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Cardinia
POSITION DESCRIPTION

School Crossing Supervisor  [HEEE {{:1{0)] Band 1

Community and Planning Business Unit Regulatory Services
Services

N/A Date April 2025

School Crossing Support Officer

ORGANISATIONAL CONTEXT

Cardinia Shire Council is committed to building a sustainable shire for present and future generations to
enjoy. Council plays an important role in supporting the community by delivering a wide range of services
that enhance the wellbeing of residents now and into the future.

To support the delivery of these services, Council is focused on building a skilled and professional
workforce with the capability to respond to current priorities and future challenges. Employees are
expected to contribute to high-quality service delivery, demonstrate sound professional judgement, and
work collaboratively to achieve positive outcomes for the community.

Council is committed to providing a safe, inclusive and supportive working environment that enables
employees to perform at their best while contributing to the achievement of Council’s strategic
objectives.

POSITION OBJECTIVES:

To be responsible for the safe passage of persons using School Crossings.

DUTIES & RESPONSIBILITIES:

Key responsibilities include, but are not limited to:
e Operate the crossing in accordance with the “Instructions for Children’s Crossing
Supervisors” as
prepared by the Victoria Police and Vic Roads.
Oversee the safe passage of school children using the crossing.
Be punctual when starting and finishing work.
Be dressed in full uniform provided by Council when on duty.
Be alert and stand near the crossing at all times when on duty.
Be responsible for the placing of School Crossing flags and stop signs used on the crossing.
Be tactful when supervising children.
Operate traffic control signals to regulate pedestrian flow as required.
Take down all registration details, date and time of vehicles illegally parking within eighteen
metres of the crossing and vehicles driving through the crossing (contrary to the Road Safety
Traffic Regulations) and advising the Coordinator Compliance Services in writing of the offences,
and be a witness in court if the person is prosecuted.
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e Advise the Compliance Services Unit within sufficient time to allow arrangements for
replacement staff if unable to attend the crossing as arranged.
e To assist and establish a good rapport with the public.

UNIFORM AND EQUIPMENT

Summer /Fine Weather Uniform - must worn at all times by both males and females
e Vest, over clothing. Vest must be in accordance with Council Guidelines and must be fluorescent
yellow with an orange sash. The sash must be reflective.
e White or orange broad brimmed hat with orange supervisor sash or the word supervisor
embroidered thereon.
o Appropriate sturdy footwear. Any hooded headdress is to be white in colour and worn underneath
the hat

Winter/Wet Weather Uniform - for males and females, to be worn in inclement weather
o Waterproof jacket with in built orange sash. Waterproof pants (optional).
o White/orange broad brimmed hat with orange supervisor sash or the word supervisor
embroidered thereon.
e Appropriate sturdy footwear. Any hooded headdress is to be white in colour and worn underneath
the hat

EQUIPMENT REQUIREMENTS

e Stop sign as approved by Vic Roads.
e Minimum of Two Flags as approved by Vic Roads.

HOURS OF DUTY

e Asrostered by your supervisor.

e 45 minutes in the morning and 45 minutes in the afternoon, usually commencing at 8 am and 3 pm
but depending on individual school requirements, this may be varied at the discretion of the
Manager Compliance Services.

TRAINING SESSIONS
At various times during the year Council will hold information or training sessions. Children’s Crossing
Supervisors are required to attend these sessions.

POLICY AND PROCEDURE COMPLIANCE
e Adhere to (and promote) HR, IT, OH&S/Risk Management policies, procedures and practices.
e Demonstrate understanding and accountability for record keeping policy including the accuracy
and capture of data, the sensitivities involved and the release and destruction of documents.

OCCUPATIONAL HEALTH & SAFETY RESPONSIBILITIES

e Take reasonable care for the health and safety of yourself and others in the workplace, ensuring
we provide and maintain a working environment that is safe and without risk to the health of
employees, contractors, visitors and the general public, as far as is reasonably practicable.

e Ensure all legislative and regulatory responsibilities are addressed and met in relation to
occupational health and safety.

¢ Responsible for ongoing consultation with employees, employee health and safety representatives
and supervisors to identify and eliminate hazards and risks in the workplace.

e Ensure hazards, incidents, near misses and injuries are reported immediately and recorded within
the appropriate system.

e Actively participate in the planning and execution of Return-to-Work plans as required.

ACCOUNTABILITY AND EXTENT OF AUTHORITY

e Accountable for the safe passage of persons using the crossing.
e Take reasonable care for your own health and safety and that of others affected by your action.
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The work performed falls within specific guidelines including the exercise of discretion in the
application of established practices and procedures.

JUDGEMENT AND DECISION MAKING

The work is routine and clearly defined.

Ensuring the attendance at the crossing and provision of safe custody to persons using the crossing.

The manner in which he/she communicates with persons using the crossing.

The manner in which he/she advises the Manager Compliance Services of vehicles infringing and

gives accurate evidence in Court when required.

INTERPERSONAL SKILLS

The position requires basic oral communication skills.

SPECIALIST SKILLS, KNOWLEDGE AND EXPERIENCE

Ability to work in all weather conditions ie wet/hot/windy/cold etc.

Ability to supervise and a responsible attitude towards children.

Capacity to work with limited supervision.

Ability to maintain vigilance at all times.

The position requires knowledge of the laws as they relate to Children’s
Crossings.

SELECTION CRITERIA

Demonstrates understanding of school crossing requirements.

Ability to speak and understand the English language is essential.

Ability to write down details of offending vehicles

A satisfactory result from a medical examination and police record check and working with
children check.

Ability to supervise children

Capacity to work with limited supervision

Ability to maintain vigilance at all times

Knowledge of the road laws as they relate to Children’s Crossings

Ability to work at the required times

CONDITIONS OF EMPLOYMENT

Terms

and conditions of employment are in accordance with the Cardinia Shire Council Enterprise

Agreement 2024 and Cardinia’s policies and procedures.

Tenure

Pre-employment checks

This is a casual position.

Check, Traffic Check or Working with Children Check.

All appointments are subject to a National Police Record Check, pre-
employment medical check, and a six-month probationary period (new
employees only). Certain positions may also require a Financial Background



