GENERIC JOB DESCRIPTION


POST TITLE:
Risk Assessment Assistant
POST NO:


GRADE:
Grade 5
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:
Risk Assessment Leader
PURPOSE OF THE JOB

· To assist the Risk Assessment Leader to manage the Risk Assessment process throughout the school and to ensure that all Safe Working Practices are adhered to

· To provide a programme of Manual Handling training, to reduce the risk of injury to staff and students   
key Accountabilities

1. To assist the Risk Assessment Leader in ensuring that Risk Assessments are in place for students and staff across all working areas of the school and that all relevant Safe Working Procedures and policies are up to date;
2. To assist the Risk Assessment Leader in the provision of an annual programme of Manual Handling update training to all members of staff, including ensuring that new staff are appropriately trained;
3. To contribute to the annual or bi-annual updating of all Manual Handling Profiles, liaising with a multidisciplinary team (Occupational Therapists, Physiotherapists, School Nurse, Teachers and Special School Assistants) as appropriate;
4. To attend Manual Handling Profile meetings for new pupils and Risk Assessment meetings for pupils returning to school after injury or medical procedures;

5. To keep accurate and up to date records pertaining to Risk Assessments and Manual Handling, including training records, and to keep staff aware of changes in legislation or Safe Working Procedures;
6. To keep an up to date record of equipment servicing.

Supporting the school
At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy.
OTHER DUTIES:

The postholder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
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