TO BE PRINTED ON SCHOOL HEADED PAPER


CONTRACT OF EMPLOYMENT

PART-TIME BUS ESCORT (Term-Time)

Fixed Term Contract 
Terms and Conditions of Employment at < Anywhere Community School>
1. NAME AND ADDRESS OF EMPLOYER

EMPLOYER:
The Board of Management, <Anywhere Community School, address>
2. NAME AND ADDRESS OF EMPLOYEE
EMPLOYEE:


<Name>





<Address>>

3. TITLE OF POST:  
You will be employed as a fixed term part-time Bus Escort and will be engaged during term time from <X date to X date>. You will be required to work only when the school is open to students, i.e September to June and you are not required for the mid-term breaks, Christmas or Easter school closures.

4. NATURE OF POSITION

You will be employed to undertake the task of a Bus Escort on a fixed-term part-time contract and you will report to the School Principal or to a person delegated by the School Principal/Board of Management as appropriate.
a. The fixed term contract is from <X date> and will terminate on X Date>. Payment will be made from Departmental funding, issued by the Department of Education and Skills for the school year <X>. Employment will be granted while this funding exists. Should Departmental funding be withdrawn by the Department of Education and Skills, redundancy will occur. 

b. This Post referred to in this contract is temporary for the duration set out at (a) above. The provisions of the Unfair Dismissals Acts 1977 – 2007 or any amendment thereto shall not apply to a dismissal consisting only of the expiry of the said term without it being renewed or the withdrawal of DES funding for a school bus escort to the school.
c. The duties attached to the position of Bus Escort are attached in Appendix 1. The specified duties and responsibilities are not an exhaustive or exclusive list of the Bus Escort’s duties.
In this school, information regarding the existence of a permanent vacancy will be notified through the school notice board during term time. Notifications will be issued to your last home address during periods of leave from the school or outside of term time.  
5. PLACE OF WORK

The normal place of work will ordinarily be the School/school transport. The Employee may be required from time to time to work and/or travel outside of the normal place of work.  In such circumstances, the Employer will endeavour to give the Employee as much notice as is reasonably possible.  However, there may be occasions when it is not possible to give the Employee such notice.  
6. PROBATIONARY PERIOD
The first six months of this contract will be regarded as the probationary period. You will be advised of your performance during the probationary period. In the event that your performance is unsatisfactory during the probationary period or extended probationary period, your employment may be terminated by one week’s notice.

7. HOURS OF WORK 

<X> hours per week (excluding break/lunch times) as directed by the Principal. Your normal hours of work will be:
Monday:
[   ] a.m to [   ] p.m
Tuesday:
[   ] a.m to [   ] p.m
Wednesday:
[   ] a.m to [   ] p.m
Thursday:  
[   ] a.m to [   ] p.m
Friday:

[   ] a.m to [   ] p.m
The Board of Management reserves the right to alter your hours of work from time to time. You may be required to work overtime on various occasions.  
All hours worked will be subject to and recorded in accordance with the provisions of the Organisation of Working Time Act, 1997 and the Organisation of Working Time Act (Regulations) 2001.  
8. REMUNERATION
· You will be paid weekly (one week in arrears) for hours worked.
· You will be paid by cheque/electronic transfer (delete as appropriate) to a bank nominated by you.
· Your rate of pay will be €X per hour gross.

· Salary payments are subject to appropriate PAYE/PRSI deductions as current legislation requires.
· You may receive time off in lieu of payment for overtime.

9. TIME SHEETS

You must complete a time sheet at the end of each week.   Time sheets are to be handed in to the main office and are then ratified by the Principal.
10. ANNUAL LEAVE 
Granting of annual leave and payment for annual leave will be governed by the provisions of the Organisation of Working Time Act, 1997.  
11. PUBLIC HOLIDAYS
Your entitlement to leave for Public Holidays shall be in accordance with the terms of the Organisation of the Working Time Act, 1997. Part-time employees who have worked 40 hours in the 5 weeks ending on the day before a public holiday qualify for public holiday benefit.

12. RETIREMENT
Although not applicable because of the term of this contract, the retirement policy of the school is that the retirement age is 65 years.  
13. LAY-OFF AND/OR SHORT-TIME
The School reserves the right to lay you off from work or reduce your working hours where, through circumstances beyond its control, it is unable to maintain you in employment or maintain you in full-time employment. You will receive as much notice as is reasonably possible prior to such lay-off of short-time. 
You will not be paid during the lay-off period. You will be paid for hours actually worked during periods of short-time. You will not be paid for any school holidays including mid-term breaks, Christmas or Easter, unless you are specifically required to work during these school holiday periods.
Certified 
14. SICK LEAVE 
Certified and uncertified leave may be granted in accordance with the conditions laid down by the Minister for Education & Skills from time to time.

In the event of absence from work you are required to contact the School by 8.00 a.m. on the first day of absence.


The granting of sick leave will be subject to the following conditions in particular:


i)
that the absence is properly certified


ii)
that there is no evidence of permanent disability of service.

A certificate from a qualified medical practitioner must be submitted on the third day of a continuous absence and on a weekly basis thereafter.  Sick leave will not be allowed for a longer period than one week on any one certificate.
If you are absent from work due to illness, you should contact the Department of Social Protection to ascertain your entitlements.  The School reserves the right to have you examined by a Medical Advisor.

Self-certified (Uncertified) Sick Leave

Self-certified sick leave can only be granted for single or two-day absences.
Sick leave for single or two-day absences in total not exceeding 7 days in any period of two years may be granted without medical certificate (counting backward from the date of the latest absence).

15. CONFIDENTIALITY

All information in the course of work is deemed to be confidential.  You shall not discuss or disclose any information of a confidential nature relating to the school or its business or in respect of which the school owes an obligation of confidence to any person during or after your employment except in the proper course of your employment or as required by law.
16. PENSION

The school does not operate a pension scheme.  However, the School has nominated INSERT NAME OF PRSA PROVIDER, to provide Personal Retirement Savings Accounts to employees.  While the School is prepared to facilitate deductions from your salary and the payment thereof to INSERT NAME OF PRSA PROVIDER, the School will not be making contributions.
17. VARIATION IN TERMS AND CONDITIONS

The Employer reserves the right to amend or vary the Employee’s terms and conditions of employment from time to time. The Employee will be given not less than one month’s written notice of any significant changes to the Employee’s terms and conditions of employment.  

18. GRIEVANCE AND DISCIPLINARY PROCEDURES
If you have any grievance which you consider to be genuine in respect of any aspect of your employment, you have a right to a hearing with the Principal as the circumstances warrant.
If you are unhappy with the outcome of the hearing you may refer the matter to the Board of Management. You may be accompanied by a fellow employee or union representative at this hearing.
Should agreement not be reached at this level, both parties may call on the assistance of your union representative and the Board of Management for a meeting.

In the event of the matter not being resolved internally, the matter shall be referred through normal industrial relations procedures.

The procedures referred to above shall include reference to an Adjudication Officer/the Workplace Relations Commission as appropriate. 
19. DISCIPLINARY PROCEDURE:

Where your conduct, attendance or performance warrants disciplinary action, the following disciplinary procedures will apply, except in cases of misconduct attracting summary dismissal.

(i)
Verbal Warning
You will initially be given a verbal warning and counselling by the Principal which will be recorded on your personnel record. This will be removed from the personnel record when 6 months have elapsed.

(ii)
First Written Warning
In the event of a further breach of conduct, poor attendance or lapse from performance, you will be given a first written warning by the Principal in the presence of your representative. This warning will be recorded on your personnel record.  This will be removed from the personnel record when 9 months have elapsed.

            (iii)
Final Written Warning/Suspension
In the event of yet a further breach, you will be given a final formal written warning in the presence of your representative. At this time, you may also be suspended if the conduct, performance, incident or non-cooperation of the employee is serious enough. 
The final written warning will remain on your file for 1 year.

In some cases, depending on the seriousness of the incident, a decision may be       taken to omit one or more stages of the above procedure.
20. CODE OF PRACTICE FOR DEALING WITH COMPLAINTS OF BULLYING AND HARASSMENT OF STAFF

ACCS, on behalf of the school, and the main negotiating unions have agreed a procedure for dealing with complaints of Bullying, Harassment and Sexual Harassment which will apply to your employment.  (Copy attached).
21. HEALTH AND SAFETY

<Anywhere Community School> will take all reasonably practicable steps to ensure your health, safety and welfare while at work.  In addition, you must undertake to take reasonable care for his/her own safety and health and that of any of your fellow employees and any other persons who may be affected by your acts or omissions while at work.  
The Employee hereby agrees to co-operate fully with the Employer, all of his/her fellow employees and any other persons to such extent as will enable the Employer, its employees, servants, agents and all other relevant persons to comply with any provisions of the Safety, Health and Welfare at Work Act 2005.  
You are required to familiarise himself/herself with the Employer’s/School’s Health & Safety Policy.  
22. EQUALITY 
<X Community School> is committed to a policy of Equality of Opportunity in its employment practices.  The school is also committed to the maintenance of a working environment free of all forms of harassment including sexual harassment and harassment on the grounds of gender, marital status, family status, age, religion, race, disability, sexual orientation and membership of the Traveller Community.  
23. NOTICE OF TERMINATION

Except in circumstances justifying immediate termination of your employment by the School, you will be entitled to receive the appropriate period of notice set down in the Minimum Notice and Terms of Employment Act, 1973-2001.

Your employment may be terminated without notice for serious misconduct or failure to carry out such duties as may be assigned to you by the School from time to time.

You are required to give 4 weeks’ notice of termination of your employment.
24. GOVERNING LAW

Your employment shall at all times and in all respects be governed by the laws of Ireland and subject to the exclusive jurisdiction of the Irish courts.
I accept and agree to all the above terms and conditions of employment and to perform the duties as listed at Appendix 1
AND

To perform such other similar duties as may be required and generally to carry out such duties as may be required from time to time by the Board of Management, Principal, Deputy Principal or other person placed in charge. 

Signed:  ______________________________________________________________________


         (employee)

Signed:  __________________________________________ 
Position:__________________

   (for and on behalf of the School)

Date:  
__________________________________

Appendix 1

The Principal acting on behalf of the Board of Management will decide the duties that are to be performed. These duties shall include but is not exhaustive:
RESPONSIBILITIES OF AN ESCORT

· Must ensure that they are on the bus at time of first pick-up and last set down

· Are responsible for the safety of children when opening and closing doors prior to ‘stop’ and ‘move off.’

· Assisting children to board and alight safely from the school bus.

· Making sure all children are seated with appropriate straps, harnesses where provided.

· Ensure that each pupil is received by some responsible person at the set down point

DUTIES OF AN ESCORT

· Supervision of children travelling on bus

· Maintain a good working relationship with the driver of the bus

· Act as liaison between Principal and/or Class Teacher and parents when required i.e. conveyance of messages and letter to parents.

· Observe confidentiality in all aspects of work.

· Be aware of particular disabilities of children on the bus and be briefed by the Principal on how to deal with same, e.g. epilepsy etc.

· Perform any other duties relevant to the position of escort which may be assigned by the Principal from time to time.

· Unless under exceptional circumstances, the escort should never leave the bus

· The escorts position on the bus should be where maximum control of children is achieved i.e. at back of bus

· Report all concerns to the Principal and/or Class Teacher
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