Job Description – School Cook
	Job Title: School Cook - Permanent
25.75 hours per week 
Term time + 3 Inset days per year
	Grade 5 scp 7-9
£ 14.13 per hour
	Section: Manor Abbey School

	Responsible to: Headteacher
Responsible for:  n/a
Functional links with: Business & Facilities Manager, Teaching & Support Staff

	Main purpose of job:
To be responsible, under the direction of the Headteacher for preparation and cooking of exemplary hot and cold meals and snacks, deserts, salads and hospitality, ensuring food is prepared and served to all students and staff.


	Main Duties and Responsibilities:
· To deliver a first-class catering and hospitality service enforcing current legislative and regulatory requirements, including the School Food Standards in place, and the food safety management system.
· To work with the Headteacher and the Business & Facilities Manager  to develop and adapt a varied menu for students which is healthy, nutritious and takes into account Manor Abbey’s Healthy Eating and Let’s Go Zero initiatives.
· To undertake serving during break and meal times.
· To undertake general kitchen duties.
· To prepare and deliver lunches for when students have offsite visits
· To be aware of, adhere to and control portion standards during production and service to ensure sufficient choice for service and minimising waste.
· To prepare and serve all hospitality and event catering, including any extraneous catering that may take place outside normal working hours.
· To manage stock and  to order regular delivery of food; in line with budget.
· To ensure all foods are appropriately labelled with correct allergen information.
· To be aware of and ensure exemplary compliance with policies and procedures relating to food hygiene, religious requirements, health, safety and security (inc HCAPP), child protection, confidentiality and data protection; and report all concerns to an appropriate person.
· To undertake general administrative and efficiency routines and procedures to support the catering team and the school as a whole.
· Maintain accurate food safety, allergen and traceability records and support internal audits and Environmental Health inspections.
· Promote a positive dining experience for pupils whilst supporting healthy eating, food waste reduction
        and sustainability initiatives.
· Ensure appropriate provision is made for pupils with special dietary requirements, allergies, intolerances and cultural or religious dietary needs.
· Support the reduction of food waste through effective menu planning, stock rotation, portion control and monitoring of meal uptake.
· Promote sustainable catering practices through responsible use of food, energy and resources.
· Monitor stock levels and minimise waste through effective storage and adherence to stock rotation procedures.
· To ensure the safe and effective use of the catering equipment provided, and for its daily cleaning and maintenance, reporting any repairs to the Head Caretaker.
· To promote a positive, friendly atmosphere within the work area offering a welcome to all students, staff and visitors.
· To undertake other duties as may be required, commensurate with the post when requested by the Senior
Leadership Team.

	Other information:
· To work in support of the values and inclusive ethos of the school.
· To set a good example by one’s own presentation, personal and professional conduct.
· To have personal impact, self-confidence and presence.
· To display energy, enthusiasm, commitment and perseverance.
· To be adaptable to change in circumstances and new ideas.
· To promote and safeguard the welfare of children and young persons you come into contact with.
· To participate in training and performance management as required.
· Disclosure type: enhanced.

	Job Holder Name: Job Holder Signature:
Date:
	Line Manager Name: Line Manager Signature:
Date:

	Date Person Specification last reviewed
	May 2026




Person Specification – School Cook
	
	Essential criteria
	Desirable criteria
	Method

	Qualifications and Training
	· Level 3 Food Hygiene and Safety for Catering Certificate (or equivalent)
· Level 3 HACCP for Catering and Retail Certificate (or equivalent)
· Training and experience in safe methods of working in a practical environment
· Willingness to attend appropriate training as required
	First	Aid Certificate or willingness
to train
	AF, I

	Knowledge and Experience
	· Previous experience of working in a catering environment
· Experience of food preparation
· Good understanding of issues regarding Health & Safety and Food Hygiene inc COSHH, Manual Handling etc.
· A working knowledge of The School Food Standards
· Knowledge of food production and preparation to comply with religious requirements (or willingness to train)
· Knowledge of Safeguarding policy and protocols as they affect an Academy environment.
· A good awareness of Food Allergen matters as they affect an Academy situation.
	Experience of working with young people
	AF, I

	Skills and Abilities
	· The ability to prepare and serve appealing, exemplary food
· Ability to work effectively as part of the team and without close supervision
· A rapport with and understanding of children and their needs
· The ability to work quickly under pressure
· A keen awareness of the surroundings in order to prevent accidents or report incidents
· Ability to see a need for help and to fulfil it
· Ability to prioritise tasks and be highly organised
· Ability to communicate and liaise with suppliers and outside agencies
	
	AF, I

	Other Factors
	· Full clear DBS
· Flexibility to work at a variety of tasks
· Willingness to learn new techniques if necessary
· Ability to physically lift equipment such as catering trays etc
· Have personal impact, self-confidence and presence
· Display energy, enthusiasm, commitment and perseverance
· Willingness to work in support of the values and inclusive ethos of the Academy.
· Ability to support Academy events outside of normal working hours
· Set a good example by your own presentation, personal and professional conduct
	· 
	AF, I,

	Job Holder Name:
Job Holder Signature: Date:
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	Date Person Specification last reviewed
	May 2026


*Method of Assessment: AF = Application Form; I = Interview
