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Email:	office@haydonabbey.bucks.sch.uk
Website:          www.haydonabbeyschoolandpreschool.co.uk
Headteacher:	Miss Ashleigh Ferdinand

Haydon Abbey School and Pre-School, Weedon Road, Aylesbury HP19 9NS

Job Description
Title of Job:		General Kitchen Assistant / Mid-Supervisor
Responsible to:	Kitchen Manager
Working Hours:	3 hours a day. Hours as directed by Kitchen Manager from 10.45am to 3pm
Weeks Worked:	Term time 
Grade:			Bucks Pay range 1 (point 5) 
This is a general kitchen assistant/MDS job description detailing all main duties involved within the kitchen.  The kitchen manager will allocate duties as they are dependent on the hours of work.   
Main Purpose of Post

To support the Kitchen manager and contribute as a member of the team towards providing an effective and efficient kitchen service. As part of the Kitchen team you will be responsible for the day to day operational kitchen requirements. You will also be required to assist the Kitchen Manager in the day to day operational requirements to ensure the kitchen meets all health and safety legislation and food hygiene standards.

The persons appointed will be expected to have an enthusiasm and commitment for improving the school within areas of their direct responsibility. 

Duties and Responsibilities:
To undertake the following duties with minimal supervision, demonstrating a thorough knowledge of the work areas and a degree of independence of action and initiative.

Shaping the Future

All staff will work with the Headteacher, Senior Leadership Team and the Local Governing Board to deliver the vision for Haydon Abbey School and Pre-School and implement its aims, objectives, vision and values.
· Work with the Headteacher, SLT and Local Governing Board to contribute to the future direction of the school and support to plan for its future needs and further development within the local, national and international context
· Demonstrate high standards of personal integrity, loyalty, discretion and professionalism
· Assist in implementing school policies
· Support to ensure the whole school community is committed to its vision and values, motivated to achieve them and engaged in meeting all objectives and targets that secure the educational success of the school
Main Responsibilities and Tasks

Service Preparation 
· Wiping down of all hot kitchen units in line with food hygiene standards
· Carry out all necessary checks of kitchen equipment as instructed by kitchen manager to ensure everything is hygienic and in safe working order
· Switching on of hot servers ready for receiving prepared food from the Hub kitchen
· On arrival of the food ensure the correct food as per the daily menu has been received along with the correct number of meals
· Temperature of all food to be checked in line with food hygiene regulations and  recorded 
· Immediately advise Kitchen manage of any problems concerning meals
· Fill sufficient jugs of water are ready for KS2 serving

Service of meals 
· Serve pupils, staff and visitors at service time to the required standard
· Promote a warm and friendly atmosphere whilst serving the meals
· Positive encouragement to pupils to get them to try different foods
· Each day review the allergen database which the Hub kitchen provide
· Ensure you are fully aware of any pupils with particular allergies or special diet
· Portions to be given as directed by Kitchen Manager

Other Kitchen duties
· Ensure correct use of materials and equipment
· Always ensure walking areas are kept clean and tidy
· Maintain highest levels of cleanliness and hygiene within kitchen area
· Ensure cleaning schedule is completed on a daily basis as directed by kitchen manager e.g. wiping of sides, splashback, cooker and chiller units, mop and sweeping of floor etc.
· Wipe and clean blue food trays at during and at end of service
· Clean food trolleys as directed by kitchen manager
· Report immediately any machinery / equipment faults to the Kitchen Manager
· Clear away dining tables after first sitting and ensure they are wiped and reset for next settings
· Collect dirty glasses and put through the dishwasher after each setting and put away
· Wash cutlery and put away
· Prepare buckets with the correct sanitiser & water for dining hall
· Ensure all equipment and grey food trolleys from Hub Kitchen are correctly washed and dried
· Wash and sanitise bins and replace all bin bags


General Responsibilities
· To ensure any issues not identified above but that fall under the remit of the Kitchen team are satisfactorily undertaken and resolved 
· To promote self-development within the post by undertaking any necessary training as appropriate to ensure that relevant knowledge and skills are updated in order to support the overall development of the school
· To undertake any specific tasks identified by Kitchen Manager as required on a day to day basis.  This may be in the event of staff absences with both kitchen staff and mid-day supervisors or any special event / occasion e.g. Christmas lunch
· To be fully aware of the schools duty of care in relation to staff, students and visitors and to comply with health and safety policies at all times
· To maintain a high standard of personal cleanliness and hygiene
· To establish and maintain positive, constructive and professional working relationships with kitchen team, all other staff, visitors, students, parents and all other stakeholders 
· To be aware of and comply with the codes of conduct, regulations and policies of the school.  Act in a courteous way at all times in communications with pupils, colleagues and other school stakeholders
· To support and contribute to schools commitment to Safeguarding, enabling children to be healthy, stay safe, enjoy and achieve, make a positive contribution and achieve economic well-being.
· To contribute to whole school events as and when required

Behaviour and safeguarding
· Work with pupils to demonstrate and encourage good behavior in line with the school’s behavior policy
· Support the physical and emotional wellbeing of pupils, encouraging confidence and self-esteem through listening to them
· Follow all relevant legislation, guidance and procedures regarding child protection, safeguarding, and health and safety
· Report any areas of concerns regarding individual children.  All staff should be aware of the school’s arrangements regarding safeguarding

Developing a learning community
Through effective and inspiring leadership and management, each member of staff will support the Headteacher and SLT to build a dynamic learning community that enables and empowers others to achieve and excel:
· You need to model professional conduct and demonstrating high personal standards of credibility, expertise and commitment
· Support the implementation of highly effective communication systems that keep all members of the school community well informed appropriate to their roles and responsibilities
· Ensure highly constructive working relationships are formed and maintained between staff and pupils through excellent pastoral care
· Develop highly constructive professional relationships with and between staff, governors, and any other colleagues working with the school
· Create and maintain effective partnerships with parents and carers, the school and local community to broaden opportunities for pupils and enable them to achieve and excel
· Work in accordance with all policies adopted by the Local Governing Board 

Other Duties
· Promote the values and achievements of the school to the community
· Assist in the preparation and implementation of the School Development Plan
· To attend meetings as and when required
· Support after school events such as PTA events and parents’ meetings
· Undertake such reasonable activities that the Headteacher and Governors may, from time to time require

The post holder will contribute to the school’s objectives in service delivery by:
· Support the school towards its journey in school improvement by adhering closely to policies and procedures and being a good role model of the school’s vision and values
· Adhering to the school’s safeguarding procedures and attend relevant child protection training when required
· Enactment of Health and Safety requirements and initiatives as directed
· Ensuring compliance with Data legislation
· At all times operating within the school’s Equal Opportunities framework

The job description will be reviewed annually and may be subject to amendment or modifications at any time after consultation with the post holder and Governors.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties. There is an expectation that you carry out any other reasonable duties or requests of the Kitchen Manager

Haydon Abbey School and Pre-School are committed to safeguarding and promoting the welfare of the children and young people.  We expect all staff to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

Note: The duties of the post may vary from time to time without changing the general character of the post or the level of responsibility

Employee Signatory					Dated

Signed (Headteacher) Miss A Ferdinand			Date: September 2025
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