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Dormers Wells High School

Job Description
Post Held: Technology, Art and Performing Arts Technician
Salary Scale: Grade 5
Main purpose of the job:

To support the technology, art and performing arts departments. 
Duties and responsibilities 

1. To support in the organisation/reorganisation of DT, Art and Performing Arts rooms.

2. To maintain workshops and DT, Art and Performing Arts rooms in a safe condition including Food Technology commodities and to organise the repair of machines if they breakdown. 

3. To maintain workshop machinery in a safe working condition where possible and report to line manager if specialist work is needed.

4. To ensure all requisite safety information is clearly displayed.

5. To ensure safe storage of flammable materials and ceramic material.

6. To ensure workshops are stocked with tools and materials as directed by the Curriculum Leader’s.

7. To check the maintenance of machine and hand held tools including organising regular sharpening , refitting of handles and oiling/waxing of relevant items.
8. To prepare/manufacture special jigs, fixtures etc. as required.

9. To assist with cad/cam as directed and set up and ensure safety of laptops and computers as directed.

10. To keep teachers’ workrooms in a suitable condition to enable teachers to use and access material and equipment easily.

11. To ensure security of workshops and classrooms in the absence of teachers.

12. To prepare materials including ceramic material.

13. To requisition materials and carry out local purchasing.

14. To monitor stocks of materials placing orders, in discussion with the relevant Curriculum Leaders, including the weekly shopping list.

15. To assist students when requested by a teacher including providing support for required DT, Art and Performing Arts classes. 
I. To work under the direct instruction of the class teacher to support the teaching and learning activities in the art, technology and performing arts classrooms of individual or groups of students. 

II. To assist students with the safe use of machinery, including power and hand held tools, within the technology department ensuring health and safety requirements are maintained at all times.

III. To assist students with practical support in food technology lessons ensuring health and safety requirements are maintained at all times. 
IV. In addition to the above to provide general support to the class teacher in the organisation and management of pupils in the art, technology and performing arts classrooms.

V. To assist the teacher in creating and maintaining a purposeful, orderly and supportive learning environment within the art, technology and performing arts classrooms.

VI. To prepare the classroom with resources and equipment as directed by the teacher and to assist the students in their use.
VII. To print and collate student handouts and booklets ensuring that they are available when required. 

16. To assist in the preparation and invigilation of examinations.

17. To care for, repair and distribute resources and equipment.
18. To be a designated Fire Warden.

19. To deputise for the Fire Safety Manager in their absence
20. To keep up to date with legislation relating to Control of Substances Hazardous to Health.  

21. To ensure that the COSHH register is kept up to date with all substances as used by the art, technology and performing arts departments
22. To keep up to date with CLEAPSS legislation and ensure that risk assessments are monitored and adopted as required for art and technology.  
23. To update, maintain and produce risk assessments as and when required for the art, technology and performing arts departments. 

24. To carry out daily, weekly, termly health and safety checks and maintain records of checks carried out. 

25. To attend the School Health and Safety Committee meetings reporting on any issues with the relevant departments. 

26. To be a First Aider.
27. To attend department educational visits as and when required.  

28. To contribute to the development of ICT and the MLE.

29. To refer issues/difficulties to the Line Manager in the first instance.
30. To be a positive role model.

Behaviour and Safety

1. To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.

2. To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.

Professional development

1. To attend school meetings and training as appropriate.

2. To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme.

3. To participate in professional development and staff training run within the school and to participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.
4. To liaise as appropriate with other professional institutions or individuals outside the school. 

5. To participate in appropriate working parties as the need arises.

Other 
1. To implement all and follow all school and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.

2. To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with.

3. To have professional regard for the ethos, policies and practices of the school and maintain high standards in your own attendance and punctuality

4. Perform any reasonable duties as requested by the headteacher
Note

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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