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MALDON COURT

PREPARATORY SCHOOL

Job Description — Head Cook

Responsible to School Business Manager

Duties attached to the post of Head Cook

2.

To provide the preparation, cooking and service of food to the required standard.
To follow menu plans agreed with the Headteacher for lunchtimes.

To prepare weekly menus in advance.

To follow the menu and recipes agreed.

To manage the ordering of catering stock to ensure adequate supplies are available
for daily operations.

To occasionally assist with special functions which may be outside of normal working
hours.

To carry out cleaning duties within the kitchen and dining areas as required.
To follow sound hygiene practices.

To ensure food safety procedures are followed including the recording of fridge,
freezer and food temperatures as required.

. To ensure that health and safety regulations are observed in working practices.
. To ensure the operation of control procedures as required.

. To report immediately any accidents, fire, theft, loss, damage, or unfit food or other

irregularities and take such action as may be appropriate or possible.

. The duties above are neither exclusive nor exhaustive and the post holder may be

required by the Headteacher to carry out appropriate duties within the context of
the job, skills and grade..



GENERAL DUTIES

a) To participate in the performance and development review process, taking personal
responsibility for identification of learning, development and training opportunities in
discussion with line manager.

b) In accordance with direction given by the Headteacher from time to time, carry out
such duties as may be reasonably assigned.

c) To comply with individual responsibilities, in accordance with the role, for health &
safety in the workplace.

d) To ensure that all duties and services provided are in accordance with the School’s
Equal Opportunities Policy.

The school is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share in this commitment.

The job description may be reviewed at the end of the academic year or earlier if necessary.
In addition it may be amended at any time after consultation to meet the changing demands
of the school and the reasonable discretion of the Headteacher. This job description does
form part of the contract of employment.

Signed (Headteacher)...........c.oooiiiiiiiiii

Name in full.....coooiiimn e



