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Welcome to your new role as a 

Crosswalk Safety Ambassador. 

In this exciting new 

opportunity, you are the 

face of Carraway Safety. 

This manual was created 

to guide you through your 

role and your responsibilities 

to the community and the 

company, and it will provide you 

with all the tools and information 

necessary for the performance of your duties. 

On behalf of the entire team, welcome to the family!
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Our Mission1

Our mission is to become a true partner with the City of Toronto 

and with the communities we serve, delivering courteous, 

quality service and providing a safe pedestrian crossing at the 

busy intersections of our roadways. The safety and security of 

the students are our main priorities, and we extend this service 

to the entire community.
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Introduction to 
Carraway Safety2

Carraway Safety is a division of Carrawa Inc., which has over 20 years experience in events 
and parking management and is a trusted traffic, parking and transportation partner. 

This position at Carraway Safety presents you with a unique opportunity to better 
your community through the promotion of safety at pedestrian crossings. With your 
commitment to quality work and a courteous attitude, you will help to forge positive 
relationships within our communities and contribute to Carraways continued success.
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3
You are taking on a greater level of 
responsibility to the kids and the community, 
so please read this document carefully 
so that you may perform your duties at 
the highest level of excellence possible. 
You are the engine which will drive this 
program forward.

We are here to deliver superior service  
while rebranding the image of the crossing 
guard to Crosswalk Safety Ambassador.  
This is summed up in three words: S 
afety, Courtesy, Quality. 

Your primary responsibility will be providing 
safe passage across your assigned intersection 
for all members of the community, with specific 
focus on the students going to and from school. 

You will need to exercise your good judgment and be constantly aware of shifting traffic 
and pedestrian patterns in order to ensure quality and safety. 

Always remember, your number one responsibility is the safety of the students crossing 
your intersection. You are not there to enforce any laws other than the stoppage of traffic 
in the performance of your job.

The Crosswalk  
Safety Ambassador
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Role and 
Responsibilities4

You are expected to engage 
with pedestrians, educating 
them on the basics of crossing 
signals. Studies have shown 
that the presence of crossing 
guards mitigates the danger 
of collisions during school 
crossing hours, which means 
your presence matters. 

Communication is central to 
the success of this role. You 
are responsible for explaining 
the rules of safe conduct 
and crossing to students, 
and for informing adults and parents of the purpose of your role. You are also expected to 
communicate with your Supervisor regarding incidents, complaints, criticism and praise. 

Be visible at all times and maintain eye contact with all parties: the drivers stopping,  
the drivers turning or proceeding, and the pedestrians crossing.
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General Rules  
of Crossing5

Things to be aware of at all times:

  Aggressiveness, indecision or other poor driving behaviours .

  Knowledge of prevailing conditions: traffic flow, high volume or dangerous turning lanes; 
advance greens, obstructions or other site-specific elements which can lead to high-risk 
conflicts between vehicles and pedestrians.

 Be aware of any large vehicles at all times.

  Be extremely aware of cyclists cruising the red (especially at PXOs and three-way intersections); 
this can be a major safety hazard for yourself and the students.

  Always look both ways, with your head constantly on a swivel, scanning the street and sidewalks.

Always keep the following in mind:

 You must be agile to react swiftly to potential hazards or any unforeseen circumstance.

 Be alert, safe, and expect the unexpected.

 Assess approaching traffic for safety or dangers.

  Always remember that the students are the highest priority; during an emergency, the 
crossing guard must stay at their post at all times during the event.

  Ask cyclists to dismount their bicycles and walk across when using the crosswalk at a 
pedestrian crossover or traffic signal.

  Never assume traffic will stop for a stop sign or traffic signal.

  Never stand on the curb and tell children to cross.

  Do not allow yourself to be distracted.

   Do not stop emergency vehicles when lights flashing or sirens blaring (Police, Firetruck, 
Ambulance) or interrupt funeral processions 

  Always be one step back from the curb and keep the students behind you.
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Steps to Effectively 
Manage a Crossing6

Below are steps to effectively manage all crossings under MOST circumstances.  
Further information is provided based on the type of intersection you are assigned. 

When arriving at the intersection ensure the following steps are followed. 

1.Sign into the humanity app

2.  Inspect the intersection to determine if everything is in working order, For example, if 
there are traffic lights, or overhanging PXO lights, ensure they are effectively working. If 
there is a push button ensure it is also working

3.  Look for any large debris at the intersection or obstructions, possibly a large truck 
breaking down near your intersection reducing your visibility of oncoming road users.

  If there is large debris, contact 311 to request safe removal

  If there is something obstructing your view, position yourself in a way to minimize 
that obstruction, and alter your process to ensure you remain safe and are stepping 
onto the intersection in a manner that keeps you safe.

4. Push button and wait for light signals (if applicable)

5. Position yourself in a way where you are closest to the road and pedestrians are behind you. 

6. Look both ways

7. Ensure there is enough gap in vehicular traffic, or vehicles have come to a complete stop

8. Raise stop sign above shoulder level so that it is visible to vehicles travelling in both 
directions

9.Blow whistle (If required)

10. Proceed to midpoint of the crossing

11. Ensure control of the intersection

12. Wave or direct pedestrians to cross
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4
13.  Maintain eye contact with drivers and 

pedestrians to ensure there is no safety 
risk to yourself and those crossing

14.  Remain in position with sign raised 
until pedestrians have crossed

15.  Ensure there is enough time 
to return to the sidewalk (if 
managing a traffic light) for you 
to return safely. If pedestrians try 
crossing with minimal time left to 
cross, signal to them to remain on 
the sidewalk. 

16.  Return back to the sidewalk, while 
keeping the stop sign raised. Dropping 
the stop sign before stepping off the road 
indicates to drivers that they may proceed 
while you are still standing on the road. 
This stop sign protects crossing guards 
by law and if the stop sign is raised and a 
driver fails to obey this they have violated 
a traffic law and can be fined by police. 

17.  While waiting to make another crossing, 
hold your sign down and remain on the 
sidewalk. 

Steps to Effectively 
Manage a Crossing (Cont'd)6
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Types of 
Intersections7

Traffic Lights

  Pedestrian crossings at traffic lights are 
accompanied with:

a) Flashing pedestrian indicator light 

b)  Push button activating pedestrian 
signals

c) Pedestrian road crossing indicators 

  A Crossing Guard’s role is to assist 
pedestrians while working in unison 
with the lights. A crossing guard can 
not OVERRIDE a signal or go against the 
direction of the lights in an effort to take 
control or assist.

 Pedestrian crossing signals

a) Walk (It is safe to cross)

b)  Flashing orange hand (indicating there may not be enough time to cross. If you have 
not started to cross do not start, if you have, finish crossing as the indicator is about  
to change to “Do not cross”)

c) Solid orange hand “Do not cross”

  Pedestrian crossing signals need to be activated by pressing the pedestrian push button. 
The signal may remain stationary until it is pushed and is not automatically linked to the 
traffic lights (green, yellow, red)

PRO TIP:

Push the button and hold for 3 seconds for the signal to emit a sound for those with vision 
impairments. 
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Types of 
Intersections (Cont'd)7

Stop Signs

  Pedestrian intersections are accompanied 
with:

a) Marked pedestrian crossing zone

b)  Stop sign (Not necessarily an  
“all way stop")

  Always ensure a vehicle has come to a 
complete stop before proceeding. 

  If the stop sign is not an “all way stop,” 
ensure a gap in vehicular traffic is large 
enough to allow drivers to stop their 
vehicle safely before stepping out

  Proceed to crossing pedestrians under 
standard crossing protocol

  Once pedestrians have completed their 
crossing, ensure you as the crossing guard 
do not provide direction to vehicles on 
which vehicles should proceed first.  
Stop sign etiquette consists of a vehicle 
that stops at a crossing has right of way.  
If two vehicles approach the intersection 
at the same time and stop, the vehicle to 
the right has first right of way.  
Regardless of who should proceed to 
crossing the intersection. It is NOT our 
duty to provide direction. 
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Types of 
Intersections (Cont'd)7

Pedestrian Crosswalk (PXO) 
"The Crossover"

  PXO’s are primarily identified with:

a) road markings

b) overhanging yellow flashing lights.

c) push button activating flashing light

  PXO’s are mainly seen in front of schools 
and on neighborhood streets. 

  Crossing guards must ensure the flashing 
yellow light is working when managing a 
crosswalk of this type.

  Because PXO’s do not have a stop sign 
or traffic light forcing vehicles to stop, 
guards must be extra cautious and ensure 
there is a safe gap for vehicles to stop 
before stepping out. If the yellow flashing 
light is not enough of an indicator for 
drivers, raising your stop sign above 
shoulder level while remaining on the 
sidewalk attracts drivers and signals to 
them that they need to stop as you are 
preparing to step out onto the road. 
ALWAYS wait for vehicles to stop before 
stepping out onto the road!
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Types of 
Intersections (Cont'd)7

Split Crossing

  A split crossing primary identifier is a 
roadway which is separated by an island. 

  Treat this as two crossings. A pedestrian 
is assisted from one side to the middle of 
the crossing and shortly after from the 
middle to the other side. 

  When assisting large groups of 
pedestrians, divide the group into smaller 
numbers to ensure there is enough space 
on the island for them to wait. 

  It is imperative you ask pedestrians to 
wait on the island until you return to 
lead them across from the island to the 
other side. 

  Concern yourself with one direction of 
traffic at a time
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Types of 
Intersections (Cont'd)7

Unmarked Crossing 

  Unmarked crossings prove no 
infrastructural support and traffic devices 
to a crossing guard

 Use extreme caution 

 Ensure pedestrians have your full attention

 Ensure drivers have your full attention

  Be positioned on the side of the road 
visible to all and not beind poles, mail 
boxes, garbage bins and newspaper 
stands. 

What To Do in The Case of Traffic Signal Malfunction

 Report to the malfunction to your Area Manager at once.

  Treat as a four way stop.

  Cross only when safe and when it is your turn.

What to do when an emergency vehicle with sirens and lights on goes through

  Get everyone out of the roadway as swiftly as possible.
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Uniform and 
Equipment8

All Crossing Safety Ambassadors are equipped with the following items:

a) Stop Sign 

b) Whistle

c) Safety Vest

d) ID Card

e) Winter Jacket

f) Spring/fall jacket

g) Rain coat (Full Length)

h) Dry fit- long sleeve shirt

i) Dry fit – short sleeve shirt

j) Bucket hat

k) Carry bag

The items listed above are distributed to all staff. They do, however, remain company 
property and employees are required to keep them clean and in good condition. You 
are required to hand over all items when requested despite your employment status. 
Replacement items will be charged at cost to employees if required. 

Employees are also required to wear the following:

a)  Pants/snow pants – Solid black colour with no additional colours or shades. Jeans, 
chinos, or dress pants are accepted. No joggers whatsoever. 

b)  Shoes/boots — Solid black, closed toe footwear is required and should always be warn 
while on shift.

c)  Scarf —  solid black

d)  Gloves — solid black

Quality items that will protect you from the elements can be expensive and we want to 
ensure these items are affordable for every member of our team. We also provide gloves, 
snow pants, face masks, scarves and items included in the employee kits on a subsidised 
pricing model. The company will pay up to 50% of apparel purchased from our uniform 
catalog in hopes to better equip you with everything you need.
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A Day  
in the Life9

Before Shift Suggestions and Check-in Protocol

  Check-in time by turning on app (NO EXCEPTIONS).

  The humanity scheduling app will allow employees to sign in 5 minutes prior to their shift 
and not before.

You are required to be at your shift on time, professional in appearance and ready to work.

Always be prepared:

Prepare yourself for the challenges of the elements of each day:

  Monitor the weather and watch out for surprises.

  Pro tip: check the radar frequently on turbulent days. 

Sun — wear sunscreen at all times, and hats are suggested on sunny days. 

Rain — our raincoats are excellent, however please also prepare your footwear accordingly.

Snow, Sleet, and Ice — winter can be a long, cold season. Prepare for inclement weather 
with warm gloves, a warm winter parka, good boots and a scarf to seal your body heat in. 
You will be called upon to stand out there for up to two hours at a time, so if you are ready 
for the elements they will not be a distraction to you from doing your job.

Weather directly impacts school crossing: visibility, slippery road surfaces, debris and ice and 
snow making the walking difficult and unsafe. Add wet or icy conditions and the danger 
factor multiplies exponentially. Additionally, many drivers fail to get winter tires, nor do 
they often appreciate the deplorable conditions and the increased danger of accidents and 
incidents. So please be extra alert on inclement days.
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A Day  
in the Life (Cont'd)9

On-Site Protocol:

  When you put on your vest, you are stepping into your role. Conversely, when the vest 
is removed, you are off-duty. Between the hours of 7:30 a.m. and 4 p.m. you are a 
representative of Carraway. Please behave courteously and professionally at all times.

  Never leave your post during your shift.

  Ensure the crossing is free from obstructions and report to the supervisor any problems 
such as ice, snow banks, flooding, or inoperative lights.

  If you drive to your intersection, you must ensure you are legally parked.

  If anyone has any questions or complaints or criticisms, you must act professionally and 
courteously, and refer them to the Supervisor for answers if you are unable to address 
their concerns or require support.

  Refrain from engaging in an argument. When experiencing unavoidable conflict, engage 
using the H.E.A.T strategy outlined on page 17. 

  Never get involved in disputes or incidents with suspicious people, but report everything 
to your Area Manager.

  Be always aware of traffic even when you are in mid-crossing, for accidents and incidents 
can occur virtually anytime out of the blue.

PRO TIPS:

  Learn the names of the individuals who cross at your intersection, particularly the children: 
for some it is a rite of passage to be able to address an adult by their first name.

  Dog treats: Always ask the owner before offering their dog a treat. Learning the dog's 
name also goes a long way to bonding with those who cross at your intersection.

  Acknowledging each person by name and making eye contact is an great way to 
engender yourself to the community in which you will be working.
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Break Protocol

Even though your vest is removed, you are still a Crosswalk Safety Ambassador, and you 
are being compensated for this break time at full pay, so please always conduct yourself 
according to the Blue Jacket Difference: Safety, Courtesy, Quality.

You are neither parent nor teacher to these students, however you are an adult figure in 
their lives, and you do wield a certain amount of influence. The students will always notice 
everything, so remember the positive impact you can have as a model influence. 

Anything else you wish to do on your free time is your business, as long as it does not 
conflict with Carraway interests or standards of behaviour. 

CSA positioning at the Intersection

1st Shift Specifics— 
The Walk to School

CSA Positioning at a 
Crossing:

  Opposite side of the 
school in the morning, 
closer side in the 
afternoon.

  Where the pedestrians 
originate. 

2nd Shift Specifics—
Lunch Time

CSA Positioning at a 
Crossing:

  Beginning of lunch,  
be on the side closer to 
the school, at the end of 
lunch on the other side  
of the school.

3rd Shift Specifics— 
The Run Home

CSA Positioning at a 
Crossing:

  Start on the side of the 
intersection closest to  
the school.

9 A Day  
in the Life (Cont'd) 10
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Six Most Common 
Complaints

CSA’s provide an important duty, such as keeping children, elders, and members of the 
community safe, and with that there is a great deal of responsibility. 

The following are the most common complaints the city and Carraway receives:

1)  Guard not assisting pedestrians 

  Our job is to assist and provide a safe crossing for all members of the community and 
not just children

  If a pedestrian refuses assistance, advise them that safety is our top priority

2) Blocking vehicles excessively 

  Inorder to ensure there is a smooth flow of traffic. Crossing guards will need to group 
their pedestrian crossings to allow vehicles to cross when time permits. 

  Pedestrians will need to be held back at times to ensure there is enough time for them 
to cross, especially those who try crossing with seconds to spare.. It is our duty to not 
hold traffic for stragglers. 

3) Lack of control at an intersection

  This is due to the following reasons

i)  Poor Positioning

 ii) Lack of proper signal timing to oncoming traffic

iii) Ineffective communication and control of pedestrians

  CSA’s lose control at an  intersection when they are not correctly positioned. Being the 
closest one to the road while having pedestrians behind you ensures you are the first one 
to step out onto the road. 

  Before stepping out ensure it is safe to do so while working in unison with the traffic 
controls set in place (traffic lights and pedestrian crossing signals)

  Maintain eye contact and communicate using body gestures with vehicles and pedestrians. 

10
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Six Most Common 
Complaints (Cont'd)

4) Unfriendly Behaviour

  It is important that we always act in a professional manner even if the other person  
does not

 Apply the H.E.A.T technique when dealing with confrontations

 Ensure you represent yourself in a way that is SAFE while controlling your emotions 

5) Sitting on the Job

 Sitting on the job has been deemed unacceptable for the following reasons:

i) Safety of the crossing guard - Must be in a position to move quickly in a moments 
notice during emergencies, accidents, and flying debris

ii) Longer period of time it takes to assist someone from a seated position

iii) Perception — guards are seen as members of the City, and sitting increases the 
probability of a complaint. 

6) On Mobile Devices

  Phones are required by Carraway for the sign in/out process. However, they can not be 
used during your shift for the following reasons

i) Distractions

ii) Safety as it reduces attentiveness

iii) Perception of passersby

1110
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Carraway is committed to the Health and Safety of its staff. Our internal responsibility 
system involves everyone! You, as a staff member, have a responsibility as you are in a good 
position to identify health and safety problems and develop solutions. We need you to:

a) Take initiative to improving health and safety

b) Participate in decision making

c) Report hazards and dangers

d) Follow safe work practices

A team of worker health and safety representatives will be able to address your health and 
safety concerns. A recommendations form can be accessed on Carraway.ca/employee and 
our health and safety representatives can quickly address your concerns, 

Health and  
Safety11
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Operational 
Changes Due to 
COVID-19

COVID-19 has impacted our lives one way or the other, and safety from the virus is our 
top priority. Inorder to ensure our team is safe, we have added the following preventative 
measures. These measures have been communicated to the city of Toronto and will be 
enforced by them along with our internal management. 

Every morning ensure to self-monitor for the following systems:

a) Fever

b) Cough

c) Shortness of breath

d) Headache

If you are feeling any symptoms at all, stay at home and contact your supervisor immediately.  

In an effort to keep you safe, we will be providing you with Personal Protective Equipment 

a)  Face masks 
Given the nature of our position, it is difficult to maintain a safe 2 feet distance from 
others at the crosswalk. You will be provided 2 washable facemasks that must be worn 
during your shifts. 

b)  Hand whistle 
Your standard hand whistle is no longer an option due to the masks being mandatory. 
A hand whistle which is a device activating a high pitched sound when pumped via 
hand will be provided. It should be used under the same circumstances a regular 
whistle is used. The hand whistle belongs to Carraway and must be returned along 
with the rest of your uniform or when requested. 

c)  Hand Sanitizer 
A bottle of hand sanitizer will also be provided for guards finding themselves having to 
press the pedestrian crossing button at certain crossings. Replacement hand sanitizers 
will be your responsibility.

We all have to do our part in battling this virus! 

12 12
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Sick calls and Covid 19 Protocol

If you experience one of the 4 symptoms 
outlined above follow these steps:

a) Stay at home

b) Self Isolate

c) Call supervisor to inform them

d) Schedule a Covid-19 test 

e) Follow up with supervisors on when the 
test is scheduled for. 

Legally, you must go into self isolation when 
awaiting a test availability and for your results. You 
will be removed off the schedule immediately and inorder 
for you to return you must provide proof of a negative 
test result. We will contact TeleHealth to inform them of 
your situation, they will follow up with you in regards to 
your symptoms.

Operational  
Changes Due to 
COVID-19 (Cont'd)12
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Protocol: Disgruntled driver, student, or 
pedestrian. 

Tackle all issues using the H.E.A.T strategy! 

Hear — Stay calm and hear them out. 
This isn't always easy but in the end the 
individual will always feel better getting it 
off their chest

Empathize — Feel what the individual 
is feeling and put yourself in their shoes, 
name their emotions. “I understand you 
are frustrated, and I can see why. I would be 
too.” By showing them you understand you 
can begin to defuse the situation. 

Apologize — This is important, especially if you did 
not personally make the error or create the situation 
that's making the individual angry. A simple I'm sorry 
can go a long way.

Take Action — Make sure you have an action plan 
ready to follow your apology. How are you going to 
fix the problem? What can the individual expect next? 
It will probably sound like: “I'm sorry that this has 
happened. Here is what I can do for you now...” or 
“Here is the info of the person you can reach out to.”  

Emergency 
Situations/Unusual 
Circumstances 13 13
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Emergency 
Situations/Unusual 
Circumstances (Cont'd)

Disobedience by a Driver

  Take note of as much information as possible, including: details of the incident, with a 
diagram of the position of everyone involved in the incident.

  Details of the vehicle: licence, make, model, colour, distinctive features (damage, decals, 
customizations).

  Description of the driver.

  Report to your Area Manager. 

  This individual reports details to the police and further action may be warranted.

  Do not engage, merely politely remind them this is a legal safety procedure, and that if 
they would like they can contact the Area Manager to lodge an official complaint.

  We welcome all comments, and we strive our best to deliver the most professional and 
courteous service we can. 

Disobedience by a Student

When a student steps into the roadway before the CSA gives the signal or does not follow 
the directions of the CSA, the guard shall:

  Indicate to the student to return to the curb.

  Explain why their actions are dangerous and remind them to always be safe.

  Inform the Area Manager of the student’s behaviour; who has the option to inform the 
school administration, if the problem persists and has a negative influence on other students.

13
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Vehicle Collision at your intersection

Your number one priority is the safety of the students crossing the street.

  If it is an emergency, call 911.

  Do not leave your intersection if there is a collision, focus on the crossing of the students 
safely.

  Never move an injured person.

  Request the driver and witnesses to remain on the scene until emergency services arrive.

  Make notes but do not engage; allow the responsibility for the collision to be determined 
by the proper authorities at the proper time.

If the collision involves the guard or a pedestrian crossing under the sign of the CSA, the 
guard must complete an incident report:

  Detailed written description of the collision.

 Diagram illustrating the collision.

  The number of students in the crossing at the time, and their names if possible.

  Weather conditions.

  the exact position of the guard when the incident occurred.

  Licence plates, driver descriptions, vehicle descriptions.

  Date and time.

  Report to the Area Manager any collisions, whether a student was involved or not.

13 14Emergency 
Situations/Unusual 
Circumstances (Cont'd)
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Do's and  
Don'ts

Prohibited Activities! 

  Use or under the influence of tobacco 
products, cannabis, vapour products, 
drugs or alcohol. (To view our Substance 
Abuse policy visit Carraway.ca/employee)

  Listening to, or using a multimedia device 

including but not limited to an ipod, mp3, 
portable radio, headset or cell phone.

  Use of communication devices other than 
for emergencies with management staff.

Expectations of all employees:

  No smoking or drinking while in uniform or 
your blue jacket (between 7:30 a.m. and 4 
p.m.).

 Children or pets must not accompany the 
guard while on duty.

  The guard will not engage in any other 
actions with would compromise their 
ability to perform their required duties or 
invite criticism from the general public.

 Never wear headphones, ear buds, or 

anything which will impair your ability to 
hear.

 Do not allow anyone to substitute for you, 
nor allow children to cross by themselves.

You are a person of authority, and your job 
is the safe progression of children and other 
pedestrians across the roadway.

14



28  |  Carraway Safety

4

Carraway Safety  |  28

Do's and  
Don'ts (Cont'd)

Do’s and Don’ts with little children (and moms with new babies)

 Do ask their names.

  Don’t ask to touch or hold them.

  Don’t take a photograph of the students.

  Do ask them questions and engage them with conversation (most kids love to talk about 
stuff they are excited about).

Do’s and don’ts with dogs and the people they own

  Do ask the dog’s name.

 Don’t offer a treat without first asking.

  Don’t pet a dog without first asking.

  Do gush about the dogs you love (dog owners take great pride in their friends, you can win 
hearts and minds with compassion and kindness and attention paid to someone’s dog).

Do's and don'ts with the public 

  Do strike up conversations by greeting people, asking a question, making a relevant 
observation (the locals who are extroverted will love to have another person they can chat 
with and you can develop some sincere friendships with these people).

  Don’t ever engage or enforce, just observe and report.

  Do make eye contact and smile.

  Don’t stare or leer: we want to welcome, not alienate.

14 15
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The easiest way to open up and allow the 
community to accept you is for some form of 
ice breaker to open up lines of conversation.

These are simply a few suggestions, but 
we wholeheartedly encourage you to be 
creative and imaginative in coming up 
with your own ideas:

  Have a friendly greeting like,  
“Hello, have a great day, good morning/
afternoon.” 

 Tell a joke.

 Make eye contact.

  Initiate conversation (but recognize when people 
don't want to chat). 

   Any ideas you have to engage in conversations. Be creative! You 
never know who you meet on the street, and with most of them you 
have at the maximum a minute and a half. Take the challenge to say 
something to make them go Hmmmmm. You are the front line face of 
Carraway, and your personality can really emerge with this opportunity.

Ice Breakers15
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Standby  
Positions & 
7-minute Rule

Stand-By: 3 Stand-by shifts per day are assigned for the entire program. 

Each stand by is broken down into three large areas, these areas being as follows:

a) West  b) Central c) Scarborough (East Toronto) 

All stand-bys are assigned a central location for the duration of their shift. This location 
may be pinpointed at an intersection another colleague may be positioned at, a local coffee 
shop, gas station, or public library. Being in a central location is important to ensure travel 
time is reduced when called on to support a nearby intersection.

Stand-bys are offered an Uber if they do not have access to a personal vehicle in order to 
get them to the location as fast as possible. It is the staff’s responsibility to find their own 
transportation back home at the end of the shift. 

The West and Scarborough stand-bys are on guard for the entire day (total 7-hour period) while 
the central stand-by is on guard for only the morning shift. The central stand-by is required to 
fulfill an entire (7- hour period) service if assigned a location that requires assistance.

A stand-by staff forfeits the right to deny their services when contacted to aid under the 
following expectations;

a)  West stand-by is expected to travel to the west and center parts of the city up to the 
DVP highway when needed

b)  Scarborough stand-by is expected to travel anywhere in Scarborough along with the 
center of the city up to Allan Road

c)  Centre Stand-by is expected to travel not only the center but also the west or east part 
of the city.

Note: If a standby is called in for the first shift but is unable to complete the second and third shift, 
they will only get paid for the 1.5 hours that they have worked, NO 7-Hour Shift Rule Applies.

If a standby does two shifts and completes the third, payment will be made for all three shifts. 

If all three shifts are completed you will get a 2.5 hour bonus added on which total hours 
completed is 7 hours. 

16 16
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Standby  
Positions &  
7-minute Rule (Cont'd)

AM Morning Standby (4 Hours Paid) 

Crosswalk attendant is ready and at location; they are on stand-by in case someone calls in sick. 

If no one calls in sick for the first shift of the day and the stand-by is no longer needed, you 
are paid four (4) hours and depart for the day.

If it so happens that the stand-by is needed, and you cover for a location you are paid for 
seven (7) hours instead of four (4).

You will sign in three times for the three shift scheduled belonging to that location and two 
hours will be added at the end of your shift totaling seven (7) hours for the day. 

AM/PM Standby for All Three Shifts (7 Hours Paid)

Crosswalk attendant is ready to work for all three (3) shifts required in the designated area 
they are standby for. 

After each shift, if you are not needed, you will be notified and are to await the next sign in 
time. After the last shift, if all attendants are signed in, then you are no longer required as 
stand-by for the day and will be paid for the 7 hours and are able to depart for the day. 

7-Minute Rule 

The 7-minute rule is very important to the Crosswalk Safety Ambassador Program and states 
that you can only be late up to 7-minutes maximum after your start time stated on Humanity. 

For example: Staff signing in at 7:30am must be signed in by 7:37am. 

If you are not signed in within 7-minutes of the shifts start time, you must call the 
Operations Manager, Joe (647) 978-8368 and let him know what they situation is. 

If Joe receives no call from you, then he will call the you just once and find out where you 
are and why you are not on site. If the staff member does not answer Joe’s call attempt 
then the stand-by in that region will be deployed. 

Once the stand-by is deployed, you (the original the staff member on the shift) will receive a 
reprimanded, in addition to being sent home with no pay for that day.

16
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Carraway Safety maintains policies and procedures which are in full compliance with the 
Occupational Health and Safety Act (OSHA), the Workplace Safety Insurance Board (WSIB), the 
Accessibility for Ontarians with Disabilities Act (AODA), and the Ontario Traffic Council (OTC).

The onboarding welcome email you received you should have included the following:

   Online based OHSA Seminar Quiz

   Online Based AODA seminar and Quiz

   Employment Contract

   Background check

It is important that all three items are emailed back to the office before the start of your first shift 

Authority for your duties and responsibilities are given to us through the policies of the  
City of Toronto, and the provisions of the Highway Traffic Act of Ontario (HTA).

   Umbrellas are not permitted optional equipment.

   Prescription drugs: caution must be taken.

   Inappropriate or untidy clothing: two warnings, the third is immediate dismissal.

   Absolutely no smoking on duty. No warnings will be issued.

Protocol: Obstructions (snow banks, inoperative traffic signals, flooding)

  Fill out incident report form C.10 - CSA Incident Report by visiting the employee forms 
portal at Carraway.ca/employee

 Notify manager. 

 Manager calls 311 regarding the issue. 

 Manager calls city contact and quotes the service request number. 

If the incident consists of someone getting injured or there is an immediate safety concern 
call 911 right away before contacting manager and filling out the form.

Administrative 
and Support17 17
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Support

Carraway Safety is there to support you. For immediate assistance contact your direct 
supervisor:

Supervisor Name:

Supervisor #:     Supervisor email:

Please Note:

Supervisors should only be called during the hours of 7am-4 pm (Monday-Friday) unless in 
a time sensitive state of emergency. Emails are preferred for inquiries that do not require a 
response within 2 business days. 

Supervisors are expected to return emails and voicemails within 48 hours. If you receive no 
response from them, feel free to reach out to info@carraway.ca regarding your inquiry. 

In an absolute state of emergency and you can not get a hold of your supervisor, contact:

Carraway emergency: 416-860-6687

Head Office Emergency Line 1: 416-616-4977

Head Office Emergency Line 2:  416-893-3309

Note: These numbers should only be contacted if the emergency arises DURING your 
scheduled shift and while on duty. 

What are emergencies?

  Injury on the job

  An event requiring you to abandon your 
tasks at work

  Safety concern while on duty

Do not contact emergency numbers for:

  Sick calls 

  Schedule changes

  Other non-emergency reasons. 

Administrative 
and Support (Cont'd)17
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Have a question for us?

Please ask us! Let us know so we can continuously refine and develop the program and all of 
its components. You are the first cohort of Carraway Safety employees, so your observations, 
reports, comments, and questions will all go a long way to helping us refine, develop, and 
perfect our service offering.

Administrative 
and Support (Cont'd)17
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Part X—Rules of the Road

Section 140 — Duties of Driver

1—The driver must perform the following actions when a 
pedestrian is crossing on the roadway within a pedestrian 
crossover: stop before entering the crossover; shall not overtake 
another vehicle already stopped at the crossover; and shall not 
proceed until the pedestrian is no longer on the roadway.”

4—Duty of pedestrian: not to leave the curb until it is legally 
permissible and safe to do so

6—No bicycle shall be ridden across the pedestrian crossover

Section 144—Traffic control signals and pedestrian control 
signals

7—Yielding to pedestrians: “When under this section a driver is 
permitted to proceed, the driver shall yield the right of way to 
pedestrians lawfully within a crosswalk.” 

15—Amber Light: “Every driver approaching a traffic control 
signal showing a circular amber indication and facing the 
indication shall stop his or her vehicle if he or she can do so safely, 
otherwise he or she may proceed with caution.” 

18—Red Light: “Every driver approaching a traffic control signal 
showing a circular red indication and facing the indication 
shall stop his or her vehicle and shall not proceed until a green 
indication is shown.” 

25—Pedestrian – stopping at red or amber light: “No pedestrian 
approaching a traffic control signal and facing a red or amber 
indication shall enter the roadway.”

27—Pedestrian control signals – don’t walk: “No pedestrian 
approaching pedestrian control signals and facing a solid or 
flashing “don’t walk” indication shall enter the roadway.” 

31.2—Penalty for disobeying amber light: “liable to a fine of not 
less than $150 and not more than $500”

31.2.1—Penalty for disobeying red light: “liable to a fine of not 
less than $200 and not more than $1000.” 

Section 176 – School Crossings

1—“school crossing guard”: “a person sixteen years of age or 
older who is directing the movement of persons across a highway 
and who is,

a—employed by a municipality, or

b—employed by a corporation under contract with a 
municipality to provide the services of a school crossing guard”

2—School crossing guard shall display sign: “A school crossing 
guard about to direct persons across a highway with a speed 
limit not in excess of 60 kilometres per hour shall, prior to 
entering the roadway, display a school crossing stop sign in 
an upright position so that it is visible to vehicles approaching 
from each direction and shall continue to so display the school 
crossing sign until all persons, including the school crossing 
guard, have cleared the roadway.”

3—Vehicles approaching guard displaying sign: “Where a school 
crossing guard displays a school crossing stop sign as provided in 
subsection (2), the driver of any vehicle or street car approaching 
the school crossing guard shall stop before reaching the crossing 
and shall remain stopped until all persons, including the school 
crossing guard have cleared the roadway and it is safe to proceed.”

Appendix A: Ontario 
Highway Traffic Act 
(HTA)A B
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Appendix B: 
Occupational Health 
and Safety Act (OSHA)B

In compliance with the OSHA

Part III — Duties of Employers and Other Persons

Section 25

1—equipment, materials and protective devices are compliant, 
and that they are used in the prescribed manner

2—information, instruction, and supervision to the worker to 
protect their health and safety

—that the people working in the organization are competent

26 Additional Duties of Employers

—establish an occupational health service for workers  
as prescribed

27 Duties of the Supervisor

—the worker works with the protective devices, measures and 
procedures per the OSHA

—uses the same equipment, protective devices, clothing as  
the worker

—advise workers of potential or actual danger of which the 
supervisor is aware

—written communication with workers

—take every reasonable precaution in the circumstances in for  
the protection of the worker

Section 28 — Duties of Workers

—must be compliant with the provisions of the OSHA

—use or wear the equipment, protective devices or clothing from 
the company

—report any defect in the equipment or protective device

subsection 2

no worker shall tamper or damage any company property, nor 
conduct themselves in a manner which may endanger themselves, 
nor “engage in any prank, contest, feat of strength, unnecessary 

running or rough and boisterous conduct.”
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