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School Crossing Patrol Co-ordinator


	Department 
	Adult Services

	Service
	Public Health

	Grade
	D 

	Reports to
	School Crossing Patrol Manager 

	Responsible for 
	N/A

	Job reference
	11373



	Job Purpose

	Deliver countywide administrative support to the School Crossing Patrol Manager (SCPM), ensuring the safe, effective and consistent delivery of the School Crossing Patrol (SCP) service.
The post supports the planning, coordination, and delivery of SCP activities, including training new SCP’s, completing risk assessments, equipment management, and safety education, in line with agreed procedures, policies, and service standards.

	Context 

	School Crossing Patrols (SCPs) are managed centrally by Norfolk County Council Public Health and form a key part of the county’s road safety provision.
SCPs:
· Provide a visible safety presence at crossing sites.
· Assist children, families, and wider communities in crossing roads safely.
· Support wider road safety education and behaviour change.
The School Crossing Patrol Co-ordinator plays a key role in providing resilience and ensuring the service operates safely and effectively across the county, working closely with the SCPM, school crossing patrol staff, schools, and partner agencies.



	Accountabilities 

	1. Work directly with SCPM who will delegate tasks to support with effective delivery of SCP across the county. 


	2. Travel to different parts of the county to support operational delivery.

	3. Support SCPM with recruitment, inductions and training of SCP’s in line with policies and procedures.


	4. Visit SCP sites across Norfolk and gather pedestrian and vehicle data and maintain accurate records.


	5. Conduct and record basic health and safety assessments of SCP sites and report issues to SCPM.


	6. Respond to general enquiries from SCP’s and escalate more complex matters to SCPM.


	7. When required cover at school crossing patrol sites across the county when additional resilience is needed. 


	8. Support with the ordering and distribution of new and replacement PPE and equipment.

	9. Support with the recording and reporting of incidents, near misses and driver non-compliance or operational issues affecting safety.


	10. Shared responsibility for safeguarding children and vulnerable adults. 





Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	
Work independently and takes own initiative.

Act as a positive and professional role model.

Able to build excellent working relationships.

Organised and reliable.

Excellent communication skills both verbally and written.

Able to present data and information clearly and accurately.

Experience of administrative duties for example: data entry, creating documents, rota management or co-ordinating cover arrangements.
	
ü

ü

ü

ü

ü



ü


ü

	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	
Experience of working in a front facing environment and with the public.

Experience of completing risk assessments, work plans and mitigating emerging risks.

Experience of working in an office or school environment or previous experience as a school crossing patrol.

Excellent IT experience and confidence working with different computer software. For example: email, and all Microsoft office products including MS teams.

Knowledge of the highway code.

Experience of working in a road safety education environment.

Awareness of safeguarding responsibilities when working with children and vulnerable adults.
	
ü


ü


ü



ü








ü

	














ü

ü


	Qualifications
	Mandatory (ü)
	Indicative (ü)

	
Enhanced DBS check

GCSE English and Maths or equivalent qualifications or experience.

Full and clean UK driving licence (add in category for company van)
	
ü

ü


ü
	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	
· This post is subject to an enhanced DBS check. 

· Clean and valid driving licence is essential.

· This role requires regular lone working sometimes without direct supervision.

· The post holder will be required to travel across the county and will have access to a company vehicle.

· Work is regularly undertaken outside in all weather conditions.

· This is a 0-hour position and working hours may vary so flexibility is important.  




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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