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Thank you for your interest in this key new role as The Hammond embarks on the next chapter in its prestigious history. The Hammond has experienced significant growth over the past few years and our new roles are designed to ensure the school and students thrive and continue to take their place as leaders in the performing arts industry. This is an exciting time to join The Hammond as it further develops the plethora of courses offered to students from preparation for GCSE studies, expert training as part of the Trinity Diploma, to the rigour of our Musical Theatre and Performance Degree in conjunction with the University of Chester.  Alongside our small class sizes, excellent results and the outstanding range of opportunities on offer, we feel that our greatest strength lies in our friendly, supportive and nurturing ethos, encouraged by excellent staff and student relations and a highly supportive parent body.
The Hammond is the North West’s leading provider of performing arts education and the UK’s oldest vocational dance school. Hammond students are encouraged and trained to be curious, independent, resilient young people who develop leadership skills, talent and potential to compete at the highest level. The Hammond offers a full and exciting curriculum alongside outstanding vocational training for students aged 11-19; beyond this The Hammond delivers a Bachelor of Arts degree course in Musical Theatre and Performance to prepare students for the musical theatre industry at a professional level. The Hammond is a boarding and day school that prides itself on strong pastoral care; nurturing, guiding and helping every student to be the best possible version of themselves.
Here at The Hammond we are passionate about providing the best possible vocational training in dance, drama and music, alongside an enriching academic curriculum. We offer a stimulating and challenging creative environment in which we actively encourage young people to adopt lifelong learning skills that will enable them to flourish and prosper in their chosen discipline. We recognise and value achievement; alumni from The Hammond can be seen performing and teaching in companies in the West End, Broadway, national tours, as well as in schools across the globe.
Housed in the historic Hoole Bank House and surrounded by beautifully landscaped grounds, our campus comprises a Performing Arts Centre with a 420-seat theatre and state-of-the-art dance and music studios. Situated on the outskirts of Chester, The Hammond is located within an hour of Manchester and Liverpool international airports, and is two hours from London by train.
At the Hammond, young people are fully supported to explore and reach their potential, whilst recognising the importance of cooperation, tolerance and friendship.
I hope that the information provided gives you a sense of what to expect at The Hammond and helps you to decide if you are interested in being part of our exciting next chapter. Please feel free to contact me if you have any questions. 
Jennifer Roscoe MA (Oxon)
Principal
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SUPPORT SERVICES MANAGER

JOB DESCRIPTION 

Summary of the Role 

· To lead on contract management, and to work alongside the Facilities Manager to maintain and improve the site, Waste Management and recycling, Health & Safety, Catering and Project Management. 
· To report to the Head of Finance to assist with strategic planning aspects including financial implications in accordance with the financial regulations and ensuring that the school makes the best possible use of resources available, which includes income generation.
· To be responsible for the coordination of Health and Safety and Risk Management in the school and management of any third-party service contracts in line with current legislation and HSE requirements.
· To play a key operational and strategic role in the management of service delivery. 
· To work collaboratively with the Senior Leadership Team and the Board of Directors in School Improvement Planning and delivery.
· Take a lead role on managing community relationships and liaison.

Reporting to: The Principal 

Safeguarding Responsibilities: 

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The following duties are required of all staff:
· adhere to child protection policies and procedures.
· promote and safeguard the welfare of children and young persons for whom you are responsible for and come into contact with.
· ensure full compliance with all statutory regulations, communicating concerns to the line manager and other staff of The Hammond as appropriate.

Key tasks:	

Facility & Property Management 
· Lead on the monitoring, planning, development and management of school assets, ICT infrastructure, catering, transport, including drawing up and monitoring of development plans.
· To work with the facilities team to ensure the entire estate is fit for purpose.
· Lead on capital planning and delivery. To draw up outline specifications for new buildings, in conjunction with Building Management Consultants obtaining tenders, obtaining planning permission, and liaison with building contractors and the school facilities advisor
· To work alongside the Facilities Manager to ensure maintenance of the school site and the buildings, in the preparation of maintenance schedules and the efficient operation of all facilities on the property.  And to be proactive as regards utilities contracts.
· To oversee cleaning in liaison with the external agencies and ensure that the school is maintained in a safe, clean and attractive manner through line contractual and line management of services.
· To be responsible for the security of the school site including systems for improvements around safeguarding.
· To work with the Facilities Manager and Head of Boarding to ensure financial planning is in place.
· To be responsible for overseeing the management of the purchase, repair and maintain all furniture and fittings.
· To be responsible for all aspects of fire safety are and the associated risks to the school through the process of risk assessment.
· To acquire and dispose of land and buildings as authorised by the Principal and Board of Directors.
· To know about risk assessment tools and how to use them to establish hazards within the school and the associated risk involved.
· To ensure the maintenance of the incident management guidelines and disaster recovery plan and operate the elements linked to the resource management responsibility.
· Awareness of contractual requirements and performance measures and regular liaison with external service providers to ensure contractual requirements are met.
· Work alongside designated members of the Senior Management Team to ensure the efficient administration of the school risk assessment process.

Health & Safety 
· To act as the school’s Health and Safety Co-ordinator and Fire Officer, and lead on health and safety within the school, providing advice and support, maintaining records, arranging training and being the main point of contact for audits. Ideally to be NEBOSH qualified or willing to work towards the qualification. 
· To ensure the school is compliant with all regulatory procedures.
· In co-operation with the fire service or accredited agencies to be responsible for the installation and maintenance of equipment for protection against and escape from fire.  To keep records of and to initiate regular fire practices and alarm tests.  To ensure emergency procedures are current and timely. 
· To conduct regular reviews of the site in order to identify the main health and safety issue specific to the school and how they relate to students, staff, visitors and contractors.
· To oversee all health and safety matters relating to school trips and visits acting as the educational visits co-ordinator (EBC).
· To be the main point of contact for external bodies including enforcing authorities and the insurers.
· Accurate records for all service and maintenance requirements including internal departmental audits.
· To ensure all aspects of the school are insured and to be proactive in communicating risks to team members.

Catering
· To ensure that the Catering Manager delivers a first-class catering service for pupils, staff and events.
· To ensure compliance with all relevant legislation, including Food Hygiene and COSHH.

Transport

· To ensure school vehicles have valid insurance, MOT, tax and full-service checks when required, including in house checks are completed on at least a monthly basis.
· To be the point of contact for the bus company for all enquiries and issues.

Events and Commercial Activities
· To be responsible as the Lettings Officer, and working with the Events Co-ordinator, with regard to lettings of the school premises to outside organisations and school staff, and for the development of all school facilities for out-of-school use, with particular reference to the local community.
· To maximise income for lettings of the facilities.
· To liaise with the appropriate staff to ensure that events run smoothly and safely; including support with lighting and sound requirements.

General
· To ensure that agreed policies assigned to the Support Services Manager are reviewed and updated regularly, and presented to Directors for approval.
· To attend all meetings both internal and with outside contractors as required.
· To ensure school security arrangements, including critical incident and emergency planning, are in place and appropriate.
· To assist with classroom support and co-ordinate break and lunch duties.


Hours: 40 hours per week, 8:30 am to 5.00 pm. This role may require hours outside of the normal hours per week which will be treated as time-off in lieu.

Holiday: 30 days per year, plus bank holidays

This job description is not necessarily comprehensive, and the position holder will be required to carry out such other duties as may be reasonably required within the general scope and level of the post.
[bookmark: _GoBack]PERSONAL SPECIFICATION
	
	ESSENTIAL
	DESIRABLE

	Strong honours degree or equivalent
	X
	

	Evidence of further professional qualifications and training, especially relating to Health & Safety (NEBOSH)
	
	X

	Significant experience of working at a senior level in an educational environment
	
	X

	Extensive knowledge of facilities and contract management 
	X
	

	Experience of managing resources effectively and efficiently
	X
	

	Financial awareness and the ability to understand, plan and manage budgets
	X
	

	Strong understanding of statutory requirements relating to Health & Safety and site maintenance
	X
	

	Understanding of the demands of a boarding school
	
	X

	Strong ability to lead projects and manage according to schools desired outcomes
	X
	

	Experience of leading and co-ordinating professional development opportunities
	X
	

	Ability to delegate work and support colleagues in undertaking responsibilities
	X
	

	Experience of performance management and supporting the CPD of colleagues
	X
	

	Leads by example and uses initiative; high ambitions for the school and students
	X
	

	Excellent interpersonal and communication skills
	X
	

	Able to remain calm under pressure and utterly professional at all times
	X
	

	Ability to articulate the school’s vision and to implement the policies and strategies of the Principal
	X
	

	Willing to go above and beyond to ensure the school is competitive and successful
	X
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Welcome to The Hammond, the North West's leading provider of Performing Arts
education and the UK's oldest vocational dance school.

[ Pers specs and_let..zip ~ [ Pers specs_and_let..zip ~ Showall | X





image4.png
G tes jobs - Goo: X | @ Mail-jenniferroscoe@theharr X | @ The Hammond :Independent ¢ X | [} INDEPENDENTSCHOOLSINSP! X | NewTab x The Hammond School Board
<« C @ https//www.thehammondschool.co.uk/boarding/

pps O, Google @ The

NIM - anima: Winter

vy of Arthur Saythanks G Google

Call:
contact@thehammondschool.co.uk

HOME INFORMATION v AUDITIONSv CALENDAR PRODUCTIONS NEWS & EVENTS TICKETS CONTACT

At The Hammond, we support a thriving boarding
community that enables boarders to experience a
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The Hammond positively welcomes applications from
overseas students. Boarding is available for Lower
school, and landlady accommodation for overseas
students over 16.

Overseas students may apply for a place at The
Hammond by downloading the application form and
returning the completed form.

You can email your application form, or any other
query to: contact@thehammondschool.co.uk,

or post to: Linda Young, Dance Administration, The
Hammond, Mannings Lane, Chester, CH2 4ES. UK.

Overseas students need to also submit an audition DVD.
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Introduction INFORMATION

Welcome Outreach > ISA Drama Festival

Vision The ISA Drama Festival encourages good practice and

sharing of drama performances from other

Facilities independent schools in the country. The Hammond
Serves as a host school for this prestigious festival. For

il more information, please visit
www.isaschools.org.uk.

Catering

Fees & Finance

Outreacl

The Hammond Youth
Theatre

Hammond Associates

Easter & Summer Dance
Schools

ISA Drama Festival

Black Box Theatre: e
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16 Years+ Diploma in MUSICAL THEATRE

Professional Musical

Theatre 16 Years+ Diploma in Professional Musical Theatre

BA (Hons) Musical Ofsted - Outstandi
Theatre Performance

. Funded by
the Education Funding Agency, Dance and Drama

Awards (DaDA).
Destinations

The Hammond s renowned throughout the world of
Performing Arts for providing outstanding dance and
musical theatre training.

Students are given the opportunity to perform on a
regular basis throughout the year and our successful
shows include West Side Story, Sweeney Todd,
Chicago, Giselle, La Bayadere, Les Miserables, Miss
Saigon and many more. A considerable number of
Hammond students now perform in professional
shows throughout the world including the West End,
tours across Europe, USA, Australia and international cruises (see Destinations tab). The Hammond is very
proud of their final year students, with a high percentage gaining employment prior to their graduation.

The Hammond provides a strong foundation for entry into professional life in the Performing Arts. The Level 6
Diplomas, validated by Trinity College, London, provide specialist vocational studies for a career in the world of
dance, musical theatre and performance. Hammond's purpose is to nurture and develop practical skills
required to secure and sustain employment as a professional performer.

The first year students undertake a combined year before specialising in the second year in either dance or 2
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Auditions ENTRY

Prep School Lower School

Chiden who wsh o oin The Hammond a Year 7arc

required to take an entrance examination. This

Upper School consists of three papers:

BA (Hons) Degree 1. Mathematics (60 minutes)
2. English (60 minutes)

3. Non Verbal Reasoning (60 minutes) - Years 7 and 8
only

International Students

Students who enter higher up the school are required
tosit examination papers in Maths and English only. Applications forms must be submitted prior to sitting the
entrance examination.

Please download an application form:
Drama & Music Application Form
Dance Application Form

Scholarships and Bursaries

Information on scholarships, bursaries and financial assistance may be obtained from the school's Finance
Office.

Students applying for entry in drama, dance and music will be invited to attend an audition.

Dance Entry Audition Schedule - Candidates -
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11-16 Years

16 Years+ Diploma

Professional Dance

Ofsted - Outstanding in all categories. Funded by
the Education Funding Agency, Dance and Drama
Awards (DaDA).

Destinations

Testimonials

The Hammond is renowned throughout the world of
Performing Arts for providing outstanding dance and
musical theatre training.

Students are given the opportunity to perform on a
regular basis throughout the year and our successful
shows include West Side Story, Sweeney Todd,
Chicago, Giselle, La Bayadere, Les Miserables, Miss
Saigon and many more. A considerable number of
Hammond students now perform in professional
shows throughout the world including the West End,
tours across Europe, USA, Australia and international
cruises (see Destinations tab). The Hammond is very
proud of their final year students, with a high
percentage gaining employment prior to their
graduation,

The Hammond provides a strong foundation for entry into professional life in the Performing Arts. The Level 6
Diplomas, validated by Trinity College, London, provide specialist vocational studies for a career in the world of -

Show all





image10.png
G tes jobs - Google Search x | @ Mail- jennifer.oscoe@theharr X | @ The Hammond : Independent X | [} INDEPENDENTSCHOOLSINSPE X | NewTab x [l BA (Hons) Musical Theatre Peri. X | e - ey

<« C @ nhttps//www.thehammondschool.co.uk/musical-theatre/ba-hons-musical-theatre-performance.php * ©® 60
Apps O, Google @ TheDiryof Athur | @ Saythanks G Google G Google [) NewTab 4 Black Power [D] Animated Flag Gif - TEXTANIM - animate Bf Winter warmer hear: [l Voice Projection Exe: W Russian legisiative »
L ST VIO UL YL 1T LY INL
D s , : _
Theatre BA (Hons) Musical Theatre Performance

BA (Hons) Musical The BA (Hons) Musical Theatre Performance is a three
Theatre Performance year degree designed to develop the practical skills
and knowledge required to secure employment as a
musical theatre performer and in related areas of the
industry.

Destinations

Students are required to complete fourteen modles,
which include technical and artistic singing, acting and
dance, contextual studies, health and fitness, in-
house productions and a negotiated study or
dissertation. The course is delivered in a variety of
ways, including tutor-led studio based practical
lessons, lectures, web seminars, workshops,
masterclasses, independent personal practice and
visits from current leading practitioners from the
world of professional theatre. Students also regularly
visit professional theatre performances.

The curriculum is structured to encourage students to
develop intellectually as independent, critically
reflective practitioners with an emphasis on singing
and acting, supported by dance and underpinnned by
academic study.

Students will study five principal disciplines:
Technique, Artistry, Creativity, Theoretical
Contextualisation and Critical Thinking.

In their final year, students take a high degree of
responsibility for the planning, direction and -
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DRAMA DANCE MUSIC MUSICAL THEATRE ACADEMIC PREP SCHOOL BOARDING

Auditions

Prep School Upper School

Lower School Candidates wishing to enter Senior School at The Hammond are required to have 5 GCSEs graded A* to C, (9-

4) provide a reference from their previous/current school and audition in their chosen discipline.
Upper School
B

A (Hons) Degree Audition Schedule - Candidates
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Introdiuction INFORMATION
Welcome Introduction

Vision The Hammond is an independent co-educational day

and boarding school situated in Chester, a city in the

Facilities North West of England. The Hammond is a nationally
recognised centre of excellence for dance and is a
il leading provider of vocational musical theatre, drama
and music training. Our education department
Catering

supports our students from the age of seven to
nineteen years, successfully navigating them through
awide range of academic subjects, culminating in
GCSEs, BTECs and A Levels. The Hammond also offers
a BA Honours Degree in Musical Theatre
Performance, accredited by the University of Chester.

Fees & Finance

Outreach

Alumni

The Hammond prides itself on its caring ethos,

encouraging young people to develop and advance in a happy, supportive and stimulating learning
environment. The school offers state-of-the-art facilities for all students, which include modern dance studios,
awell-equipped music suite and a Performing Arts Centre containing dance and drama studios, with a 420-
seat theatre. Boarding facilities are available for eleven to sixteen year olds; three Victorian houses have been
adapted for this purpose and are situated two miles from the main campus.

Destinations
Hoole Bank House

Miss Irene Hammond &
Mrs Betty Hassall
The Hammond has been recognised by the Department of Education as a centre of excellence for dance

Our Centenary training in the North of England and is a member of the Music and Dance Scheme MDS). This provides funded
places for talented dancers aged eleven to sixteen. Senior dancers (16+) are eligible for funding through the

Directors Dance and Drama Awards Scheme (DaDA).

PTFA Academically, most students sit up to ten GCSEs with a high majority achieving excellent resuifs. In 2018, 85%
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Call:
contact@thehammondschool.co.uk

HOME INFORMATION v AUDITIONSv CALENDAR PRODUCTIONS NEWS & EVENTS TICKETS CONTACT

The Hammond is a nationally recognised centre of
excellence for dance. This strong, dynamic and
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- ‘“ .
11-16 Years AUDITIONS 4

16 Years+ Dance & Academic Entrance Exams »

Musical Theatre

saturday 26th January 2019

BTEC Drama

BA (Hons) Musical

Theatre Performance Please email Jan Foden on
jan.foden@thehammondschool.co.uk for details

Academic Entran and to book your audition.
Exams

Hammond Associates
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Click below to find out more about our audition process:
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DRAMA  DANCE MUSIC MUSICAL THEATRE ACADEMIC PREPSCHOOL ENT BOARDING

pe——— N
AUDITIONS

16 Years+ Dance & 11- 16 Years

Musical Theatre

DANCE
BTEC Drama
Audition Dates for Lower School Entry 2019
BA (Hons) Musical
Theatre Performance Tuesday 13th November 2018
J—— Tuesday 22nd January 2019
Exams Tuesday 5th February 2019
Hammand Acsariatac Tuesdav 5th March 2019 e
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DRAMA
11- 16 Years

Drama at The Hammond offers exciting opportunities
for students to develop artistic, technical and personal
skills in a motivating and professional environment.

Drama students at The Hammond are encouraged to
develop self-confidence, communication skills and
artistic techniques. An enhanced timetable enables
our drama students to further extend their talents
and interests by participating in a variety of
performances and presentations. Alongside this
enhanced timetable, which includes specialist
workshops, entrants will follow the academic
curriculum. This confidence-giving course has allowed
students to follow a wide variety of career paths post-16 and at University.

This all-embracing programme consists of up to three hours of drama within the daily timetable, extra-
curricular sessions to be held after school, a one-hour vocal training class after school and enrolment into the
Hammond Youth Theatre, which takes place at Hoole Bank on Saturday mornings. Trinity College London
and LAMDA dlasses are available by arrangement, as are singing lessons.

All Lower School drama students become members of the Black Box Theatre Company. This membership
entitles students to participate in an annual theatre production and community outreach project. The Black
Box Theatre Company tours during the summer term and is involved in the annual ISA Drama Festival. .
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The Hammond is a nationally recognised centre of
excellence for dance. This strong, dynamic and
professional training prepares students for successful
careers in many aspects of the Performing Arts
industry.

Destinations

Testimonials

Outstanding vocational dance training is offered in
both our Lower and Upper Schools. Our highly
professional vocational teaching staff possess an
extensive knowledge of the profession and a wealth
of teaching experience. This combination inspires and
motivates our students to push the boundaries and
explore their true potential.

Students are given the opportunity to perform in a
variety of genres in our Annual Summer Production
and events held throughout the year. Specialist
workshops in Pilates, creative dance, supported
adage, repertoire, theatrical make-up and hair and
stagecraft. Safe dance practice and nutritional advice are also available.

Dance training in our lower school is built on a strong foundation of classical ballet. We also offer training in
jazz, tap, modern, commercial, creative and contemporary dance.

Dance classes are integrated into the daily school timetable and extend until 6pm on weekdays. Students are
also required to attend three hours of dance classes on Saturday mornings. Vocal and drama training is also
nrovided as an integral asnect of this course.
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— welcome Hoole Bank House
Vigiem The Hammond is housed in the beautiful Hoole Bank
o House. The current house was built in the 1860s as a
Facilities modern, fashionable house at the centre of a large
Staff estate. From 1914 to 1919 during World War |, it was
. used as a Red Cross Convalescent Hospital. In 1921, it
) was bequeathed to the National Institute of the Blind.
Catering

The Americans were stationed at the house during

Fees & Finance World War .

Post-war, the house became a youth hostel, but was
privately owned as a home again during the early
1960s. It was in 1969 that Mrs Betty Hassall, successor
to Miss Irene Hammond, bought Hoole Bank House
for the school's Education Department.

Outreach

Alumni

Destinations

Hoole Bank is now home to all departments of The Hammond. We have painstakingly and sympathetically
Hoole Bank House modernised and adapted the property and grounds to provide an excellent learning environment for our
students. It now boasts a state-of-the-art Performing Arts Centre with a 420-seat theatre, dance studios and a
Miss Irene Hammond & music suite. This year, to support the development of all students, the new Learning Resource Centre and
Mrs Betty Hassall dance studios were opened, providing a further three dance studios and the Jazz Café.

Our Centenary
Directors
PTFA
Vacancies

Homework Timetables. A

Pers_specs_and_let..zip [ Pers specs_and_let..zip ~ Showall | X





image26.jpeg




