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Facilitator Job Description

The following job description has been developed for organizations to use as a template when recruiting a full-time STP Facilitator to join their staff. (For efficiency and to attract highly-qualified candidates, it is recommended that this position be full-time; however, if recruiting part-time, adjust accordingly.) 
NOTE: the yellow highlights require attention and italic bold text refers to resources in the STP Toolkit at www.saferoutestoschool.ca/school-travel-planning.
Responsibilities
The STP Facilitator will be responsible for managing the School Travel Planning (STP) process in <municipality or regional district>. Responsibilities include:
· Learn about and use the Canadian STP Facilitator Guide and STP Toolkit at www.saferoutestoschool.ca/school-travel-planning.
· Develop a list of relevant stakeholders. (Essential stakeholders include representatives from: municipal/regional transportation engineering and planning, police and bylaw services in enforcement and education, public/community health, public and Catholic school boards, and those elected as municipal government representatives. Optional additional stakeholders are: elected school board officials, local environmental groups, recreation department staff, school principals, parents etc.)
· Invite stakeholders to become members of the Municipal Stakeholder Committee.

· Establish the Municipal Stakeholder Committee [NOTE: this can be a new and separate entity or part of an existing committee with similar stakeholders that will allow STP to be written into a health and active travel mandate], have lead members sign the Municipal Committee Statement of Support, and develop a Municipal Committee Terms of Reference indicating who will be responsible for what within their areas of interest and expertise.

· Secure approval from the school board and, if necessary, from the school board ethics review committee (the School Board Ethics Committee Review Submission sample may guide you through the process).

· Work with <#> new schools per year and maintain some contact with schools that have completed School Travel Plans to oversee evaluation and assist with Action Plan implementation. [NOTE: the exact number of schools each Facilitator may work with will vary depending on how much in-school time is desired, and whether the Facilitator is full or part-time.]
· Have the principal at each new school sign a School Agreement.

· Establish a School STP Committee at each school with clearly identified responsibilities and a clear process for working together. Each committee should have a clear terms of reference that may be modeled after the sample outline in a School Committee Terms of Reference.

· Facilitate regular meetings of both the Municipal Stakeholder Committee and all School STP Committees.

· Work with key stakeholders to address barriers (both physical and perceived) to active travel at each school.
· For each school:
· Compile the School Travel Plan. The template includes a School Profile to be completed at the beginning of the project, followed by the Timeline of Main Tasks. After a Walkabout, initiate the Action Plan and incorporate new data and goals into the School Travel Plan as the STP process progresses.
· Organize and oversee all aspects of data collection, data entry and analysis (using templates and instruction found in the STP Toolkit) and summarize key findings in the School Travel Plan. Minimum baseline data collection requirements use the: Classroom Travel Survey, Baseline Family Survey and Walkabout Instruction and Checklist. Evaluation uses the same Classroom Travel Survey and a Follow-up Family Survey. [NOTE: an optional, but highly valuable and strongly recommended addition for baseline data collection is to undertake a one week Traffic Observation and Count at drop-off and pick-up times, with the assistance of municipal staff and/or trained volunteers.]
· Oversee communication of data collection results to stakeholder groups.
· Coordinate the development of an Action Plan. Share ideas/expertise about potential solutions for identified issues, and circulate the Action Plan section of the School Travel Plan to the school and community for feedback.

· Finalize the School Travel Plan, have both the Municipal Stakeholder Committee and School STP Committee approve it, and have each committee lead sign it.

· Monitor implementation, troubleshooting where necessary.

· Distribute school honorarium (if offered) at designated times.

· Coordinate regional networking meetings for schools and municipal-level committees to meet and share experiences.

· Submit ideas for articles about STP activities for inclusion in the national STP newsletter to GCC (asrts@greencommunitiescanada.org).

· Submit each school’s completed and approved School Travel Plan to Green Communities Canada if inclusion in a secure national database is desired.

Qualifications

The STP Facilitator will manage complex relationships, understand local and community needs and traffic issues, be aware of regulations and legislation, and have the ability to tap into municipal resources and build networks as needed. As such, previous experience with Transportation Demand Management and/or Active and Safe Routes to School programs is an asset. Essential qualifications include:
· Excellent communication skills – able to write compelling copy and deliver persuasive presentations to groups of varying size

· Strong interpersonal skills – able to rally the support of diverse stakeholders

· Meeting management skills

· Good time management skills

· Ability to work well independently and as part of a team

· Strong knowledge of software such as Microsoft Word, Excel and PowerPoint

· Data analysis skills

Remuneration

The recommended range of pay for a full-time STP Facilitator is $40,000 to $60,000 per year plus benefits. Of course, these suggested amounts may be modified across the country, given each province/territory’s employment landscape.
Further financial recommendations
Based on Canadian STP experience to date, it is advised that a municipality also consider budgeting for the following items:

· $1,000 per school for honoraria

· $1,250 per one week traffic/pedestrian/cyclist count to pay honoraria for volunteers

· Funds to cover local travel expenses (to/from STP schools) and materials (e.g. photocopying, postage).
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