Yateley School ROLE PROFILE FORM 
Section A 

	Role profile ref no 
	

	Role Title: 
	Assistant Science Technician 

	Reports To - (Supervisor/manager’s role title) : 
	Senior Science Technician

	Role Purpose: 
(why the role exists) 
	To assist with the preparation, organisation and maintenance of materials and equipment for laboratory use, to enhance pupil learning. 


Section B: Organisation

[image: image1]
Section C - ROLE REQUIREMENTS 
	Key responsibilities 
	Activities likely to be carried out 
	Frequency of activity

	Supporting lessons

Under the direction and support of the Senior Technician, provide assistance and information as required in the preparation of resources for practical lessons that meet both health & safety standards and the requirements of the classes involved.
	Preparation of solutions and materials.
Assembling apparatus.
Obtaining materials by local purchase.
Trialing practical activities.
Carrying out risk assessments for technician activities.
Constructing and modifying apparatus.
Preparing and collating teaching resources for use in practical lessons.
 
	Daily

Daily

Occasionally

As required

On-going
As required
Daily



	Equipment maintenance, ordering and stock control
Under the direction and support of the Senior Technician, provide general assistance in the safe storage, transit and accessibility of resources, including helping to:

· Ensure stock levels are maintained and future requirements identified;
· Ensure availability of suitable resources;
· Compile orders and liaise with the senior technician regarding supplies when required.

	Delivery of materials and equipment to laboratories.
Collection of materials and equipment from laboratories.
Checking and cleaning equipment used in practical lessons.
Returning resources and equipment to stores.

Maintaining resources, including simple routine repairs.
Caring for plants and animals.
Identifying when stocks are running low based on minimum requirements set by the senior technician. 

Keeping appropriate databases up-to-date. 
Checking, recording and storing supplies when received at the school. 
	Daily
Daily
Daily
Daily
As required
Daily
On-going
On-going
As required



	Maintenance and care of work areas
Assist the technician team to ensure a healthy, safe and productive work environment through the routine maintenance and cleaning of equipment, laboratories and prep rooms.
	Organizing and storing resources. 

General cleaning of laboratory bench surfaces, sinks and fixed equipment.

Cleaning laboratory sinks.
Cleaning used equipment.
Disposal of waste materials.
Conducting periodic servicing and safety checks of designated laboratories and their equipment.

	On-going
Bi-weekly
Daily

Daily

As required

Bi-weekly



	Administration
Help the senior technician and team provide appropriate supporting paperwork and documentation for lessons and assessments.
	Carrying out photocopying of resources.
Assisting with preparation of departmental documentation, e.g. collating and distributing test materials. 

Assisting with preparation of displays of pupils’ work. 
	As required
As required

Occasionally



	Health & safety 
Work within the department guidelines and risk assessments to ensure implementation of health & safety standards, ensuring compliance with regulations.
	Contributing to the safe storage of equipment and hazardous materials. 

Ensuring pupils do not come into contact with materials or equipment outside of designated lesson times, keeping storage units and areas locked and secure.

Ensuring machinery is switched off at source.

Ensuring equipment and materials are maintained to a safe standard ensuring compliance with all health and safety regulations.

	On-going

On-going
Ongoing

Ongoing


	Section D -The key decision making areas in the role

	When carrying out maintenance and repairs, deciding whether these can be dealt with within the school or if the matter should be referred to the senior technician and ultimately contractors. 
Deciding which health and safety concerns should be brought to the attention of the Senior technician.
Deciding whether equipment/technology should be upgraded, reviewing the options and making recommendations to the senior technician.


	Section E - The role dimensions - financial (e.g. budgets) and non-financial 

	Assisting with preparing materials and equipment for typically thirty to forty lessons per day, with an average of 28 pupils per lesson. 

Dealing with regular deliveries – a large order at the start of the academic year, thereafter termly and weekly.


	Section F - The main contacts – external/internal customer contacts and purpose 

	Teaching staff – liaising in relation to lesson planning, in order to prepare appropriately, and assisting during lessons as required. 
Senior Technician – daily liaison with line manager. 

Pupils – regular contact with pupils on a daily basis (although no direct support or teaching role). 

There will be some contact with other support staff and administration staff, for example in relation to ordering and photocopying, as and when required. 

Contractors and repairers, including the site maintenance team – ensuring work is carried out to specification, as and when required.
 

	Section G - Working conditions – environment, and physical effort or strain. 

	Moderate degree of physical effort involved in preparing classroom equipment and maintaining rooms and storage spaces, specifically moving and handling of heavy items. 

Handling and preparing chemicals and hazardous substances. 

The role may involve working in an environment which is particularly noisy, hot or dusty or one which requires specific skills. 

	Section H - Context/additional information 

	Role holders will occasionally be required to attend training to keep their skills and knowledge up to date. 
They are required to participate in the school’s individual performance planning and review processes. 
There is a particular responsibility to maintain high standards of health and safety, in order to ensure that pupils and colleagues are protected from hazards, within the framework of relevant risk assessments. (CLEAPPS and COSHH)   
Role holders are expected to adhere to and support all school published policy statements.  


PROGRESSION IN ROLE 

	Section I – Entry requirements

	A sound GCSE / O level standard of education. 
Organised, flexible and capable of working well within a team as well as independently. 
Good ICT skills. 
A sense of humor, able to demonstrate initiative and be confident and adaptable to the changing needs of teachers and other members of the technician team. 


	Section J – Initial induction/training required to become effective in the role

                    Estimated time to become operationally effective – 1-3 months

	Appropriate health and safety training.

‘Work shadowing’ as part of induction period to become familiar with main aspects of role.

Familiarisation with the school environment and school policies and procedures.

Familiarisation with relevant curriculum areas.


	Section K – Operationally effective: How would effectiveness in role be demonstrated?

	Able to follow Line Manager’s instructions with a minimum of guidance and carry out daily preparation using own initiative. 

Carry out maintenance with minimal instruction. 

Notice potential hazards immediately and deal with them appropriately. 
Maintain professional relationships with colleagues.



	Section L - Adding value: What characteristics will the advanced role holder demonstrate? 

	Able to work effectively and relatively independently without daily supervision. 

Work in a way that supports and complements the class teacher, anticipating what steps to take without specific direction from the teacher. 

Operate as an ‘expert’ within the school on resources, technology and equipment within the specific subject area. 

Able to contribute to the ongoing development of the service to staff and pupils. 
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