities. I can perform the essential functions as outlined. 

I understand that my job may change on a temporary or regular basis according to the needs of my location or department without it being specifically included in the job description. If I have any questions about job duties not specified on this description that I am asked to perform, I should discuss them with my immediate supervisor or the Human Resources Manager

I further understand that future performance evaluations and merit increases to my pay are based on my ability to perform the duties and responsibilities outlined in this job description. I have discussed any questions I may have had about this job description prior to signing this form.
_____________________________________________               _________________

Employee Signature                                      
                                   Date

______________________________________________

Employee Printed Name
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