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RCO - SECTION 18-5

TRAFFIC SCHOOL GUARDS
The Revised City Ordinance covering School Crossing Guards is as follows:

Section 18-5 - Traffic School Guards

It shall be the duty of the traffic school guards to direct traffic in or near the vicinity of schools in the city where there are conducted classes for elementary and high school pupils and such other and further duties as shall be assigned by the city manager commensurate with the authority herein granted.  The employees of the division of traffic school guards shall be under the direct supervision of the Traffic Division of the Police Department.

CHAIN OF COMMAND

All employees working as School Crossing Guards shall follow the chain of command in the following manner:

School Guard Coordinator

Traffic Bureau Sergeant

Traffic Bureau Lieutenant

Traffic Bureau Commander
Chief of Police

Any questions or problems that arise should be directed to those listed above in the order that they are listed.

The practice of directly contacting elected officials is a violation of the chain of command and is considered insubordination.

PEDESTRIAN/VEHICULAR TRAFFIC RESPONSIBILITIES

1.
It shall be the responsibility of the School Crossing guard to assist the walking school child, or any pedestrian, in safely crossing the street at the designated school post assignment.

2.
The School Crossing Guard shall safely stop all traffic, using proper traffic equipment, prior to allowing children to cross the street from one designated point to another.

3.
The School Crossing Guard may direct traffic ONLY when the traffic situation dictates, i.e. traffic congestion, traffic hazards caused by position of vehicles on roadway, etc.

4.
The School Crossing Guard shall ensure that children cross within the designated crosswalks.

5.
The School Crossing Guard shall be aware that changing weather conditions cause changes in traffic patterns and road conditions.  The Guard shall adjust traffic direction, and use the proper equipment to accommodate these conditions.

6.
As soon as you see children approaching your school post, get out of your vehicle.  Be prepared to cross the children when they reach your location.  If you are not prepared, children may attempt to cross without you.  If an accident occurs, you and the Division of Police will be held responsible.  

7.
If a school bus stops at your post to load/unload, exit your vehicle before children begin to load/unload.  Ensure all traffic is stopped so those children may cross safely.  Do not assume that all vehicles will stop for the bus.

8.
Before stopping vehicles, ensure that you have enough distance between you and the approaching vehicles so that you are not in danger and vehicles are not forced to stop abruptly.  It is also imperative to train your children to wait on the sidewalk until all traffic is stopped and they are instructed to cross the street. 

9.
Stop signs should be held up and visible to ALL traffic as soon as you step off the curb and into the intersection.  You must be in center of intersection BEFORE allowing children to cross.  Make yourself visible and observe traffic in all directions until children have completely crossed and you are out of the intersection.  Never assume a vehicle will stop.

10.
ALWAYS stand on the side where the children are approaching the intersection.  This gives you more control over them and the traffic.

DURATION OF ASSIGNMENT

It shall be the responsibility of the School Crossing Guard to be at his/her post for the sufficient period of time to accommodate the first and last child en route to, or from the respective school.

The duration of both morning and afternoon assignments shall be designated by the Traffic Bureau Commander.
All school guards are to remain on post from beginning time until the ending time that is assigned for that specific post.  NOTHING LESS IS ACCEPTABLE!  We cannot assume that all children have been through the post in any less time.  Children often run late walking to and from school, and we MUST remain on post for a sufficient amount of time to ensure their safety. (Leaving early will be subject to dismissal, as it endangers the safety and well being of children.)

Any school guard who is unsure of the duration of their post should contact the school guard coordinator for clarification.

GENERAL INFORMATION

Additional Responsibilities/Policies)

1.
No one other than a designated Division of Police employee may work a school post assignment.

2.
Aside from performing his/her designated responsibility, the School Crossing Guard has NO POWER OF ARREST OR ANY OTHER POLICE AUTHORITY.

3.    The School Crossing Guard must always park his/her vehicle in a position that will not create sight distance problems, such as parking too near the intersection or crosswalk.

4.
When observing traffic violations, such as excessive speed or non-compliance on the part of motorist, the guard should attempt to obtain the license number, vehicle description, and driver description.  Report them to the School Guard Coordinator.
5.
Smoking on duty is prohibited.

6.
The drinking of intoxication beverages, or use of drugs at any time while working at the school post, is strictly prohibited. Reporting to duty under the influence of alcohol or drugs is also prohibited.  

7.
The School Crossing Guard is required to notify the School Guard Coordinator of any change in address or phone number.  This information MUST be kept up to date.
8.
As part-time employees of the ___ Government, the School Crossing Guard is not eligible to receive those benefits extended to full-time employees.  The employee is covered by Workman's Compensation only while performing his/her duties.  Report any injuries to the School Guard Coordinator immediately.

9.
Reading newspapers, books, using cell phones etc., is PROHIBITED while you are manning your school post.

10. Umbrellas can not be used while crossing children.  You need to have one hand for the stop sign and the other hand to use for directing traffic or motioning for children to cross.

11. No children other than your own should be sitting in your vehicle or hanging around your school post before or after school.  No children other than your own shall be transported to
         or from school while on duty.
ACCIDENT POLICY

When an accident occurs at a school post, the School Crossing Guard shall immediately summon the Division of Police by whatever means available.  Police Officers will respond to the scene along with a Traffic Bureau Commander.  The School Crossing Guard shall not make statements concerning the events surrounding the accident to anyone other than police personnel or Risk Management personnel.  These statements will be held and relayed to investigating police officers and Risk Management officials. 

The School Crossing Guards shall cooperate fully with the above-mentioned personnel, i.e. witnesses' names, times, in order to aid in the investigation. This policy must be strictly adhered to in the event of any accident.

Ensure all children have crossed before leaving your post. If children are still crossing, have someone else call the police for assistance.  Do not leave your post while children are still crossing.

SCHOOL CROSSING GUARD

DRESS CODE

UNIFORMS/EQUIPMENT

The uniform components listed below will be supplied by the Division of Police to all School Crossing Guards:

(1) safety vest

(1) rainsuit

(1) whistle/lanyard

(1) hand-held stop sign

(1) Operations manual

CLOTHING NOT PERMISSIBLE:

*    Spandex or any form-fitting attire

*    Low-cut or sleeveless blouses/shirts

*    Cut-off shorts or shirts

*    Short "Daisy Duke" type shorts

*    Patched or torn jeans

*    Attire with profane or derogatory slogans or emblems

MANDATORY EQUIPMENT

The equipment listed below is mandatory.  It MUST be used and used properly during each school post assignment.

1.
Safety Vest – The safety vest is to be worn over the outer garment so that it is always visible.  It is to be fastened and adjusted so that it will provide a neat appearance.

2
Whistle – The whistle will be worn on the issued lanyard around the neck or attached to vest so that it will be ready available to the Guard.  This will also allow the Guard to have a free hand while holding the stop sign.  (A free hand may be needed to signal traffic or motion children to cross).

3.
Stop Sign – The stop sign will be held above the shoulder level so that it is as visible as possible.  It shall be positioned so those drivers approaching the intersection can easily see it.  It is mandatory the stop sign be used each time the Guard enters the intersection.

4.      Gloves – These are optional but preferable.

A flashlight may be used during dark morning post and weather conditions that limit visibility, (fog, rain, etc.) The flashlight is to be used in conjunction with the stop sign - not to replace the stop sign.

The School Crossing Guard is required to maintain a clean and neat appearance at all times.  The Guard shall be aware that he/she is representing the Division of Police.  His/her appearance should reflect positively on the Division.

The School Crossing Guard will be required to wear his/her rain suit during inclement weather.  

Wearing your safety vest or rainsuit shall not be worn when not working your post.  These items shall only be worn while manning your post.
ABSENTEE POLICY

SCHOOL CROSSING GUARDS SERVE AT THE DISCRETION OF THE MAYOR AND MAY BE DISMISSED AT ANY TIME WITH OR WITHOUT CAUSE.  IN THE CASE OF ABSENCES, HOWEVER, THE FOLLOWING POLICIES SHALL BE APPLIED.

1.
Any school guard who is absent during his/her school post assignment, and fails to give proper notice to the Traffic Bureau, is subject to dismissal.  (Proper notification of the Traffic Bureau is explained in the School Crossing Guard's Operation Manual, page 9).

2.
Three (3) unexcused absences in a school year will be considered grounds for dismissal.  Tardiness on three (3) occasions in a school year is also grounds for dismissal.

3.
You must notify the School Guard Coordinator no later than 6:30am on the day of being absent from morning post, and no later than 1:30pm from your afternoon post.  After these specified times, it will be considered unexcused.  THIS IS YOUR RESPONSIBILITY!

4.
In non-emergency absences, failing to give at least one (1) hour notification is considered an UNEXCUSED ABSENCE.

5.
Failing to give a 24-hour notice for absences known in advance is considered an UNEXCUSED ABSENCE.  (This includes all situations known in advance - ex. doctor's appointments, vacations, special occasions, etc.)

6.
Non-emergency absentees, such as illness, car trouble, etc., not known in 24 hours in advance are considered EXCUSED ABSENCES when proper notification is given.  
7.
More than ten (10) absences in a school year may result in re-assignment of your school post or dismissal.  A doctor's excuse MUST be turned in to the School Guard Coordinator when the School Guard is off for three or more consecutive days unless the Guard has arranged for scheduled time off (to be approved by this office prior to time off).

ABSENTEEISM/TARDINESS

The following procedure shall be adhered to in the event of any absenteeism:

1.
The School Guard Coordinator shall be contacted as follows:

School Guard Coordinator - School Guard Coordinator shall be contacted whenever reporting an absence. Messages can be left on voice mail. If not, your absence will be unexcused and you will be subject to dismissal.

2.
The appropriate party is to be advised of the Guard's name, location, time of the school post assignment, and the nature of the absenteeism.

3.
Please call in prior to 6:30am for the morning posts, and before 1:30pm for the afternoon posts.

4.
School Crossing Guards, who fail to notify the appropriate party of the absenteeism, and do not report to their posts, will be subject to dismissal.

5.
School Crossing Guards, who call in frequently, or without sufficient notice, will be evaluated and may be subject to dismissal, or re-assignment of your school post.

TARDINESS

Tardiness shall be considered grounds for dismissal.  It is important to call in if you are going to be late.  School posts need to be covered regardless.  Tardiness on three (3) occasions in a school year may result in termination.  An absentee form such as the one on the next page will be placed in the school guard's file for each absence.  A tardy form such as the one on the next page will be placed in the school guard's file each time the guard is tardy.

	SCHOOL CROSSING GUARD

                                   ABSENTEE SHEET


	Date of Absentee
	

	School Guard’s Name
	

	Post Location
	

	Post Time
	

	Reason of Absenteeism
	

	Name of Officer Filling School Post
	

	How Long will Guard be off
	


	SCHOOL CROSSING GUARD

                                   TARDY SHEET


	Date and Time
	

	School Guard’s Name
	

	Post Location 
	

	Reason of being Tardy
	

	How late was School Guard
	

	Reporting Person’s Name
	


ADVERSE WEATHER/DELAY PLAN

1.
When adverse weather conditions deteriorate to the extent that schools may be closed or delayed, it shall be the responsibility of the School Crossing Guard to listen to the major radio (example WVLK) and television stations (Channel 13, 18, 27, 36)) to determine the exact status of the schools.  DO NOT CALL THE POLICE DEPARTMENT!

2.
When adverse conditions (excessive rain or snow) cause delays in school opening or closing times, the School Crossing Guard shall report to his/her post at the normal time to accommodate children unaware of the opening delay.  The School Crossing Guard shall remain on post to accommodate children arriving at the designated delay time.  The Guard will be compensated for the additional hour.                                                                         

3. If changes in school opening or closing time make it impossible for the guard to work his/her school post assignment, the School Guard Coordinator must be contacted as soon as possible.
PLEASE REMEMBER: THE LIVES OF CHILDREN DEPEND ON HOW WELL YOU KNOW YOUR JOB, AND HOW WELL YOU DO YOUR JOB.

PERIODIC INSPECTIONS

Periodic inspections will be made on school post locations at which time the following will be checked:

(
Punctually (arrival/departure times) for duration of post

(
Proper use of equipment

(
Appearance

(
Proper traffic control

(
Alertness

(
Ability to handle vehicle and pedestrian traffic

Punctually will be strictly enforced and violators will be subject to immediate termination.

A form will be completed after each inspection and placed in your file.

PAYDAYS

ALL checks will be mailed out on payday Friday.  They will no longer be available to pick up.  Direct deposit is the best option. 

APPOINTMENTS

School Guards that wish to discuss specific problems, or need to pick up equipment, should contact the School Guard Coordinator for a specific appointment.  This is due to prior appointments, or assignments that have already been made by the coordinator.

Your cooperation is necessary to avoid conflicts, and to avoid any inconveniences for both parties.

Drug-Free Workplace

Employees are not to unlawfully manufacture, distribute, dispense, have possession of, or use illegal drugs or alcohol on the job, or to report to work under the influence of illegal drugs.  It is the ___ Government’s intent to maintain a workplace free of these substances, so that all employees may have the opportunity to have a safer, more productive work environment.  Any employee reporting to work under the influence of alcohol or illegal drugs is to be dealt with under the established Uniform Disciplinary Code, Item 4, which includes suspension or dismissal.  Any employee who commits a work-related drug offense shall be disciplined as outlined in the Uniform Disciplinary Code – without exceptions.

_____________________________________________________
                                                                                                                                                                                  Drug-free Workplace Act of 1988

All employees are to notify their employer of any work-related drug convictions within five (5) days after conviction.  Failure of any employee to notify their Division Director of such convictions is an automatic cause for filing charges for dismissal.

Weapons Policy

Concealed weapons, firearms, and chemical spray of any kind are prohibited and cannot be carried on any school guard while manning your school post.  Employees violating this policy will be subject to disciplinary action up to and including dismissal. 
BombThreat Procedure

In the event of a bomb threat at your school post, proceed to work your post as you normally do.  ALL students will be directed to the evacuation area when they arrive on school property.  Teachers at the school will be assisting with this procedure.  DO NOT send these students back home under any circumstance.  This can cause a lot of confusion for parents if they come to the school to pick up their children. 
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