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	Function:
	SODEXO GOVERNMENT SERVICES – HMP Forest Bank 

	Job:  
	Civilian Chef 

	Position:  
	Civilian Chef 

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Catering Manager 

	Additional reporting line to:
	Soft Services Manager 

	Position location:
	HMP Forest Bank

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	
· To assist in the preparation and cooking of meals for 1,400 residents twice daily in accordance with Sodexo policies and procedures.
· Maintain all food safety/ Health and Safety regulations.
· To provide prisoners with support to increase their Catering knowledge and pass a recognised Catering qualification.
· To follow instructions given by Catering/Soft Services Manager and Supervisor.
· To challenge negative behaviour reporting to catering prison officers. 
· To increase prisoners’ employability and reduce re-offending.
· To supervise kitchen prisoners in the clean-up activity to maintain high standards of sanitation, safety, health standards and security.
· Control knives and tools using the kitchen security procedure. (Full training given)
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	2. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	








	3. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
Working with challenging individuals in a large catering environment.
Working within a strict time frame.
Adhering to Sodexo policies and procedures.
Controlling the receipt, storage & issue of resources




	4.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
Assist residents to achieve a Food Safety Level 2 
Assist residents to achieve NVQ Level 1&2 qualifications in Catering where possible 
Be compliant with all paperwork requests within the department and wider prison context
To assist in the preparation and cooking of meals for 1,400 residents twice 
Ensure all food is prepared and handled in accordance with the relevant food safety guidelines and Allergen awareness and compliance.
Assist to maintain efficient and secure receipt, storage and issue of foods and provisions and maintain documents related with these systems.
Ensure all requests for maintenance of plant equipment are processed efficiently. 
Ensure prisoners comply with cleaning procedures and stock rotation.
Ensure all prisoners and visitors adhere to Sodexo Health & Safety procedures and the Food Safety Act 1990
To instruct and oversee the daily workload of prisoners
Ensure meal production timescales are met.
Maintain liaison with all other departments within the establishment.
Visit all points of service to ensure all food legislation and portion control is adhered to.
Maintain awareness of security and health and safety at all times and report and issues to the appropriate department promptly.
Perform any other duties that are assigned in order for the development of the establishment.
Comply with Sodexo policies and procedures 




	5.  Accountabilities /KPI’S – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
High performance standard in all related audits.
Catering department remaining within budget.
Minimal waste of food items, regular and accurate stock monitoring.
Accurate and sufficient proportion of meals sent per unit as per portion control systems and budgetary allowances.
Health, safety, food hygiene and security issues kept to a minimum through due diligence at all times.




	6.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	Essential
· Minimum Qualification City and Guilds 7132/06-07 or 706/2 diploma in food production and cooking or equivalent. 
· Experience of industrial catering.
· To have an interest in the rehabilitation and resettlement of offenders
· To have an ability to communicate effectively at all times through different mediums, including spoken and written communication.
· A flexible and responsive attitude
· Enthusiasm for the subject area
· Willingness to innovate and demonstrate self-motivation
· Awareness of and commitment to the promotion of equal opportunities and the recognition of diversity and inclusion
· Participate in training as required to keep up to date with all mandatory and refresher training
· Abide by the Sodexo corporate mission statement and all appropriate regulations, policies and procedures
· Every employee will be required to obtain a successful security clearance and CRB check.
· 
· 


Desirable
· Experience of instructing/supporting people with challenging behaviour
· Experience in a prison or forces environment
· Experience of teaching or working with disadvantaged groups or in a Young Offender or prison environment.





	7.  Management Approval – To be completed by document owner

	
	Version
	01
	Date
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	Document Owner
	Vicky Murphy 
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Catering Team Leader


Catering Manager


Catering Team Leader


Chefs


Chefs
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