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Role Description
Business Area
Student Safety 

Job Title
Student Safety Assistant 

Salary Scale
[bookmark: _GoBack]Scale Point 28 – £31,256 per annum i.e 27,023 pro rata per annum

Location
Hopwood Hall College 

Accountable to
Student Safety Team Leader 

Hours of Duty
38 hours per week

Special working conditions
The post holder may be required to work at any location of the College now or in the future in the evening and at weekends.
Purpose
To ensure learners are safe in college and to support their wellbeing and care. 

To ensure learners, staff, visitors and college premises are safe and secure. 

To ensure in the safety and security and care of College users and the protection of the facilities.

To contribute towards supporting the college’s zero tolerance of Sexually Harmful Behaviours and Peer on Peer abuse, identifying, challenging and reporting, being a role model.












Duties
 
1. First point of contact for incidents, security and medical emergencies.
.
2. To complete CCTV requests for the purposes of safeguarding, health and safety, security and crime prevention. To assist and support investigations and incidents on campus.

3. To conduct the searchers of students for prohibited items, and to record all searchers and confiscations in accordance with the College’s substance misuse and search policy. 

4. To act as the incident controller for fire alarm activations and will liaise with facilities staff and fire Marshalls and Fire services if necessary. To prohibit the re-entry of people into the building until safe  
5. To assist with the safe and effective ingress and egress and queue management of staff and learners.
6. To help with the organisation and coordination of external events, open evenings, enrolment and transitional events 
7. To work with the Student College Service team with the booking and reservation of visitor parking bays and setting a good first impression with visitors and assisting them with the visitor sign in process.  
8.  Patrolling common areas around campus, promoting positive behaviour, intervening to challenge bad behaviour and reporting student behaviour in line with college values.
9. Supporting the management of incidents with the Safeguarding and Behaviour team including Completing incident and accident report forms as required and taking witness statements from staff, Learners and Visitors 

10. Maintaining the health, safety and welfare of College employees, learners, visitors and customer by controlling and managing student behaviour, preventing unauthorised access, removing trespassers from the premises, protecting people from harm/injury, hazard spotting and reporting, removing hazards that may cause harm to others, coordinating safe evacuations, supporting the implementation of policies e.g. no smoking policy.

11. Provide good customer service to College staff, students, visitors and customers, by assisting with queries, providing direction, supporting the enrolment process, supporting staff to manage student behaviour in the classroom. 

12. Patrolling the College grounds and buildings to provide a visible and a reassuring presence. Protecting the College assets (buildings, cash, equipment, resources) from malicious damage or theft.. 

13. Support the college in ensuring that students and staff display their college ID badge at all times. 


14. Monitor driving and parking on campus and address dangerous driving incidents, recording details of illegal, dangerous and inconsiderate parking on campus, carparks and around the environment. 

15. Representing the College within the local community, liaising in a constructive manner with local residents, and ensuring that students are not causing a nuisance outside the College. 

16. Contributing to the elimination of unlawful discrimination, harassment and victimisation; advancing equality of opportunity and fostering good relations between people who share a protected characteristic and those who do not. 

17. Support the process of regular Fire Alarm testing as specified in testing procedures, under the instruction of Health and Safety.

18. Any other duties as reasonably directed by the college.








All staff are responsible for:
Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults Responsible for safeguarding the health, safety & welfare yourself, your colleagues and any other operative under your control. 

Equipment & Materials: the furniture, equipment and consumable goods used in relation to their work
Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control in accordance with Hopwood Hall College’s safety policy statements
Equal Opportunities: performing their duties in accordance with Hopwood Hall College’s Equality, Diversity and Inclusion 
Revisions and updates
This role description will be reviewed and amended on an on-going basis in line with organisational requirements dependant on the needs of the service
Person Profile
“The College supports the Skills for Life agenda and recognises the importance of all adults having functional literacy and numeracy whatever their role.  All staff are therefore given the support to gain a level 2 qualification in literacy and / or numeracy if they do not already have one and all teaching staff are expected to promote the basic skills of their learners within their subjects.”
Qualifications / Special Work Conditions 
Essential Criteria
Good literacy and numeracy skills (minimum level 2)

Driving Licence 

Able to work flexibly including evenings and weekends 

How Identified: Application / Interview

Desirable Criteria
SIA Level 2 Door Supervisor 
SIA CCTV Operator 
Level 3 First Aid at Work 
Safeguarding training
Mental Health First Aid 
Fire Marshall Training 
Evacuation Chair Training  
ACT Security Training 
IOSH Manging safely 
Trauma informed Training 
How Identified: Application / Interview
Experience
Essential Criteria
Experience of working with young people in an educational or community environment  
Experience of positive behaviour management 
Experience of dealing with incidents and incident management including 
To have empathy with young people, approachable but with the confidence to assert authority when required.

To show Basic Conflict Management Skills and to have a good understanding of the Security & Education Industries.
Experience of working under pressure, including handling difficult situations on your own and de-escalating them. 
How Identified: Application / Interview
Desirable Criteria
Experience of restorative justice interventions 
Previous experience in security work.
How Identified: Application / Interview

Specialist Knowledge
Essential Criteria

Understanding of the issues faced by young people that impact on their safety and wellbeing

Committed to the safeguarding of children and vulnerable adults. 
Committed to the principles of equality and diversity.
To know and understand the definition of Reasonable Force as stated in Common Law

How Identified: Application / Interview

Desirable Criteria
Knowledge and understanding of the Prevent Duty. 
Knowledge about drugs and alcohol policies in relation to young people
IT Skills
Essential Criteria
Basic know of Microsoft Office Programs

How Identified: 
Desirable Criteria
Experience of CCTV applications

Understanding of college systems 
How Identified: Application / Interview
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