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	Role Details



	Job Title:
	Housekeeping Assistant – Primary School
	Service:
	Education – Primary Schools

	Directorate:
	Education, People & Business
	Reporting to:
	Head Teacher

	Grade:
	3 Indicative

(Subject to job evaluation
	Hours: 20
	Salary will be pro rated for part-time & term-time hours 


Role Purpose 
· The Housekeeping Assistant supports the delivery of lunch to children in a caring and supporting manner in the school. 
· Ensure the school dinning environment is prepared and ready for lunch providing a welcoming and nurturing environment for children. 
· Provide support to learners that are experiencing lunch and snack times, preparing them to take part in good habits regarding routines around hygiene, manners, interaction with others and serving.    
· Support children to develop a knowledge of healthy eating and good hygiene habits.
· Support the lunch queues in the dinner hall.
Role Accountabilities & Key Activities 
· Assist the Catering staff and School staff in providing a healthy, safe and secure environment for children.
· Develop skills, qualities and attitudes required to work with children and young people.
· Promote good eating and hygiene to children; support positive attitudes and enjoyment of food. 

· Through working as part of the school team, provide consistent healthy living messages. This will support children to achieve the most positive health and wellbeing outcomes. 
· Contribute to a positive ethos within the school, including contributing to and supporting events

· Assist with the delivery of lunches and follow safe food policy and support children to participate in a positive lunchtime experience. 

· Contribute to achieving high standards of hygiene and safety within the school, adhering to Health & Safety guidelines, including hazard analysis procedures involved in food handling, preparation of lunches and snacks. 

· Support the cleaning routines of the school dinner halls to ensure a safe, hygienic environment
· Complying with environmental health requirements and reporting any defects to Catering Team Leader or Head Teacher.
· Adhere to Child Protection Policy for the safety and wellbeing of children.
Customer Service Delivery 

· Contribute to the provision of quality balanced meals for all children attending the school.  
Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  

Best Value 
· Contribute to the review of performance within the team ensuring maximum benefit is derived from the service provided.
· Support the Education Service through a focused approach to ensuring high quality service is provided.
Best Practice
· Foster an environment in which best practice becomes an accepted responsibility at all levels.

· Share best practice between and across the Education Service to ensure that customers experience benefits.
· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with team objectives.
Personal Specification 

	Personal Specification
	Essential
	Desirable



	KNOWLEDGE


	· Legislation on related regulations pertaining to the delivery of safe food
· Kowledge of Child Protection of vulnerable children


	

	SKILLS
	· Good organisation and co-ordination skills 

· Communicate at child level
· Time management

· Able to work on own initiative

· Ability to work as part of the wider school team
· Able to support learning experiences with regard to hygiene and nuturition. 
	

	EXPERIENCE


	· Experience working as part of a team
· Show an understanding of children who may have particular dietry requirements due to an additional need and where food may need to be modified.

	Experience of working in a support capacity with children.

	EDUCATION/

TRAINING


	· Prepared to complete the necessary courses to support the safe food and hygiene practices. 

	

	PERSONAL QUALITIES
	· Self motivated

· Flexible Approach

· Adaptable

· Approachable – customer focused

· Team player

· Can work on own initiative

· Ability to work under pressure

· Inclusive and respectful 
· Confidentiality for pupils and staff
	

	DRIVING LICENCE
	n/a

	OTHER
	Candidates will be required to join the PVG Scheme or undergo a PVG Scheme update check

	Circumstances:
(Ability to meet demands such as Shift work etc)
	

	If this post is not suitable for Job Sharing/Disabled Person, Please state reasons
	

	Please state what conviction you consider relevant to this post and why
	


Context 

	Location:


	Wester Cleddans Primary School


	Mobility:


	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:


	35 hours
	

	
	37 hours 
	

	
	Other  (please specify)
	20 hours

	Work Pattern
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	10am
	10am
	10am
	10am
	10am
	
	

	
	Finish Time
	2pm
	2pm
	2pm
	2pm
	2pm
	
	

	
	Unpaid Break 
	
	
	
	
	
	
	

	
	Total Daily Hours 
	4 hours
	4 hours
	4 hours
	4 hours
	4 hours
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	

	
	Term time 39 Weeks 
	(

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	

	
	If ‘yes’ please give details 
	

	
	No
	(

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	PVG Children
	(

	Criminal Convictions:


	N/A

	Proper Officer:


	N/A

	Politically Restricted:)
	N/A


Context & Key Relationships 

· As a member of the School Team the role has accountability for the delivery of individual objectives.

· The role will work flexibly with others to deliver individual and team objectives.

· On a day-to-day basis, the job holder will interact with customers and other stakeholders.  

· Given the nature of the role, key relationships will include:
· Frequent contact with Head Teacher and members of school management team.

· Visitors and the community of East Dunbartonshire Council.

· Children in the school, all members Education and FM staff within the school.
· Working with Environmental Health to ensure high standards[image: image1.png]
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