
 
 
 

                  Job Outline 
                 Art Technician 

 

Responsible to:​ Subject Leader Art and Photography 
Pay:​ Scale 3 Point 6-7 
Full time/Part time:​ Part-Time 19 hours per week (8:20am to 3:10pm 3 days a week - presently 
​ Monday, Wednesday, Friday)  

​ 39-week-per-year, which includes term time and three additional days 
 
Job Purpose 
 
To effectively assist all teaching staff, with technical support, in providing pupils at Philip Morant 
School with a relevant and outstanding Art and Photography experience and ensure high levels of 
achievement.  
 

Safeguarding 
 

●​ Demonstrate a commitment to keeping children and young people safe 
●​ Report any disclosure made to you to the appropriate person 
●​ Report any safeguarding concerns in the workplace to the appropriate person 
●​ Maintain an awareness of the Trust policies in relation to safeguarding 

 
The Sigma Trust is committed to safeguarding and protecting the children and young people that 
we work with. As such, all posts are subject to a safer recruitment process, including the disclosure 
of criminal records and vetting checks. We ensure that we have a range of policies in place which 
promote safeguarding and safer working practice across our schools. 
 

Key Responsibilities 
 
Art  
 

●​ Be responsible for preparing, maintaining and cleaning resources, materials and 
equipment for Art and Photography Departments.  

●​ To maintain appropriate stocks for the Department for day to day use.  
●​ To prepare and clear away resources required for lessons.  
●​ To assist in the preparation of teaching resources for the department and maintain 

systems of image storage and retrieval both computer and non-computer based and 
keep up to date.  

●​ To use IT equipment for retrieving information, research, providing resources and 
printing photographs.  

●​ To undertake a variety of light cleaning duties.  
●​ To keep stock rooms, tidy and well organised.  
●​ To maintain paint/glue/brushes/water pots/hand towels; cutting paper; preparing 

printing materials (inks, rollers, boards); organisation of other materials.  
●​ Health and Safety counting of equipment including care and maintenance of cutting 

knives, updating our first aid box and clearing away any hazardous equipment.  
●​ To organise students work, for example: exams – KS3 sketchbook prep, sticking in 

work, organising exam folders, displays and labelling for exams, moderation and 
exhibition; photograph, upload and annotate students’ work to the google drive.  

 



Photography  
 

●​ Prepare equipment and mix chemicals for film processing.  
●​ Set up darkrooms for printing, ready for practical lessons, prepare chemicals, check 

enlargers, check that there is sufficient photographic paper.  
●​ Clear away chemicals and tidy classrooms after lessons.  
●​ Cut photographic printing paper to correct size, for example - test strips for use during 

lessons.  
●​ Assist in the setting up of displays. 

 
Additional Specific Responsibilities 

●​ Ensure personal conduct is professional, compassionate and courteous. 
●​ Maintain own knowledge of Trust and Academy policies, and act in accordance with 

these 
●​ Engage with the Brook Learning Trust appraisal process, in particular how your own role 

contributes to the vision for the Trust and your Academy 
●​ Seek opportunities for Continued Professional Development and suggest those that may 

benefit others in the organisation 
●​ Be an excellent role model for students, commanding respect and being a positive 

presence in your Academy 
●​ Actively promote the Academy’s ethos through your actions and words 

 
General 

 
●​ Comply with policies and procedures relating to child protection, equal opportunities, health, 

safety and security, confidentiality and data protection, reporting concerns to an appropriate 
person 

●​ Contribute to the overall ethos/work/aims of the school 
●​ Establish constructive relationships and communicate with other agencies/professionals, in 

liaison with the teacher, to support achievement and progress of students 
●​ 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. 

●​ To comply with individual responsibilities, in accordance with the role, for health & safety in the 
workplace 

●​ Ensure that all duties and services provided are in accordance with the Sigma Trust’s Equal 
Opportunities Policy 

●​ The Sigma Trust 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 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. 
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