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	JOB DESCRIPTION – Head Cook



	Department:
	Sutherland House School
	Accountable to:
	Line Manager


Duties and Responsibilities:
· To provide a breakfast, break, lunch and hospitality for school events. 
· To ensure that internal Autism East Midlands and statutory regulations pertaining to the hygiene and safe operation of the kitchen and ancillary areas are adhered to by all members of staff and visitors in the absence of the line manager. 

· To plan menus, write and place orders, stock take, receive and process deliveries as required. 

· To ensure that all duties and tasks under your control are covered by the staff available and yourself.

· To ensure that the preparation, presentation, and service are carried out to comply with the required standards.

· To complete all necessary paperwork to Autism East Midlands’ standards, including stocktaking, menu compilation and product ordering, whilst ensuring all work targets are met, including any adherence to budgets set. 
· To observe hygiene and safety rules and staff professional standards/code of conduct and to always ensure they are adhered to by all members of staff within your team. 
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Head Cook will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by their Line Manager.
Equal Opportunities Statement
Autism East Midlands has a strong commitment to working towards the achievement of equality and opportunity in both service delivery and employment. Autism East Midland’s mission statement and strategic objectives directly support these aims. All employees are required to actively support and implement Autism East Midland’s Equal Opportunities Policies.

Safeguarding
There is an expectation that all staff demonstrate a commitment to the safeguarding of pupils by being part of an environment and culture which is vigilant and where young people can learn and be safeguarded.

	PERSON SPECIFICATION 




	Personal Skills / Characteristics
	Criteria
	Method of Assessing

	1. Experience
1.1 Experience of producing a varied menu and diet to a number of children who have a range of varied dietary requirements.
1.2 Experience of working with autistic children and young people
1.3 Excellent communication skills and an ability to work well within a team environment.

1.4 Knowledge of COSHH, Healthy Schools, Food Safety and Health and Safety Legislation.

1.5 Experience of working within systems and processes in response to support school, regulatory, administrative and clinical requirements.

1.6 An understanding of safeguarding and how to report incidents.
	E
E

E

E

E

E
	Application Form/ Interview

	
	
	

	2. Qualifications and Training

2.1      Basic food hygiene certificate.
2.2      NVQ Level 2 or 3 in Food Preparation or any other relevant qualifications/experience to fulfil the role. 
2.3      Competent levels of ICT, Literacy and Numeracy.

	E

E

E
	Application Form / Certificates

	
	
	

	3. Special Skills and Knowledge
3.1 Ability to support the high-quality preparation of food in support of individualised and specialist diets.
	E


	Application Form / Interview

	4. Personal Qualities
4.1     High level of personal hygiene.
4.2     Ability to fulfil all aspects of the role.
4.3     To maintain confidentiality and comply with GDPR requirements.

4.4      To work collaboratively with colleagues across the school. 
	E

E

E

E
	Application Form / Interview

	
	
	


D = Desirable

E = Essential

The postholder will be required to undergo and obtain a satisfactory Enhanced Disclosure and Barring Services check. 

Disability Discrimination Act 1995

The ways in which a disabled person meets the criteria for a post must be assessed as they would be after any reasonable adjustments required had been made. If appropriate, disabled candidates should indicate on the application form if they have needs which should be considered at the short-listing stage.

Short listing will solely be from the completed application form only, against the criteria marked “S”, therefore you must ensure these areas have been demonstrated on the application form. It is not sufficient to state, for example, “I have knowledge of domestic skills”. Please refer to ‘Guidance Notes – Employment Application Form’.

SHORT LISTING PANEL:

	KEY:
	AF = Application Form
	CQ = Qualification Certificate
	I = Interview
	S = Short listing

	1.
	
	2.
	
	3.
	
	Interview Offered: 
YES (   NO   (
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