
 
 

 
 
 
 

 
 
 

 Mon 25th Sept Tues 26th Sept  Weds 27th Sept  Thurs 28th Sept  Fri 29th Sept 

Assembly  Year 9 
DofE 

Year 9 and 10 
Borneo Trip 

Year 7,8 and 9 Year 11 
UTCN 

Events    Year 7 Settling in 
Evening 

Year 11 Senior 
Senate Interviews 

 
Year 10 and 11 Revision Guides: 
Revision guides and workbooks for the courses students follow in Year 10 and 11 are available to 
purchase through WisePay. Students should ask their subject teachers if they are unsure of which 
revision guides are appropriate for them.  
 
Vacancy: 
Please find attached details of a vacancy we currently have at Old Buckenham High School for a First Aid 
and Reprographics Officer.  
 
If you are interested in applying for this vacancy, please visit the Sapientia Educational Trust Website 
www.se-trust.org.   
 
Online Safety: 
Please find attached information regarding Whatsapp. 
 
School Production:

 
 
 

Old Buckenham High School 
STUDENT Bulletin 

Week Beginning 25th September 2023   
 

 

Week B 

http://www.se-trust.org/


Star of the Week: 
Year 7  Laura Z 7G – For the highest number of Foundation Merits in Year 7. 
Year 8  Bradley F 8B – For the most Habits Points this week. 
Year 9  Callum W 9R – For an excellent start to Year 9. 
Year 10 Jasmine G 10G – Excellent week in lessons. 
Year 11 Khyra V 11R – Excellent week in lessons. 
 
Lost Property: 

 
 
Attendance: 

 Whole School Year 7 Year 8 Year 9 Year 10 Year 11 

Cumulative 92.85% 96.74% 90.39% 90.74% 92.54% 94.57% 

Weekly 92.02% 96.59% 88.27% 90.63% 91.52% 93.86% 

 
Friends of Old Buckenham High School: 

 



Lunchtime and After-School Clubs: 



Career of the Week: 
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OLD BUCKENHAM HIGH SCHOOL JOB DESCRIPTION 

 

FIRST AID AND REPROGRAPHICS OFFICER 

 
Line Managers job title: Data Manager 

Salary: Support staff point 3 to 4 

Tenure: Permanent 

Contract type: Term-time plus 1 

Hours per week: 20 

   

THE POST 

 

Old Buckenham High School is located in the beautiful and historic village of Old 

Buckenham in Norfolk. Our school benefits from being within a stunning, rural setting; with 

a drive and focus on ensuring our students are provided with every opportunity to 

become successful members of society.  

 

We pride ourselves on the experiences we offer beyond the classroom, including a wide 

range of lunchtime and after school clubs and events, where academic performance 

and personal development go hand in hand.  

 

Our academic and personal development curriculum is designed to equip our students 

with the skills and ‘habits’ necessary to become confident, resilient and ambitious learners 

and leaders. 

 

We are a strong community school in which mutual respect, tolerance and cooperation 

is at the heart of our values. The relationship between staff and students is a key strength 

and we will support, nurture and encourage our students throughout their learning journey 

with us. We take the wellbeing of our staff seriously and have a collaborative and 

supportive approach; working together to ensure the best for our students. 

 

Old Buckenham High School is a member of the Sapientia Education Trust (SET). SET is an 

expanding multi-academy trust with 10 primary and 7 secondary schools.   

 

We are looking for a hard-working and enthusiastic person with high standards and the  

ability to communicate and interact effectively with others as part of our school as a First 

Aid and Reprographics Officer. 

 

The first six months of employment shall be a probationary period and employment may 

be terminated by the Trust during this period at any time on one week’s prior written 

notice.  The Trust may, at its absolute discretion, extend this period for up to a further six 

months.  During this probationary period, performance and suitability for continued 

employment will be monitored.  



 2            

JD First Aid and Reprographics Officer September 2023 

 

PERSON SPECIFICATION 

The professional competencies expected of a First Aid and Reprographics Officer are: 

 

• The ability to communicate clearly and tactfully using appropriate methods and  

an awareness of the impact of your own communication on others; 

• Able to maintain positive relationships with all and able to work as an effective and  

flexible part of a team; willing to change methods of work and routines to benefit  

the team; 

• Be able to multi-task and work under pressure; 

• Be flexible and resilient in managing and executing their daily responsibilities; 

• Able to demonstrate strong planning and organisational skills; 

• The ability to prioritise effectively, meet deadlines and accept challenges. 

 

The qualifications and experience required of a First Aid and Reprographics Officer are: 

 

• A good level of literacy and numeracy. 

• Knowledge of computer systems e.g. Microsoft, email. 

• Maintain simple records, e.g. supplies, stock debits. 

 

JOB SPECIFICATION 

 

Specific Responsibilities 

 

A non-exhaustive list of specific responsibilities for the role is below and you will be required 

to undertake other duties and responsibilities as may reasonably be required. 

 
• Act as the first point of contact for staff using reprographics equipment. 

• Operate reprographic and other related equipment such as laminator, binder etc. 

• Produce documents to a high standard in accordance with the requirements of 

staff and within the deadline specified. 

• Ensure reprographics equipment is maintained and used within the manufacturer’s 

guidelines. 

• Arrange for reprographic equipment repairs and services. 

• Order stock and check stock deliveries and refer any queries to finance team as 

required. 

• Be a trained first aider (training will be provided). 

• Assess and look after students offering moral and medical support and accessing 

further medical help where appropriate. 

• Inform relevant members of staff and parents of student sickness as appropriate 

and to keep accurate records of referrals and attention provided. 

• Organise school vaccinations. 

• Write care plans for students. 

 
The post-holder will be required to comply with the Trust Code of Conduct. The post holder 

will have access to and be responsible for confidential information and documentation. 

They must ensure confidential or sensitive material is handled appropriately and 

accurately.  
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The post holder shall participate in the Trust’s programme of Performance Management 

and Continuing Professional Development. 

 

HOURS OF WORK  

 

Paid Weeks per year Term Time plus 1 week 

 

Hours per week 20 hours per week  

 

Normal working Pattern Monday 09:15 – 14:15  

Tuesday 09:15 – 14:15 

Thursday 09:15 – 14:15 

Friday 09:15 – 14:15 

 

Unpaid Breaks N/a  

 

Holidays Holiday pay entitlement is included in the pro rata salary for 

the post and there is no entitlement to take holidays during 

term-time.   

Annual leave entitlement Until 31st March 2024 

 

Annual holiday entitlement for full-time support staff is 36 

days (including bank holidays), rising to 40 days after 5 

years’ service.  

 

From 1st April 2024 

 

Annual holiday entitlement for full-time support staff will 

reduce to 34 days (including bank holidays), rising to 38 

days after 5 years’ service.  

 

Holiday entitlement is pro-rata for employees who work less 

than 52 weeks per year and/or less than 37 hours per week. 

 

CPD Days CPD is included in your pro-rata salary and you will be 

expected to work on all published CPD Days.  Any 

additional time required for CPD can be claimed on a 

timesheet. 

 

 

 

REMUNERATION 

 

• Points 3 to 4 of the Support Staff Salary Scale 

• FTE Salary: £20,812 to £21,189 per annum 

• Pro rata salary: £9,763 to £10,120 per annum  

 
The post-holder will be auto enrolled to join the Trust’s nominated pension scheme for 

support staff provided by Norfolk Pension Fund. This scheme is a defined benefit scheme 
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with the current employer contribution rate set at 22.7%, and employee contributions of 

6.5%. Staff do have the option to reduce contributions by 50%. 

 

NOTE FOR WC: The annual salary will change each year depending on the days and 

weeks in the academic year. 

 

MID-YEAR ADJUSMENTS – TERM TIME/TERM TIME PLUS 

 

Salary payments are averaged out over the 12 months of the Academic Year. If you  

begin employment with the Trust during the Academic Year, or you have changes made 

to your contract, a Mid-Year Adjustment calculation will be made. This is to ensure that 

employees are only paid for work they will do over the remaining months of the Academic  

Year. This is worked out based on working days of the term time calendar not an equal  

division of full months to be worked. 

 

The post-holder will be auto enrolled to join the Trust’s nominated pension scheme for 

support staff. 

 

 

DRESS CODE 

 

The post-holder will be expected to wear appropriate business attire.  All staff will be 

supplied with appropriate Staff ID. This must be worn at all times to ensure that students, 

staff and visitors are able to identify employees. 

 

PRE-EMPLOYMENT CHECKS 

 

Sapientia Education Trust is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 

All staff must be prepared to undergo several vetting checks to confirm their suitability to 

work with children and young people.  The Trust reserves the right to withdraw offers of 

employment where checks or references are deemed to be unsatisfactory. 

 

 


