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St Mary’s Church of England High School

JOB DESCRIPTION

Science & Technology Technician

SCALE:  H3/4 (Pt 5 – 9)
Note: This post requires the post holder to be able to work in either Science or the Technology classrooms and preparation areas to ensure effective and flexible support across the Teaching & Learning Area. It is understood that the post holder may have a specialism or preference for one subject area more than the other, but work could be assigned in either subject area.
RESPONSIBLE TO: 
· Science & Technology Director of Teaching & Learning
Main Purpose:

· To be responsible for ensuring the Science & Technology subject working areas and working practice remains compliant with health and safety requirements including HCC recommended practice, COSHH regulations and CLEAPSS advice and guidance

· To have overall responsibility for the promotion and observation of a healthy and safe working environment for the technical support service

· To be responsible for setting up and monitoring systems used in the management and control of practical resources

· To be responsible for coordinating the maintenance, storage and use of resources and facilities

· To take a lead role for both routine and non-routine checking, cleaning, maintenance, calibration, testing and repair of equipment to required standards

· With Lead Science and Technology Teachers, to support the design, development and maintenance of specialist resources

· To provide guidance and support in meeting the practical requirements of the Science and Technology curricula
· To provide support for teaching and classroom staff and students on practical aspects of the Science and Technology curricula
· To maintain a high quality of display on noticeboards in Science laboratories, Technology workshops and classrooms and general circulation areas. 
Main Activities:
Resources, Equipment and Stock 

· Ensuring the technician team keeps up to date with health and safety requirements and developments in practical Science and Technology making sure that relevant literature is available and the classroom teams attend relevant safety courses/essential training in a timely manner
· Checking key workshop equipment, machinery, fume cupboards, pressure vessels and first aid kits 

· To liaise with the Business Manager to organise electrical or other safety checks 

· To draw up and maintain an inventory of equipment for the Science Subject Area and advise the Finance office of any changes in the location of items or requests for disposal. 
· To maintain Science and Technology subject area resources including chemicals, technology materials and security mark and keep a record of stock for the subject areas. This will include organising robust systems for the safe management and storage and disposal of chemicals or high risk materials.
· To arrange in conjunction with the Site Team Leader for the regular maintenance and repair of workshop and laboratories/laboratory facilities and equipment for the subject areas
· To ensure all potentially hazardous materials, tools and equipment are kept securely, appropriately labelled and in keeping with appropriate health and safety guidance

· To order materials, resources and equipment via the normal school procedure, as required and authorised by the Science & Technology Director of Teaching & Learning
· To ensure that each Technology workshop, Science laboratory / Science/Technology teaching rooms, prep room and storage areas are tidy and clean. This will include the cleaning of sinks, draining boards, work benches and resource stores and storage areas.
· Set up demonstrations materials and care for plant and living/animal collections and to maintain long term experiments
· To ensure all Science and Technology equipment is stored appropriately and securely after use and is maintained in good repair. This will include ensuring there is an appropriate system for storage and retrieval of resources.
· To carry out daily visual checks of all workshops, laboratories, resources and equipment before being used by staff and/or students
· To report, and provide immediate management of, all Health and Safety hazards to the Lead Science Teacher or Science & Technology Director of T&L and the Business Manager.
Teaching & Learning

· Organising technical support for the Science & Technology classroom based staff. This will include assisting in practical classes, carrying out demonstrations, preparing resources and assembling/disassemble apparatus

· To prepare and set up teaching and learning materials for Science and Technology lessons, as requested by classroom staff and/or staff with appropriate authority
· To support and assist students and staff and demonstrate methods and techniques during lessons, as requested by the appropriate member of staff and under their direction
· To oversee the return of classroom materials and resources to appropriate storage areas.

· To give technical advice to teachers, classroom support staff and students as required
· To support with the input of data and maintenance of student records for the Teaching & Learning Area

· To oversee safe storage of students’ work for the Teaching & Learning Area subjects
Other Duties

· To actively promote and contribute to safeguarding the welfare of children and young persons

· To assist in preparation of materials and resources for classroom and corridor displays and to oversee the maintenance of a high quality of display around the Teaching & Learning Area.
· To support classroom based staff to ensure all Science and Technology teaching areas and storage areas are locked and secure when not in use/so that they are not accessible to students/unauthorised personnel
· To maintain a record of Science and Technology risk assessments and review / update on an annual basis making sure that they are signed by the Director of the T & L area and published on the staff shared area. To oversee completion of Incident Logs and Accident Books.
· To work with the Director of Science & Technology to review Risk Assessments following accident or incident
· From time to time to attend Teaching & Learning Area Meetings and other staff meetings as required.
· To undertake copying, production and reproduction of materials and resources for teaching staff and student groups

· To undertake duties at student break and student lunchtime as required

· To undertake administration as required

·  To attend relevant staff training sessions and undertake personal development activities as appropriate

· To support and promote all school policies including the Christian ethos and values of the School
· To undertake any other duties, appropriate to the grade, as directed which may reasonably be regarded as within the nature of the duties and responsibilities of the post.


This job description sets out the duties of the post at the time it was drawn up.  The post-holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  
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