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Lancashire County Commercial Group
Tel: 01772 646810

Fax: 01772 628796

Lancashire County Commercial Group
School 

Crossing Patrol

Service
Mr. /Mrs./Miss ……………………………………………………………………………………………………………

Your Area Organiser is  ………………………………………………………………………………………………

Telephone:  Home :   …………………………………………………………………………………………………

                   Mobile :  ………………………………………………………………………………………………..

Office : 01772 646810

Administration Pay Queries :  01772 536181
ANY CORRESPONDENCE SHOULD BE ADDRESSED TO THE MANAGING DIRECTOR
FOREWORD

On behalf of Lancashire County Commercial Services, let me welcome you as a

new member of our organisation.    The role you have undertaken to perform is

one of the utmost importance – that of seeing children safely across the road.

I look forward to you completing many years of service and I hope that you will 

be happy in your employment with us.

Nigel Finnamore

Managing Director
CONTACTS

Your Area organiser is:

Name : 

Home Telephone Number :

Mobile Telephone Number :

If there is no reply from your Area Organiser, and the matter is not urgent,

you may wish to leave a message on the answer phone at his/her home address.

If your message is of an urgent nature please contact Head Office.

The Manager is Ken Speak 

Address:-

Lancashire County Commercial Services

Block ‘A’

Clayton Green Business Park 

Library Road

Clayton-le-Woods

Chorley PR6 7EN

Telephone:  01772 646810 

www. serving.lancashire.org.uk

1.   TRAINING


On taking up your appointment, you will be required to take a short


period of training which will be given by your Area Organiser.  All or part of the training will take place at the site to which you have been appointed,


but you could also receive instruction at another location, as arranged.


From time to time during your service, refresher training will be provided.

2. HOURS OF DUTY

Your ‘hours of duty’ means duty at the Crossing Point to which you have been appointed.   These hours will be determined according to the requirements for each crossing point.  You must be punctual in arriving at the point and must remain there for the full length of time laid down.   In the event of any absence, alternative arrangements must be made and agreed with your Area Organiser.   (For contact numbers see previous page).

3. TIME KEEPING

Children are often late arriving at, or leaving from school, and latecomers are more inclined to take chances than those with plenty of time.  On the rare occasions when an accident occurs at a school crossing point, it is often because a child has arrived there just when the School Crossing Patrol starts or ends a duty period.

Bad time-keeping is therefore considered to be a serious breach of conduct and will be met by disciplinary action.

4. ABSENCE FROM DUTY

You can appreciate how important it is that your crossing point should be covered at all periods in the interests of child safety.   Consequently, if you are unable to report for duty, information must be passed as quickly as possible to your School Crossing Patrol Area Organiser on the telephone number at the front of this booklet.   Remember if your Area Organiser is not available, you must telephone the Manager at the Office.

If you think that you are likely to be absent, please try if possible, to inform your Area Organiser the day before.

If it is not possible to inform your Area Organiser of any absence the day before, then inform him or the Manager without delay, as there is very little time to arrange for someone to cover your crossing point.

If your absence is due to sickness, even for one day, a Sickness Declaration Form is required.   This form will be completed by your Area Organiser when you inform him/her of your intention to return to duty.  Please ensure that sufficient notice is given of your intended return date. 

5. HOLIDAYS

You are entitled to paid holidays in accordance with the official terms and conditions of service, these are set to pre-determined dates during School Holidays.   Holidays SHOULD NOT be taken during term time.

6. UNIFORM AND OFFICIAL SIGN

The full uniform provided must be worn whenever you are on duty and at no other time for any other purpose.    The ‘Authorised Sign’ provided must be carried and exhibited on every occasion when you require the traffic to stop to cross children across the road.

It is very important to note that you are legally entitled to stop traffic only when you display the approved sign and when you wear your uniform, which MUST include your hat or cap and coat.

You are not protected by the full authority of Law unless you observe these conditions.    If your sign is stolen, contact your Area Organiser at the first opportunity to arrange for a replacement.   In an emergency, carry on with your duty, with special care for yourself and the children.

If you finish work with us, the items of uniform and equipment must be returned to your Area Organiser without delay.    Patrols must also report loss and damage of uniform or equipment immediately.

Items of uniform and equipment that become well worn or soiled, may be disposed of after consultation with your Area Organiser.    This is to prevent any unauthorised use of school crossing uniform.    Cleaning instructions for your coat are attached to the garment.

7    APPEARANCE AND BEHAVIOUR

At all times when on duty you are required to be clean, neat and tidy in your        appearance and to be properly dressed in official uniform and to carry the School Crossing Patrol sign.   You are responsible for cleaning and maintaining your uniform (cleaning instructions are contained in the garment); please remember that motorists and pedestrians will judge your efficiency and authority by your appearance.

Whilst it is appreciated that Patrols may have problems if they have young children, it must be clearly understood that your own children must not be present at your place of duty unless they are on their way to and from school.

Your personal behaviour is of the greatest importance and it is essential that you remain alert at all times during your period of duty.   You must avoid any activities or distractions (i.e. talking to friends at your Crossing Point) which could divert you from your important task of seeing children safely across the road.

You must not smoke whilst at work and remember that taking alcohol before going on duty will impair your performance at your point, and may result in disciplinary action.

8. OPERATING YOUR CROSSING POINT

You are responsible for the safety of children, and anyone else wishing to use your crossing point.   This is the purpose of your job.

9. ENSURE THAT THE CHILDREN REMAIN ON THE FOOTWAY

Well clear of the road edge, until you instruct them to cross.

10.  WATCH FOR AN ADEQUATE GAP IN THE TRAFFIC FLOW

As an indication to motorists that you intend to leave the footpath, hold your sign high, before stepping into the road.   Give the motorists sufficient time to stop – allow more time in adverse weather conditions.

11.  DISPLAY YOUR SIGN CLEARLY

Display your sign clearly to the motorist, and continue to show it to the traffic until you position yourself in the centre of the road.   If possible hold your sign in your right hand and, in addition, use your left arm as a further indication that vehicles should stop behind you.  Wait until all traffic has stopped and only then instruct the children to cross.

12.   ENSURE THAT CHILDREN PASS TO YOUR FRONT – NEVER BEHIND

If children are allowed to walk behind you, you cannot see them and therefore cannot control them.    Patrols must not take children by the hand and ‘shepherd’ them across the road.

13.    REMAIN TOWARDS THE CENTRE OF THE ROAD

Display your sign clearly until all children have cleared the crossing.   Do not continue to hold up traffic whilst waiting for latecomers to run up to the crossing point.

14.     HOLD YOUR SIGN UPRIGHT

Keep your sign upright until you have returned to the footpath.  Once you have returned to the footpath, keep the sign in the ‘down’ position, so that the motorists are not confused.

You must not wave motorists on when you have completed your crossing procedure, nor must you give any other kind of hand signal to traffic.

You now have the authority in law, to stop traffic for anyone who wishes to cross at your crossing point, but your priority is the safe crossing of children on their way to and from school.

15.  PUFFIN AND PELICAN CROSSINGS

When operating at a puffin or pelican crossing, never begin crossing anyone over until the start of the steady ‘green man’ signal, and the lights are showing red to the traffic.   You must still display your sign and perform your duties by going to the middle of the road as usual.   You should try to ensure that the crossing is clear of children by the time the lights have changed to green for the motorists.

N.B.  Motorists must not proceed as long as persons are still on the crossing, and you are displaying you Sign in the approved manner.
16.  TRAFFIC LIGHTS

At cross-roads and junctions, where there are traffic lights, you must    carry out your duties as you would for an ordinary road situation, and you must always carry and display the approved sign whenever pedestrians are crossing.   You must take extra care at traffic lights, because even though one set of traffic is stopped by a red light, you must also watch for traffic entering the junction from other roads.

17.  TRAFFIC TURNING CORNERS

Drivers are requested in the Highway Code to give way to pedestrians crossing the road, but motorists are sometimes over-eager to turn a corner quickly in order to leave or join the main traffic flow.    You must watch out for this turning traffic, and make sure that all vehicles have stopped for your sign before you move into the road.   

18.   ISLANDS IN THE ROAD

Some wider roads are divided into dual carriageways by refuges, known as ‘central reservations’.   Crossing at these points should be made in two stages, each half of the road being treated as a separate crossing.  Pedestrians should be halted safely at the refuge in the middle of the road, to wait, until you can cross them safely over the next carriageway.    THIS SHOULD NOT BE DONE WITH LARGE GROUPS OF CHILDREN.

On some roads, smaller ‘islands’ or ‘refuges’ in the middle of the road are not there to create two carriageways, and the road remains a single carriageway.  Usually the ‘islands’ are not wide enough or safe enough to hold pedestrians, and the traffic travelling in both directions should be stopped before crossing anyone over the road.

19.   ‘HAZARD WARNING LIGHTS’

Where ‘flashing lights’ are installed to give motorists extra warning of  your crossing point, it is your responsibility to switch them on and off before and after your stated duty times.   It is very important that the lights are switched off immediately after each tour of duty, as motorists soon begin to disregard lights when they feel they do not serve a useful purpose.   

20.   ACCIDENTS AND INCIDENTS

Patrols should not act as a policeman and therefore, should not remonstrate with drivers or pedestrians if you feel that you have a complaint against their conduct.   If your complaint is against a motorist, you are advised to contact your local Police Station as soon as possible to report the matter, as they (the Police) prefer the report to come from the person involved, rather than a third person.   You should however, also report it to your Area Organiser along with any other matters regarding members of the public. 

A Patrol should extend to motorists a spirit of tolerance and good humour and this courteous approach will usually prevent misunderstandings.   Drivers appreciate that the main purpose of a patrol is to safeguard children crossing the road and, on the rare occasions that a complaint is made concerning a patrol, the driver usually alleges that he was not given sufficient time to stop or was ‘taken by surprise’.  Patrols should try particularly hard to see that this is not the case where they are concerned.

21.    STATEMENTS

Please remember that remarks or statements made on the spur of the moment may involve both the Patrol and Lancashire County Council in serious commitments of a legal nature.   Patrols are advised not to make statements or comments on working conditions at their points to anyone, e.g. the Press or other bodies, without first discussing the matter with their Area Organiser.  With regard to accidents, Patrols should be wary of giving statements or comments to any person, except to a Police Officer or in the case of an Industrial Accident (i.e. an accident that happens at your place of work) to a Health and Safety Officer employed by Lancashire County Council.

22.     REPORTING OF ACCIDENTS AND INCIDENTS

a) If, whilst you are on duty you are injured, however slightly, you must visit your Doctor or a Hospital Casualty Unit immediately if necessary, or as soon as your duty is finished.  Your Area Organiser must be notified.

b)   If a child is injured, however slightly, a teacher or the School Office                 

                              must be informed as soon as possible.

c) If a child is seriously injured, do not move him / her.  Cover the child with something warm and ask a bystander to telephone the Police and Ambulance Services.   If possible, take names and addresses of any witnesses to the incident.

d) Report all accidents or incidents as soon as possible to your

Area Organiser or the Manager.  (Please see previous list of contact numbers).

e) In addition, if you hear of an accident at, or even near, to your crossing outside of your hours of duty please report it to your Area Organiser.

23.
Safeguarding Children and Young People

We all have a role to play in ensuring that children and young people in Lancashire are kept safe and that we do what we can to promote their welfare.

We have a responsibility to be clear about arrangements for child protection in settings we work in or visit. 

It is expected that reasonable steps are taken to ensure the safety and well-being of pupils. Always act and be seen to act in the child's best interest, and take responsibility for your own actions and behaviour.

Confidentiality

Confidential information about a child or young person should never be used casually in conversation or shared with any other person who does not 'need to know'.  

However, if you have concerns, please ensure to inform the appropriate person, either the Designated Senior Person or Line Manager.

 Background
The Children Act 2004 was passed and the Every Child Matters was published, which provides the legislation for safeguarding children and young people

Designated Senior Person
There will be a designated senior person in your school. They are responsible for maintaining child protection records, coordinating action, and ensuring that a Child Protection policy is in place.

It is important that you confirm who the designated person in your school is and write their name and designation (post) in the space provided below.

Name………………………………………………………………………….…….

Designation…………………………………………………………………………

The Basic signs and symptoms of abuse or neglect

Whilst Children do sustain accidental injuries, if you are concerned or uncomfortable with what you see or are told, talk to the Designated Senior Person.

· Physical Abuse, we should be particular of burns, bruises and fractures, which may involve Hitting, smacking, throwing etc

· Emotional abuse, the persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects.

It is recognised that children can be emotionally harmed by witnessing harm being caused to another person
· Neglect, it is the persistent failure to meet a child's basic physical and/or psychological needs.

· Sexual Abuse is the actual or likely sexual exploitation of a child or adolescent.

This may involve physical touching or inciting/grooming a child.  

What to do if you are concerned about a child

If you are based or attached to a school:

· Report any concerns in writing to the Designated Senior Person.

If you are mobile or if it appropriate:

· Report any concerns to your line manager
It is crucial that you contact the Designated Senior Person or Line Manager as soon as possible. They will make the necessary decision regarding what needs to happen next, and may require a written record.
Do not do nothing or assume that another agency or professional will act or is acting

Never Attempt to resolve the matter yourself. 

Remember:

· Treat pupils and adults in school with respect
· Report any concerns to the Designated Senior Person or Your Line Manager 

· Do act as an appropriate adult role model
· Consider carefully the ways in which you can make children feel important and valued in school
· Do not smack or hit pupils – it is illegal

· Do not discuss a pupil’s behaviour or progress with anyone other than the Designated Senior Person or Line Manager
24.       HEALTH AND SAFETY AT WORK ACT 1974 – AND YOUR OWN
PERSONAL SAFETY

The Health and Safety Police Statement is set out and held at the Head Office of Lancashire County Commercial Group.

Lancashire County School Crossing Patrol Service recognises and accepts its responsibility as an employer for providing a healthy and safe work place and working environment for all its employees.  To this end, the Service will ensure, so far as is reasonably practical the health, safety and welfare of all its employees.

It is not only common sense from a personal point of view to take care of your own safety, it is in fact, your duty under the Health and Safety at Work Act 1974.  This states that you must “ co-operate with your employer and not misuse anything provided in the interest of Health and Safety”.

The following are a few practical tips which have a direct bearing on your job as a Crossing Patrol:

(a) Try to keep your uniform clean, a bright coat can be seen from a further distance than a dirty one.

(b) Use the equipment supplied to you for poor weather conditions.  If you have been issued with over trousers wear them!   If you have not, notify your Area Organiser.

(c) Never take unnecessary risks – if in doubt stay on the footpath and wait for another opportunity to stop the traffic.  Never allow children to walk into the road with you.  Make them wait at the kerb until you tell them to cross.
(d) Use your sign correctly.  Display it at the kerb before stepping into the roadway; keep the sign upright and facing the traffic, when you are in the road, and whilst you are walking back to the footpath.

(e) Let your Area Organiser know about parked vehicles which cause obstruction at your crossing point.

(f) Let your Area Organiser know about children or adults who behave in a dangerous manner or who make it difficult for you to carry out your duties properly.

(g) Inform your Area Organiser at once of any road works or changes in traffic flow at your Point.

(h) The Highway Code says that cars being driven at 30 mph need 23 metres (75 feet) in which to stop.   At 40 mph, they need 36 metres (118 feet).  Heavier vehicles will need longer distances – and in wet weather, all traffic should be allowed more time in which to stop.  

25.
MATERNITY POLICY AND PROCEDURES

POLICY

The Lancashire County School Crossing Patrol Service recognises the importance of the need for special arrangements for female employees during maternity.   The policy applies to ALL employees, and is in line with Lancashire County Council guidelines

A Maternity and Childcare information pack is available on request from Head Office

All periods of maternity leave, whether paid or unpaid, are classed as continuous employment for purposes of service.

All pregnant employees are granted paid time off to attend ante-natal clinics, upon request.

Upon return to work, an employee will be entitled to do the same work and on the same terms and conditions as before maternity leave.

PROCEDURE TO FOLLOW
Employees must inform Head Office at Clayton Green in writing, when they have confirmation of their pregnancy.  This should be done at 26 weeks, by sending in the Form Mat B1, which is obtainable from a GP or midwife.

Early notification of pregnancy is essential.  Give at least 21 days notice of your intention to stop working, and the date you intend to stop, in order that:-

a) Human Resources can calculate individual entitlements to maternity benefits.

b) Any possible payments are not delayed.

c) Temporary cover can be arranged.

Written intentions with regard to return from maternity leave must be forwarded to Head Office at Clayton Green.  If you intend to return to work before the end of your ordinary maternity leave, you MUST give 7 days notice before return date.     If you are on Additional Maternity Leave you MUST give your employer at least 21 days notice before your return date.

MATERNITY SUPPORT LEAVE

Maternity support leave of five days with pay shall be granted to the child’s father or the partner or nominated carer of the expectant mother at or around the time of birth.   A nominated carer is the person nominated by the mother to assist in the care of the child and to provide support to the mother at or around the time of the birth.   21 Days notice MUST be given prior to commencement of this leave.

PARENTAL LEAVE

Parental leave to look after a child or to make arrangements for the good of any individual child for up to 13 weeks is available as a right, without pay, (subject to a qualifying period of continuous service of not less than 12 months), for either parent, ( or a person responsible for the child) whilst the child is under five years.

Pro-rata arrangements apply to part time employees.   21 Days notice of intention to take this leave MUST be given, specifying when the leave is to begin and end.   In exceptional circumstances, and by mutual agreement a lesser period of notice may be acceptable.

ADOPTION LEAVE
Available for the primary carer (male or female) to be “at home” with the adopted child, and is in line with current adoption procedures.   21 Days notice of intention to take this leave MUST be given, specifying when the leave is to begin and end.   In exceptional circumstances, and by mutual agreement a lesser period of notice may be acceptable.

IN ALL THE ABOVE CASES, it is essential that employees contact the Head Office at Clayton Green direct, for advice and information on a strictly confidential basis.

Please ask to speak to a member of the Human Resources team.

26.   SICKNESS POLICY AND PROCEDURE
POLICY

Lancashire County School Crossing Patrol Service provides occupational sick pay (OSP) in line with Lancashire County Council’s guidelines (details of which are in the Statement of Particulars issued to all permanent employees).   This benefit is in addition to our obligation to provide Statutory Sick Pay (SSP).

SICKNESS PROCEDURE

The following procedure applies to all employees of Lancashire County School Crossing Patrol Services.

REPORTING SICKNESS

DAY ONE

Notify your Area Organiser or Head Office on the first day of absence, by telephone or other means, giving brief details of the nature of the illness and possible date of return to work.

DAY FOUR

Contact your Area Organiser or Head Office giving an indication where possible of an expected date of return to work.

DAY SEVEN

If the absence extends beyond seven days, (including weekends) a Doctor’s certificate must be submitted to Head Office.  The remainder of the absence must be certified by a Medical Practitioner and all sick notes must be forwarded to Head Office without delay.

PRIOR TO RETURN TO WORK

Notify your Area Organiser or Head Office of your return to work date, ensuring that sufficient notice is given.

RETURN TO WORK

A Sickness Declaration Form is required for all sickness absences.  This form will be completed by your Area Organiser when you inform him/her of your absence and subsequent return to work date. 

DOCTORS / HOSPITAL / DENTAL APPOINTMENTS

Employees will be paid, for absences resulting from appointments with their doctor, hospital or dentist.   In order that the necessary cover can be arranged, please inform your Area Organiser or Head Office as soon as possible.   Appointment cards may be requested. 

LONG TERM SICKNESS ABSENCE

Where an employee is absent from work due to long term illness, a health review will take place.   Where, after consultation with the employee concerned it is mutually agreed that a return to work will not be possible, alternative employment within the County Council or retirement on the grounds of ill-health may be offered.

27.    PENSION SCHEME

Local Government Pension Scheme (LGPS)

Conditions of Membership

All Lancashire County School Crossing Patrol Service employees whether temporary or permanent, automatically become a member of the scheme unless they elect not to join.

A booklet is available “Local Government Pension Scheme Employees Guide” which explains the pension scheme in more detail and is available on request.

28.    RETIREMENT POLICY AND PROCEDURE
On attaining the national retirement age, Lancashire County School Crossing Patrol employees may continue in their post until such time as they wish to retire or resign.

However, from attaining the age of 70 years, all employees will have an annual assessment and an annual medical examination in order to assess their suitability to continue in post. 

            29.       NOTICE OF RESIGNATION
All employees must give four weeks notice of intention to resign.   All resignations must be in writing – either by letter or by submission of the green resignation slips.  These are available on request.

Please send your notice of resignation to Head Office, Clayton Green.

30.    EMPLOYEE WELFARE AND COUNSELLING SERVICE
All Lancashire County School Crossing Patrol Service employees are welcome to make use of any or all of the services provided by the Lancashire County Employee Welfare and Counselling Service in Preston (Tele. No. 0845 053 0013).   The range of services provided are confidential and usually on an individual basis. 

If you are in need of advice or support on any matter please do not hesitate to contact the Human Resources team at Lancashire County School Crossing Patrol Service.   We will always endeavour to be of help and assistance.

Who might benefit from the service?  Anyone facing a difficult situation at work or in their personal lives.

Employees who have used the service include those who are experiencing or have experienced:

Personal trauma, bereavement, relationship breakdown, physical ill health, depression/anxiety, family illness, bullying/harassment, difficult working relationships, work related stress, disciplinary action, job changes/redundancy or other coping difficulties.

31.     TRADE UNION
I would like to take this opportunity on behalf of UNISON, to welcome you to Lancashire County School Crossing Patrol Services.

As a union member you will be joining your colleagues who already benefit from trades union membership.  Our aims are:-

To improve your pay and conditions of service, promote good industrial relations and to provide help to members with any problems arising at work.

Promote full equal opportunities for all members, promote informal participation by union members.   Provide a wide of services to members including education and benefits, such as,

Accident Benefit

Convalescent Facilities

Banking Facilities

Discount insurance, Travel, Holidays, Mortgages

Free Legal Aid.

As an employee of the Lancashire County School Crossing Patrol Service, you are actively encouraged by Management to join a trade union.   We negotiate and liaise closely with management on a Joint Consultative Committee which consists of full-time union officials and local shop stewards. 

As a union member you will be guaranteed representation should the need arise, as well as benefiting from a comprehensive range of services.

If you are interested in joining a trade union please contact:

UNISON

BRANCH OFFICE

Tele. No;
(01772) 533072

32.
COMPLAINTS PROCEDURE
If a member of the public wishes to make a complaint, either about the Service or an individual member of the Service, they should be asked to contact the Manager or your Area Organiser.    The Manager can be contacted via the telephone, in writing, or via the web site.  The telephone numbers of the Manager and Area Organiser, the address and the web site details are shown at the beginning of the Hand Book.
If it becomes necessary, obtain the complainant’s details and pass them to your Area Organiser.      
33.
EQUAL OPPORTUNITIES POLICY

General Statement

Lancashire County School Crossing Patrol Service as an equal opportunity employer intends that no job applicant or employee shall receive less favourable treatment because of his or her sex, marital status, race, colour, nationality, national origin, ethnic origin, sexual orientation or disability, nor be disadvantaged by any other condition or requirement which cannot be shown to be justifiable.

The County Council has issued a leaflet detailing its Equal Opportunities policy in employment and the initial guidelines for implementation of the policy.   A copy of this leaflet is available on request.

Equal Opportunity Complaints Procedure: brought by employees or non-employees.

Any employee or non-employee who wishes to make a formal complaint should send a detailed written statement, using the standard form, (available on request) of the complaint to The Head of HR (Policy & Projects), Office of the Chief Executive , P.O. Box 78, Christ Church Precinct, County Hall, Preston, PR1 8XJ.   A register is maintained of all complaints made, and a copy of the complaint will be sent to the General Manager.

If you need guidance on the above procedure, or would like more information, please contact the Head of Support Services on 01772 534770.
34.
GENERAL
Lancashire County Council through Lancashire County Commercial Group looks forward to continuing a proud reputation for its School Crossing Patrol Service, which has achieved Government recognition in the form of a Charter Mark Award, and is also accredited under the ISO 9000 scheme and the Occupational Health and Safety Standards (OHSAS) 18001.
The maintenance of this high standard of service to our children depends upon a good relationship between you the School Crossing Patrol, and the people we all serve.                 

