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Stockport School

Job Description

Catering Manager

Salary: 			Scale 5, Points 12-17 


Hours: 			37 hours per week, Term time, plus 6 days only

[bookmark: _Hlk83638566]			6.30am – 2.30pm (Monday–Wednesday)
6.45am – 2.30pm (Thursday & Friday)

(30-minute unpaid break each day)

Contract type: 		Permanent

Post reports to: 	Business Manager or SLT Line Manager


Main purpose of the post:

To be responsible for leading the in-house catering provision for the school, and leading and managing all associated operations including catering staff.


Duties and Responsibilities

· To organise and manage the provision of catering and hospitality throughout the school, overseeing the provision of high-quality school meals in line with government guidelines and legislation on school nutrition standards.

· To oversee the preparation, cooking and service of food throughout the school.

· Planning of pupil focused menus which are exciting for both mid-morning break and lunch. Ensuring that they are balanced multi choice menus, in accordance with nutritional standards, considering the dietary needs and preferences of pupils and varied cultural and religious backgrounds and that are cost within the allocated budgets.

· Plan, operate and control the production and service of food related duties setting out programmes of work and supervising the catering staff.

· Ensure outlets are suitably resourced to meet customer expectations and service standards.

· Cater to special dietary requirements and ensure that allergy information is effectively communicated and labelled.

· Responsible for all kitchen and dining areas being maintained to the required standard in line with Health and Safety and Hygiene standards.

· Ensure compliance with the Food Information Regulations 2014 and Natasha’s Law 2021 and any subsequent relevant legislation.

· Ensure compliance with all relevant current legislation in relation to health and safety, C.O.S.H.H. and food safety.

· Ensure storage and management of food and other consumables in line with health and safety and food safety regulations.

· To keep abreast of new food trends and products to ensure the food offer is attractive to students and staff.

· To review services and products on a regular basis to ensure customer requirements are being met.

· Devise, plan and prepare menus in conjunction with colleagues in accordance with nutritional standards, considering the dietary needs and preferences of students.

· To take an active role in promoting healthy eating through the menu offer and working with colleagues across the school curriculum to support school initiatives.

· Order food and other commodities from suppliers within the agreed parameters of the school catering budget.

· Negotiate best-value contracts with authorised suppliers to ensure the cost effectiveness of the catering service.

· Ensure a cost-effective sales mix for all outlets to ensure budget targets are met.

· Ensure budgetary targets are adhered to by appropriate costing of menu items, ordering of food and non- food, controlling stock, equipment and labour.

· Manage food stocks to prevent shortages or excess supply and adhere to the catering budget.

· To actively promote and market the catering service to students and staff.

· To report on budget performance as required.

· Collate and analyse sales information to inform future production and customer needs are met.

· Ensure effective use of the cashless systems and compliance with cash handling procedures.

· Line manager responsibilities for the catering team, including clear and effective communications, team briefs, training and performance management.

· Contribute to the recruitment and induction of new employees as required.

· To effectively performance manage employees in line with policy and procedure.

· Identify team training and development needs.

· Monitor customer satisfaction levels.

· Record and report safety concerns and action necessary alterations where appropriate in line with school policy and procedure.

· General administration duties associated with managing the catering department.

· Liaison with our Catering Management Consultants (CMC), including the input of monitoring data onto CMC’s tracking system.

· Any other duties as commensurate within the grade and nature of the post.


General Duties and Responsibilities

· To promote and safeguard the welfare of students and young people he/she is responsible for or comes into contact with.

· To ensure all tasks are carried out with due regard to Health and Safety.

· To undertake appropriate professional development including adhering to the concept of performance management.

· To adhere to the ethos of the school and promote the agreed vision and aims of the school.

· To set an example of personal integrity and professionalism.

· Attendance at appropriate staff meetings and relevant parent’s evening.

· To play a full part in the life of the school community.


Safeguarding

· The jobholder is expected to observe their obligations in accordance with the School’s Child Protection Procedure and the document ‘Keeping children safe in education: Information for all school and college staff’, and to report any concerns that they may have regarding a child or young person’s welfare to the appropriate person.


Line Management

· Line manage and performance manage the Cook, Assistant Catering Manager and other members of the Catering team.

· Liaison, communication and check-in support with any required Agency Catering supply staff.

· Supervise and deploy catering staff to ensure efficiency and high-quality food provision. 

· Prepare and manage the duty rota, delegate tasks appropriately to staff, and ensure the smooth running of the team.

· Ensure their effective development and performance.

· Arrange appropriate professional development and training as identified from the performance management process. 

· Promote morale and wellbeing among the catering staff.

· Assist in the recruitment and selection of catering staff.

· Carry out induction and training for new staff members.


Health & Safety 

· Ensure compliance with school catering standards legislation and the school’s food safety policy, health and safety policy, and allergens policy.

· Ensure that the kitchen and dining area are kept clean and hygienic.

· Ensure that kitchen equipment is used safely and according to operating manuals.

· Ensure that kitchen and catering equipment is maintained according to the maintenance schedule. 

· Arrange with the Site Manager and Business Manager for all necessary repairs to be carried out to ensure the safe running of kitchen equipment and remove any faulty equipment pending repairs.

· Ensure that catering staff are adhering to proper hygiene procedures, including wearing the correct uniform.

· Record all accidents and incidents.


Continuing Professional Development

· In conjunction with the line manager, take responsibility for personal professional development.

· Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.

· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.


Other Professional Responsibilities

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Employees will be expected to comply with any reasonable request from the Headteacher or line manager to undertake work of a similar level that is not specified in this job description.

· This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.

Post Holder:   		
Signed: …………………………..………….	Date …………………………

Headteacher: 
Signed: ………………………………………	Date ………………………...

Date: May 2024
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