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STUDENT DEPUTY VACANCY

Applications are invited for a Student Deputy in the Alban Hall of Residence at Heythrop College.  If successful you would participate in a “on duty” rota with responsibility for managing any emergencies that arise.

A student deputy can expect to be on duty one night (5pm – 8am) per week, one Friday evening every four weeks and one weekend in four.  In addition they are expected to participate fully in the life of the hall, attend meetings and be aware of residents’ concerns.  The present post is available from April 2010.  The appointment will initially be until June 2010, though it may be extended to cover the 2010/11 academic year subject to satisfactory performance.

Criteria for the Role

To be eligible, applicants must be enrolled as a full time student of the College.

Applicants should be social and approachable; have a mature, responsible attitude; possess excellent communication skills; be able to stay calm and take control in emergency situations.

Condition for Appointment
This is a compulsory live-in position.  Student Deputies will receive an allowance against accommodation costs in recognition of duties performed.  

Further details about the role are found below.

To apply please, send a copy of your Curriculum Vitae with a covering letter stating how you match the criteria noted above, to the College’s HR Manager, Ms Shadé Olutobi; applications can be sent via email (s.olutobi@heythrop.ac.uk) or via the College’s Reception, addressing the application for the attention of Ms Shadé Olutobi.  
The closing date for receipt of completed applications is 5.30pm on Monday 22nd March 2010 and interviews will be held later that week.

Thank you for your interest

‘Shadé Olutobi 

HR Manager

020 7795 4205

s.olutobi@heythrop.ac.uk
HEYTHROP COLLEGE ALBAN HALL OF RESIDENCE DUTIES OF STUDENT DEPUTIES (DRAFT AS ON 22 SEPTEMBER 2009) 
GENERAL MATTERS 
Line Management 
Student Deputies, act in support of the Student Residence Manager and carry out the duties essential to the good management of the Student Residence during the periods mentioned below. Student deputies are, of course, expected to observe all the rules and regulations of the Student Residence in an exemplary way and set an example. 

When actually on duty, Student Deputies report to the Heythrop College Duty Manager for all the assistance and extra authority that they might require. They must speak directly to the Duty Manager for that advice and/or authority. 
Tenure 
The position of Student Deputy will start in September 2009 and continue till June 2010. 

Duty Periods 
·  Between them, Student Deputies must cover every evening, weekend and bank holiday from the beginning to the end of the academic year 2009/2010. 

·  Normally, in addition to a number of routine tasks, each deputy will be "on call" to react to emergencies. The evening duty will be from 5pm to Sam the next morning. The weekend duty will be from Sam on Saturday to Sam on Monday. The bank holiday duty will be from Sam to Sam the following day. 

·  Individual nights and weekends may be exchanged with another person on duty. The Student Residence Manager, the Duty Manager and Reception must be informed of any changes of duty. 

·  The Student Deputy must remain on the campus for the whole of the duty period. 

Additional Meetings 
In addition to daily and weekend duties, Student Deputies are expected to attend meetings with the Student Residence Manager when required, and Student Representative/ Staff Meetings when called. Student Deputies are also expected to attend the Introduction Session at the beginning of the academic year, and must, like all other residents, attend one of the annual Fire Lectures. 

ROUTINE TASKS OF THE STUDENT DEPUTY

 Start of Duty. At 5pm of duty evening collect the mobile and Student Services master keys from Reception. Check the board to see who is on duty. Check repair book in the Residence. Check all the swipe doors in the residence. 

·  11 pm. Introduce yourself to the Security Guard at Reception and make sure that all visitors have left. Check that the ground floor of the Residence is secured ie that the swipe doors are working and closed, and all common area ground floor windows are locked (Room 10, TV Room, Launderette, and Shower/Toilet). 

·  Saturdays. On Saturday mornings, collect and distribute the residents' post to the Residence. Check post against the list of residents and if any letters are not on the list put them back in the Student Residence pigeonhole. 

· Sundays. Check cutlery etc in kitchen cupboards and re-distribute, if necessary. 

· Response. Throughout the day and night you are on duty, respond to calls from students, the Duty Manager, the Student Residence Manager and Reception. These will be many and varied but all must be recorded in the diary in Room 10. During the duty period, the deputy may give out: 

·  spare room keys if lost or mislaid 

·  bulbs and campbeds from Room 10. 

·  New residents. When new residents arrive, show them to their rooms, and around common areas. Explain procedures, especially fire procedures, visitors procedures etc. When residents arrive or leave, supervise use of the back gate if necessary. 

·  Room Checks. When residents leave, check rooms with the help of the check list in Room 10. Remind the resident that they must hand in their key and their swipe to Reception. 

EMERGENCY TASKS OF THE STUDENT DEPUTY 
Fire Alarm Sounding in the Residence. When the fire alarm sounds in the Residence all the deputies, even if not on duty, must assist whoever is on duty. 

1  Phone Reception (0) to say that the Fire Alarm is sounding in the Residence. Reception will inform all staff to assist. 

2  Go to the Fire Panel in the Residence entrance. Carry out the procedures outlined on the Fire Alarm Aide Memoir. 

3  Investigate to see if there really is a fire. 

4  If there is a fire, dial 9999, phone Reception and check all rooms to the best of your ability to ensure they are vacated. Once you have done so, inform Reception that all rooms are vacated. 

5  If you are absolutely sure there isn't a fire, inform Reception that the fire incident is over, silence the fire alarm, re-set the panel and invite the residents to return to the residence. 

6  When other staff arrive, the senior staff member will take charge. You should assist staff in the evacuation of residents from the building. 

Fire Alarm Sounding in any Hevthrop Building Other than the Residence. When informed that a fire alarm is sounding elsewhere within Heythrop, Student Deputies are required to help. 

1.  They should go immediately to Main Reception (unless common sense dictates that they would be more helpful elsewhere, e.g. a fire in the Mary Ward Centre). 

2.  Student Deputies should then help the Heythrop staff / Receptionist / Security Officer to work through the drills listed on Reception's aid-memoire. 

3.  It should be noted that at night and at weekends the Student Deputies may be the only help that is available to the Receptionist / Security Officer; therefore they need to have a clear understanding of the Reception fire-drills which are written on the Reception aide-memoir. 

A Maintenance Problem. If called to a maintenance problem, the deputy should look at the problem and decide on one of the following: 

1.  She/He can fix it herself. 

2.  It is not urgent and will wait till the next working day. Record it in the Repair Book. 

3.  It is urgent. Call the Maintenance Manager on the deputy mobile. Accompany any repair person into the Residence. 

Illness of a Resident. The deputy may be contacted by a resident who is ill. Though residents are adults and are responsible for looking after themselves, Heythrop staff may assist them in this. 

1.  If the resident is registered with a doctor she/he should have a booklet with an emergency number to call out of normal hours. If she/he calls and a doctor has agreed to a visit, then Reception must be informed immediately. (If the doctor cannot or will not be called out, the resident may have to wait until morning and book an urgent appointment.) 

2.  If the resident is not registered with a doctor in London and thinks she/he needs immediate treatment, she/he can go to a hospital Accident and Emergency unit. The nearest is Chelsea and Westminster Hospital on the Fulham Road. If she/he is able to travel normally, call a taxi and get a friend to go with the sick resident. If the resident has no money to pay for the taxi there is £20 in the money box in Room 10 and she/he can pay it back later. 

3.  If emergency treatment is required call an ambulance (Dial 9999). If in doubt, ask advice from the Duty Manager and in the event of a serious problem, keep her/him informed of what is going on. 

Accident to a Resident. 
1. For minor accidents there is a First Aid Box in: 

a. Room 10 

b. Reception 

1  If a First Aider is needed, call Reception. 

2  Record the details of the accident in the Incident Book at Reception. 

3  For major accidents, call an ambulance on 9999. 

A Person stuck in the Residence Lift 
1  Call for assistance and get someone suitable to help you - the lift may need two people to open it. 

2  Get the long key from Room 10 and follow rescue procedures laid out in the aid-memoire kept by the lift. 

3  If unable to free the lift, speak to the Maintenance Manager and/or the Fire Brigade. 

4  Record in the Incident Book at Reception. 

Unauthorised People in the Residence. Depending on the seriousness of the situation, do one of the following: 

1.  Calmly escort the person out of the residence. 

2.  Call the security officer/receptionist for help 

3.  Call the police on 9999. 

In any event, inform the Duty Manager about the incident. 

If you believe the situation is dangerous, or even if you are in doubt, call the police immediately (9999). 
APPENDIX A 
Kevs in Room 10 in the Residence 
• Residence Lift Keys a. Door Release key to open the lift door from outside. 

b. Key to keep door open and prevent the lift from moving. 

c. Key for the motor room Roof Hatch (8th Floor) 

·  Spare keys for the Residence Fire Alarm Panel and for the adjoining parts of the building. 

·  Swipe System Reset: (Turn black key in keyhole above silver button.) 

·  Keys for electrical cupboards on all Floors 

·  Spare keys for all residents' rooms in the Residence 

APPENDIX B 
TIME OFF 
1. According to the Student Deputy contract your wages includes holiday pay. 

2. If considering taking time off Student Deputies must: 

a. Notify the Student Residence Manager in advance and in writing. 

b. Make arrangements for another student deputy to cover your time off. 

Ideally there should only be one deputy off at a time. THEREFORE the team of deputies MUST consult with each other and the Student Residence Manager BEFORE booking holidays or making travel arrangements. 

Please note that this job description is in Draft Form and may change. 
CHECK LIST FOR DEPUTIES ON THE ARRIVAL OF NEW RESIDENTS 
BE WELCOMING AT ALL TIMES 
1. AT RECEPTION 
a. Get keys/swipe cards and sign for them at Reception. 

b. Explain visitors' book at Reception. Visitors only allowed from 1 lam to 11pm. Residents must sign them in and out and must accompany them at all times. 

c. Show them the location of the Dining Room. Open from 7.45am to 7pm. 

d. Show them the waiting room for guests. 

e. Location of High Street Kensington tube station, Tesco, Marks & Spencer, Boots and Waitrose 

2. IN ALBAN HALL OF RESIDENCE 
Show them the location of: 

a. Bedroom b. Kitchen c. Shower d. Toilet e. TV Lounge f. Launderette 

3. SPECIAL EXPLANATIONS 
a. Use of meal cards, blinds, (showers and toilet flushes if necessary). 

b. Fire Procedures 

i. On hearing fire alarm leave building by nearest staircase as quickly and quietly as possible. 

ii. Go to appropriate Assembly point. 

iii. Do not re-enter the building unless told to do so by senior person in charge. 

iv. The fire alarms are tested weekly on Fridays: Sam in the main building and 9.30am in the Alban Hall of Residence 

c. Overnight Visitors

Are only allowed on Friday and Saturday. Notify Student Residence Manager by 4pm the evening before the visitor comes.

d. The Repairs Book

Anything broken or not in good working order must be entered here. 

e. The Role of the Student

Deputy A Student Deputy is "on call" every weekday evening from 5pm to 8am the following morning. At the weekend she/he is "on call" from Saturday 8am to Monday 8am. 
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