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Upper KS2 Teacher

Recruitment Pack




Dear Applicant 

Thank you for your interest in the position of School Street Steward at Birchfield Community Primary School.
Our vision is ‘to provide a happy, caring and stimulating environment where children will recognise and achieve their fullest potential, so that they can make their best contribution to society.’  All staff and governors are committed to Birchfield’s future success, and we are looking for staff that will join us in achieving our vision.
We hope you will find this recruitment pack beneficial and provide you with you the information you require and welcome you to contact the school and arrange a visit, prior to interview. 
We look forward to receiving your application. Should you have any queries please do not hesitate to contact us on 01935 427609 or email office@birchfieldprimaryschool.co.uk

Best Wishes
[image: ]

Mrs J Parker
Head Teacher



The Vacancy
School Street Steward
Salary:  Grade 16, pt 2 £12.26 per hour – Pay award pending 
10 hours per week, Monday-Friday – Shifts between 8am – 9am and 2.50pm – 3.50pm (term time only).
A Job Share would be considered for the right candidates.
Fixed Term: 6 months in the first instance
Commence Date: 01/10/2025
Birchfield Community Primary School are working in conjunction with SASP to create our own School Street.  This is a national project aimed at creating a safe and pleasant traffic free environment outside the school, improving air quality and encouraging greater levels of walking, cycling and scooting for all or part of the journey to and from school.  
A School Street is a road outside a school that has a restriction on vehicle access at school drop-off and pick-up times. 
To support this initiative and ensure the success of our school street, we are looking to appoint a School Street Steward, main duties to include:
· Position signs and bollards and to inform drivers about the road closures and why they are happening.
· Manage traffic within the school street closure times by diverting traffic and suggesting alternative routes and places to park and guiding drivers e.g. blue badge holders, visitors to the doctor’s surgery or delivery drivers through the road closure area.  
· Ensure the safety of all non-vehicle users
· Engage with children, parents and the wider community
· Promote and champion the purpose of the school street initiative
You will have experience of following set processes and procedures and the ability to engage with the public in a calm and assertive manner. Full training will be provided.
In return we offer you a rapidly developing school with huge ambitions, wonderful children, a dedicated team of staff and supportive parents and Governors. Visits are welcomed and encouraged. 

For further information please download a recruitment pack and application form from the school website www.birchfieldprimaryschool.co.uk or telephone or e-mail for further assistance.
Closing date: Midday 19/09/2025
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  All posts are subject to relevant employment checks and criminal background check via the disclosure procedure.
Please complete an application form (which can be found on the school website or by contacting the school office) and submit to the office or email recruitment@birchfieldprimaryschool.co.uk . 
Selection Procedure 

· Advert placed on Somerset Council jobsite and School website: 26/08/2025
· Closing date for applications: Midday 19/09/2025
· Letters sent out to successful candidates for interview (via email): 19/09/2025
· Interviews take place: Week beginning 22/09/2025

Please note that applications will be reviewed as received and should a suitable candidate be identified, we may close the vacancy early. 









Main Duties and Responsibilities (Job Description)

Main Purpose of Job: To help ensure the safety of people moving in and around the area of the School Streets closure. 
Key responsibilities:
1. Road closure set up and removal – To set up and dismantle road closure signage and cones within the designated school safety zone at specified times to ensure the safety of pupils and their parents/carers during school arrival and departure.

2. Traffic Management – guide drivers needing access (e.g. residents, blue badge holders, special circumstances only) – by ensuring agreement from the driver to be walked through the closure and that the road is clear of children and parents before moving the barriers.

3. Divert through traffic – by adopting a calm, assertive and friendly manner. The postholder will be expected to explain briefly what is happening and how long the closure will last, suggest alternative routes and, if needed, be clear that this is a legal road closure and residents and school staff have been consulted.

4. Community Engagement – To engage with parents and members of the community to promote safe parking practices and responsible access, providing a friendly and approachable presence. 

5. Point of contact - Effectively communicate with all road users for example to answer queries, addressing concerns and issues and providing travel advice. Conducting all contact and conversations in a professional manner. Supporting key messages and positively promoting the school streets project.

6. To report any observed safety concerns or incidents to the school.

7. Encourage feedback by directing parents, residents and other road users to complete the provided surveys.
We don’t expect anyone to be an expert in all these areas and as long as you meet the person specification we can offer full training.

Safeguarding 
At Birchfield our children’s safety is paramount. Safeguarding is everyone’s responsibility and all employees are expected to adhere to safeguarding policies and procedures. You are therefore expected to have a clear understanding of your own role and responsibilities to ensure our children’s safety.

General
· To adhere to all School Policies.
· To foster links between the school and the local community.
· To take responsibility for safeguarding and promoting the welfare of children.
· To undertake such other reasonable duties as may be required within the school.

This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required from time to time to undertake other duties within the school as may be reasonable expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.   

This job description may be reviewed at the end of the academic year or earlier if necessary. In addition, it may be amended at any time after consultation.



Person Specification

	

	Essential

	Desirable
	A=application
R=reference
I=interview
C=certificate

	Qualifications
	· Good standard of education
	
	

	Experience
	· Liaising with members of the public
· Conducting conversations professionally and able to explain instructions clearly
· Effectively undertaking set processes and procedures

	· Basic knowledge of traffic management and road safety principles and the highway code
· Worked in a school environment or childcare setting
· Supervising children (i.e. as a parent or carer)
	
A R I

	Skills
	· Excellent listening and verbal communication skills
· Ability to deal with a variety of people in a calm manner
· Ability to work with enthusiasm
· Organisational skills
· Willingness to work outside in a variety of weather conditions
· Good timekeeping skills

	· Ability to record information accurately and efficiently
· Ability to work as part of a team

	A R I C

	General
	· Demonstrate a commitment to promote and champion the purposes of the school streets initiative
	· Knowledge of the local area Awareness of local transport concerns

	A I





How to Apply

Please complete an application form (which can be found on the school website or by contacting the school office) and submit to the following email address: recruitment@birchfieldprimaryschool.co.uk . 
Application form to be completed and returned to the school office by Midday Friday 19th September 2025.


Recruitment and Selection Policy 
1	INTRODUCTION
[bookmark: _Int_ec1Y4XoI]	1.1 	The purpose of this policy is to set out the minimum requirements of a 				recruitment process that aims to:
· attract the best possible applicants to vacancies.
· deter prospective applicants who are unsuitable for work with children or young people.
· identify and reject applicants who are unsuitable for work with children and young people.
1.2 	In recruiting new members of staff we do not discriminate in terms of race, gender, ethnicity, sexual orientation, or disability.

2	STATUTORY REQUIREMENTS
There are some statutory requirements for the appointment of some staff in schools – notably Head Teachers and Deputy Head Teachers. These requirements change from time-to-time and must be met.

3	IDENTIFICATION OF RECRUITERS
Subject to the availability of training, the school will ensure that at least one recruiter 
has successfully received accredited training in safe recruitment procedures.

4	INVITING APPLICATIONS
4.1	Advertisements for posts – whether in newspapers, journals or on-line – will include the statement: “The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All successful appointments are subject to a satisfactory enhanced Disclosure and Barring Service (DBS)”
	4.2	Prospective applicants will be supplied, as a minimum, with the following:
· job description and person specification.
· the school’s recruitment policy (this document).
· the selection procedure for the post.
· an application form.
· the school’s child protection policy will be made available on request.
4.3 All prospective applicants must complete, in full, an application form.

5	SHORT-LISTING AND REFERENCES
5.1 Short-listing of candidates will be against the person specification for the post.
5.2	Where possible, references will be taken up before the selection stage, so that any discrepancies can be probed during the selection stage.
5.3	References will be sought directly from the referee. References or testimonials provided by the candidate will never be accepted.
5.4	Where necessary, referees will be contacted by telephone or e mail to clarify any anomalies or discrepancies. A detailed written note will be kept of such exchanges.
5.5	Where necessary, previous employers who have not been named as referees will be contacted to clarify any anomalies or discrepancies. A detailed written note will be kept of such exchanges.
	5.6	Referees will always be asked specific questions about:
· the candidate’s suitability for working with children and young people.
· any disciplinary warnings, including time-expired warnings, that relate to the safeguarding of children.
· the candidate’s suitability for this post.
5.7       School employees are entitled to see and receive, if requested, copies of 
	 their employment references.

6	THE SELECTION PROCESS
6.1	Selection techniques will be determined by the nature and duties of the vacant post, but all vacancies will require an interview of short-listed candidates.
6.2	Interviews will always be face-to-face. Telephone interviews may be used at the short-listing stage but will not be a substitute for a face-to-face interview (which may be via visual electronic link).
6.3	Candidates will always be required:
· to explain satisfactorily any gaps in employment.
· to explain satisfactorily any anomalies or discrepancies in the information available to recruiters.
· to declare any information that is likely to appear on a DBS disclosure.
· to demonstrate their capacity to safeguard and protect the welfare of children and young people.

7	EMPLOYMENT CHECKS
7.1 All successful applicants are required:
· to provide proof of identity
· to complete a DBS disclosure application and receive satisfactory clearance.
· to provide actual certificates of qualifications
· to complete a confidential health questionnaire
· to provide proof of eligibility to live and work in the UK. 


8	INDUCTION

8.1	All staff who are new to the school will receive induction training that will include the school’s safeguarding policies and guidance on safe working practices.
8.2	Regular meetings will be held during the first 3 months of employment between the new employee(s) and the appropriate manager(s).
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