CATERING

	LEVEL 1 - Under the direction/instruction of senior staff undertake 

OCC = GRADE 2

	TASKS – OPERATIONAL

	Cooking/preparation
· Preparation of meals: prepare food in accordance with agreed recipes/methods

· Prepare ingredients for meals under direction. 

· Decant and/or serve food for transportation to other schools and in own school servery.

Maintenance of hygiene

· Ensure that cooked and raw foods are kept separate during the preparation/cooking/service process
· Ensure that clean and dirty processes and kept separate
Cash Handling

· Operate tills, check float 



	TASKS - RESOURCES

	· Ensure the maintenance of a clean and orderly working environment

· Timely and accurate preparation of routine equipment/resources/materials as set out in instructions

· Undertake basic record keeping as directed

·  Refill and replace consumables

· Report faulty equipment and other maintenance requirements to appropriate person

· Comply with school security arrangements i.e. securing entrances/exits as appropriate and reporting potential security breaches

· Ensure lights and other equipment are switched off as appropriate


	TASKS - ORGANISATION

	· Monitor and arrange orderly and secure storage of supplies

· Daily check for quality/safety e.g. routine visual checks of equipment

· Operation of every day equipment in accordance with instructions

	RESPONSIBILITIES

	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Comply with health and safety policies and procedures at all times

· Treat all users of the school with courtesy and consideration

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities


	Experience


	· General catering work

	Qualifications/

Training


	· Willingness to undertake induction training 

· Basic Food Hygiene Certificate (Foundation certificate in food hygiene)

· City & Guilds or NVQ Level 1, or equivalent qualification, in Food Preparation and Cooking (or willingness to acquire qualification) or comparable experience 


	Knowledge/

Skills


	· Ability to use relevant equipment

· Ability to relate well to children and adults

· Willingness to acquire awareness of COSHH regulations

· Willingness to acquire awareness of hygiene procedures

· Willingness to participate in development and training opportunities

· Ability to work on own or as part of a team



CATERING

	LEVEL 2 - Under the instruction/guidance of senior staff: oversee food production including menu planning, food preparation, portion control, presentation and service

OCC = Grade 5

	TASKS – OPERATIONAL

	Cooking
· Preparation of meals: cook food in accordance with agreed recipes/methods

· Prepare ingredients for meals under direction. 

· Decant and/or serve food for transportation to other schools and in own school servery.

Maintenance of hygiene
· Ensure that cooked and raw foods are kept separate during the preparation/cooking/service process
· Ensure that clean and dirty processes and kept separate
Cash Handling

· Reconcile daily income (cash or via the Accord card system), banking and related administration and record keeping in accordance with financial procedures



	TASKS – RESOURCES

	· Create and maintain a purposeful, orderly and productive working environment 

· Maintain records as requested

· Plan menus, following guidelines on nutrition and healthy eating.

· Ensure availability to staff of equipment and supplies 

· Monitor and manage supplies within an agreed budget, cataloguing resources and undertaking audits as required

· Refill and replace consumables

· Report faulty equipment and other maintenance requirements to appropriate person

· Maintain the security of school premises by securing entrances/exits as appropriate and reporting potential security breaches

· Ensure security of the school kitchen including freezers, stock cupboards etc
· Ensure lights and other equipment are switched off as appropriate



	TASKS –ORGANISATIONAL & SUPERVISORY

	· Monitor and manage stock and supplies, cataloguing as required and ensure their hygienic storage in accordance with domestic and catering standards
· Maintain high standards of food hygiene and cleanliness in the kitchen in accordance with domestic and catering standards
· Develop contact with the suppliers of food and cleaning materials
· Maintenance of specialist equipment, check for quality/safety, and report other damages/needs

· Complete the weekly catering returns, timesheets and other necessary records 
· Direct other staff in cooking activities

· Organise cooking routines to comply with specified standards

· Ensure compliance by self and others with all health and safety policies and procedures

· Ensure safe use by self and others of equipment and materials 

· Demonstrate and assist others in safe and effective use of specialist equipment/materials

· Train new staff in Health, Safety and food hygiene issues as appropriate
· Liaise with sitekeeper or other designated supervisor
· Comply with recipe costings and ensure menu adherence
· Ensure effective portion control and minimise wastage
· Comply with current Food Safety legislation


	RESPONSIBILITIES

	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance management as required

· Ensure health and safety policies and procedures are complied with at all times

· Treat all users of the school with courtesy and consideration

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities


	Experience


	· General catering work
· Supervisory/management experience of an institutional catering service

	Qualifications/

Training


	· Intermediate Certificate in Food Hygiene 
· City & Guilds or NVQ Level 2, or equivalent qualification, in Food Preparation and cooking or comparable experience

· Knowledge of specialist diets for health conditions and cultural and religious backgrounds.

· Knowledge of health and safety good practice in the kitchen. 

· Further qualifications in Kitchen Supervision or Kitchen Management or equivalent

· Willingness to undertake induction training 

· Good literacy and numeracy skills

· Basic ICT skills



	Knowledge/

Skills


	· Use of relevant equipment/resources

· Ability to identify own training and development needs and co-operate with means to address these

· Ability to relate well to children and adults




CATERING

	LEVEL 3 - under an agreed system of supervision, undertake planning, preparation and service of healthy school meals 

OCC = Grade 7

	TASKS - OPERATIONAL

	Cooking/preparation
· Undertake skilled cooking activities connected to the full range of menu provision

            for example meal planning, portion control, special dietary meals

· Oversee the preparation of healthy, nutritionally balanced menus that meet the Government's national nutritional standards for school lunches
· Supervise the preparation of ingredients for meals. 

· Organize and supervise food service, to include transportation of meals.

· present nutritious foods in ways that children will find attractive
Maintenance of hygiene
· Ensure that catering practice complies with appropriate Health and Safety Legislation

Administration

· Reconcile daily income (cash or via the Accord card system), banking and related administration and record keeping in accordance with financial procedures

· Supervise the purchase and storage of food to ensure compliance with statutory requirements



	TASKS - RESOURCES

	· Actively promote the school meals service to pupils and parents to increase awareness of healthy eating and the uptake of healthy school meals
· Ordering and recording of all ingredients used and stocktaking

· Create and maintain a purposeful, orderly and productive working environment 

· Maintain records as requested

· Plan menus, following guidelines on nutrition and healthy eating

· Ensure availability to staff of equipment and supplies 

· Monitor and manage supplies within an agreed budget, cataloguing resources and undertaking audits as required

· Refill and replace consumables

· Report faulty equipment and other maintenance requirements to appropriate person

· Maintain the security of school premises by securing entrances/exits as appropriate and reporting potential security breaches

· Ensure security of the school kitchen including freezers, stock cupboards etc
· Ensure lights and other equipment are switched off as appropriate



	TASKS - ORGANISATION

	· Supervision and direction of other staff including allocation of duties and work rotas
· Ensure the security of the kitchen, associated stores and surrounds

· Ensure the cleanliness of the kitchen, its equipment and surrounds

· Monitor and manage stock and supplies, cataloguing as required and ensure their hygienic storage in accordance with domestic and catering standards
· Maintain high standards of food hygiene and cleanliness in the kitchen in accordance with domestic and catering standards
· Develop contact with the suppliers of food and cleaning materials
· Maintenance of specialist equipment, check for quality/safety, and report other damages/needs

· Complete the weekly catering returns, timesheets and other necessary records 
· Direct other staff in cooking activities

· Organise cooking routines to comply with specified standards

· Ensure compliance by self and others with all health and safety policies and procedures

· Ensure safe use by self and others of equipment and materials 

· Demonstrate and assist others in safe and effective use of specialist equipment/materials

· Train new staff in Health, Safety and food hygiene issues as appropriate
· Liaise with sitekeeper or other designated supervisor
· Comply with recipe costings and ensure menu adherence
· Ensure effective portion control and minimise wastage
· Comply with current Food Safety legislation


	RESPONSIBILITIES

	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Comply with health and safety policies and procedures at all times

· Treat all users of the school with courtesy and consideration

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities


	Experience


	· General catering work in a supervisory capacity
· Experience of cooking/food preparation for large numbers 

	Qualifications/

Training


	· A minimum of City & Guilds or NVQ Level 2 or working towards Level 3, or equivalent qualification, in Food Preparation and cooking or comparable experience

· Advanced Food Hygiene Certificate
· Knowledge of specialist diets for health conditions and cultural and religious backgrounds.

· Knowledge of health and safety good practice in the kitchen. 

· Further qualifications in Kitchen Supervision or Kitchen Management
· Good literacy and numeracy skills
· Basic ICT


	Knowledge/

Skills


	· Ability to use relevant equipment

· Ability to relate well to children and adults

· Knowledge of health and safety procedures and precautions 

· Awareness of COSHH regulations

· Knowledge of health and hygiene procedures

· Willingness to participate in development and training opportunities

· Supervisory experience
· Awareness of the current DfES nutritional standards for school pupils
· Relevant catering experience and a good understanding of food hygiene



It may be appropriate to liaise with the Department to ensure that information on qualifications is up to date and that any accompanying text makes reference to new qualifications coming on line later in the year.
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