K I N G  D A V I D  H I G H   S C H O O L


Job Description

Mission statement:  “Let There Be Light Through Faith & Work”

	JOB TITLE:
	Laboratory Technician – Level 2

	POSTHOLDER:
	

	SALARY/GRADE:
	PASS Level 4 (Scale point 16 -19) (pro-rata) 


	WORKING TIME/TERMS:
	Full Time; Term time only 35 hours per week.
Holiday entitlement in line with Governors and Local Authority annual leave policy. Leave to be taken outside term time unless with the prior agreement of the Headteacher. 


	PRIMARY PURPOSE OF THE JOB:
	Assisting the Senior Lab. Technician with the operation and control of the technical services to the Science Department.



	DIRECTLY RESPONSIBLE TO:
	Senior Lab. Technician / Head of Science


	LIAISING WITH:


	Senior Lab Technician/Head of Science/Head Teacher/Site Manager Health and Safety Officer

	MAIN AREAS OF RESPONSIBILITY



	Operational responsibilities
	· Deputising for the Senior Technician in the day-to-day running of the laboratories.



	EQUIPMENT AND MAINTENANCE:
	· Organisation and storage of equipment, apparatus, materials, books and chemicals, applying CLEAPSS regulations and school Health and Safety rules and regulations.
· Disposal of laboratory materials including chemical and microbiological waste in accordance with Health and Safety rules.

· Preparing apparatus, materials and solutions and delivering equipment and apparatus for use in practical classes – assisting teachers, retrieving, clearing away and washing up of apparatus.

· Clear and clean classrooms/work areas after lessons to ensure the maintenance of a clean and orderly work environment and the secure storage of resources.

· Maintenance of general laboratory services/ equipment and facilities in the laboratories.

· Reporting faults/ hazards to the Senior Technician.

· Assisting the Senior Technician in the preparation of Assessed Practicals.

· Trialling of new practical activities.

· Stocktaking, labelling cupboards and dating chemicals.

· Responsibility for the provision of worksheets, exam papers and photocopying in the Science Department.

· Demonstrate to pupils and teachers the correct way to handle specialist equipment and materials to avoid accidents and/or damage.

· Give feedback to pupils on their progress and achievements to support them in achieving their learning objectives.

· Carry out structured and agreed learning activities and programmes to provide support in meeting learning objectives.

· Assisting teaching staff in the production of laboratory and corridor display.

· Assisting the Senior Technician in the production of resources for Open Evenings, Science Fairs, school trips and general extra-curricular activities.

· Assisting the teaching staff and Senior Technician in the delivery of the school’s Initial Teacher Training programme where applicable.



	ADMINISTRATION AND COMMUNICATIION:
	· Communication with the Site Manager relating to Lab repairs and faults.

· Maintain technical records, including stock books and general inventory.



	EXPENDITURE/STOCK/ PURCHASING
	· Purchasing of petty cash materials when required.

· Ensure lab stock levels are maintained in relation to the service to Biology, Chemistry and Physics; checking stock books as required, advising the Senior Technician of items and quantities required.



	CONFIDENTIALITY:


	· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to all staff and pupils.  They may also have access to information relating to the school.  All such information from any source is to be regarded as strictly confidential

· Information relating to staff and pupils or the business of the school may only be divulged to authorised persons in accordance with the school policies and procedures relating to confidentiality and the protection of personal and sensitive data.
· Ensuring compliance with the data protection legislation.


	Health & Safety:
	The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the School’s Health & Safety Policy, to include:

· Using safe working practice guidelines within the workplace 

· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks

· Making effective use of training to update knowledge and skills

· Maintaining work areas in a tidy and safe way and free from hazards

· Reporting potential risks identified.


	Personal/Professional Development:


	The post-holder will participate in any training programme implemented by the school as part of this employment, such training to include:

· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development

· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others that are undertaking similar work.

· To seek support and guidance for your training and development need from the Senior Laboratory Technician and Head of Science.


	Quality:


	The post-holder will strive to maintain quality within the school and will:

· Alert other staff members to issues of quality and risk

· Assess own performance and take accountability for own actions, either directly or under supervision

· Contribute to the effectiveness of the school by reflecting on own and school activities and making suggestions on ways to improve and enhance the school’s performance

· Effectively manage own time, workload and resources.



	Other Specific Duties:

1. To ensure a duty of care at all times to safeguard and promote the welfare of all pupils.

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

3. Employees will be expected to comply with any reasonable request from management to undertake work of a similar level that is not specified in this job description.

4. Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

5. The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.



	Conditions of Employment
	The post holder is required:

· To support and encourage the school’s ethos and its objectives, policies and procedures, as agreed by the Governing body.

· To uphold the school’s policy in respect of child protection matters.

· The post holder shall be subject to the National Agreement on Pay and Conditions of Service supplemented by local conditions as appropriate and all relevant statutory and institutional requirements.

· At all times operating with the school’s Equal Opportunities Framework.

· This post is subject to Enhanced CRB Disclosure

	This job description is current at the date shown, however, in consultation with you, this may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary/grade and job title. The job description will also be reviewed annually.




Signed (Post Holder) …………………………………………………………….   Date ………………………………….

Signed (Head Teacher) …………………………………………………………..   Date………………………………….
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