	Ernest Bevin College

Job Description 


Scale 4 (£19,138-£20,594)

Term time only (39 weeks)
	Title: Art and Design Technology Technician 
	Salary Scale : Scale 4 (19,138 – 20, 594) 
Term Time only (39 weeks) 

	Supported by and reporting to: Head of Head of Design Technology 
	Assisted By: Teaching and Non-Teaching staff


	Personal and Professional Conduct

	· Treat pupils with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a teacher’s professional position

· Have regard to the need to safeguard pupils’ well-being, in accordance with statutory provisions

· Show tolerance of and respect for the rights of others

· Not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· Ensure that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or might lead them to break the law

· Staff must have a proper and professional regard for the ethos, policies and practice of the school in which they teach, and maintain high standards in their own attendance and punctuality

· Have a proper and professional regard for the ethos, policies and practice of the school in which they work, and maintain high standards in their own attendance and punctuality

· Have an understanding of, and always act within, the statutory frameworks which set out their professional duties and responsibilities


	Specific Duties   

	Responsibilities/Accountabilities
· To ensure the working environment is safe for staff and pupils to use.

· To be familiar with and at all times comply with the departmental Health & Safety policy.

· To complete termly Health & Safety checks and report any issues to the appropriate persons, following these items up until corrected.

· To promote the development of safe and best practice within the department, reporting on any change in practice.

· To maintain good working relations with all facilities staff. Any broken or damaged fixtures, furniture or fixings should be reported via the electronic portal (‘Log It’) and followed up until corrected.

· To keep secure at all times, in the storage provided, all hazardous materials and maintain a log book for their use.

· To trial all processes prior to use in the classroom to ensure they work and to identify any health and safety issues.

· To assist the Heads of Departments in maintaining best practice and up to date risk assessment.

· To maintain a facility /machine maintenance log book.

· To ensure timely bookings of LEV testing, Gas Equipment safety checks and Gas Safe certification.
· Together with the Head of Departments, to plan and implement improved internal organisational systems to promote an efficient and safe working environment.

Art Technician – Responsibilities
· To ensure the working environment is safe for staff and pupils to use.
· All classrooms are stocked, clean and ready for teaching
· All stock rooms are clean tidy and easily accessible. 

· Ensuring stock is ordered, stored and distributed as and when required.

· Keep records of orders made and received.

· Be aware of Health and Safety issues and implement any changes
· To keep equipment in good working order and keeping working areas clean and tidy.

· Ensure classrooms are stocked with essentials. (see list)

· To run the kiln, (biscuit firing) and general maintenance in the ceramic rooms.

· To contact the IT Dept if computers, printers etc. are not working and ensure students work is printed to a high standard where necessary.

· Keep the art rooms supplied with hand towels, hand wash etc.

· Display student work within the department and the whole school.

· Manage the storage of students work within the department.

· To keep the Photographic darkroom supplied with liquids, paper etc. and in a clean & tidy state.

D&T - Requisitions and Workshop Management

· To establish and run an effective materials and resources preparation system for DT staff.

· To plan ahead of time when the department will be at its busiest, or where practical sessions will need to be set up in advance.
· To be responsible for setting up machinery as and when requested.  
· To clear away equipment and return it to its place of storage unless requested to leave it out by the teacher concerned, in time to provide a safe and tidy working environment for the following class.
· To be available and on hand whenever a class is doing practical work in order to support the teacher if necessary. Priorities to be confirmed on a case by case basis by the Head of DT.
· To check equipment returned and advise the teacher concerned if anything is broken or missing.  
· To arrange for all tools and tooling to be sharpened or replaced as required.
· To maintain stock levels of commonly used materials and consumables, making sure they do not run short.
· To repair or arrange repair of damaged or broken machinery or equipment.
· To make new pieces of teaching materials as required.  This will sometimes be in support of pupils’ project work.
· To take responsibility for the aesthetic appearance of the workshops making sure they are kept in an organised state, to best promote the image of the department.

· To work closely and maintain good relations with the specialist departmental cleaner to ensure a thorough cleaning regime is in place.

· Together with the Head of DT to flag up and brief staff on major Health and Safety operational flashpoints at each start of term department meeting.

· To assist in projects to further the public image of the subject.
Departmental Management  -DT 
· To maintain well-organised and tidy storage rooms.

· To maintain an up-to-date inventory of all equipment, tools and machinery. 

· To check all new equipment when it arrives, returning anything faulty and enter apparatus notes and manuals in the files in the preparatory room.

· To maintain an order book containing records of all items ordered under the departmental budget. Process such orders in accordance to directions from Heads of Department.  

· To be in attendance by 8.15 a.m. each morning for initial workshop walk through checks.

· To contribute to departmental development by attending departmental meetings if required.

· To introduce new processes that may help raise the experience and quality of teaching.

· To carry out regular maintenance of all machinery and keep a record of this in the maintenance log book.

· To carry out daily and/or weekly checks as required on key matters affected by health and safety and implement programmes to ensure optimum use.

· To carry out maintenance of laser cutting machinery, CNC plasma cutter, CNC router, CNC Lathe and 3D printer to ensure optimum use.

· To flexibly assist and guide small groups of pupils in practical tasks during working hours.


This role and responsibility will be reviewed on an annual basis and tasks may be added or removed depending on the needs of the College and in response to National demands after consultation with the post holder.

To be fully aware of and understand the duties and responsibilities arising from the Children’s Act  2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation, and the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.  To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
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