
Worcester College, Oxford

Decanal Team Role Description – Junior Dean

Further Particulars, May 2017

Job Title: Junior Dean

Managed by: Dean and the Student Welfare & Administrative Officer

Team structure: Assistant Dean managing Junior Deans for Canal, Earl, Mitchell and

Beaumont St buildings (total 4)

1. Context

Worcester College expects all Members to behave in an adult fashion, to apply themselves to

their studies and to avoid behaviours that distract others from their studies. The College is an

academic community made up of Members who are at different stages in their intellectual and

emotional development. In this communal environment, many activities take place

simultaneously, and this potential conflict needs to be managed to retain harmony.

Discipline. Younger Members of College grow intellectually during their Oxford years but they

are also adolescents. As such, they are learning how to develop appropriate behaviour, a process

occasionally accompanied by inappropriate (or thoughtless) acts. These acts require a

disciplinary response to steer the young person away from repeating the behaviour and

occasionally to signal to others where the boundaries for acceptable and unacceptable

behaviour lie.

Welfare. At a time of such change in their lives young people can find themselves in need of

emotional support. While this is usually provided through family and friendship networks, some

students develop and present more complex needs. Junior Members may become vulnerable for

a variety of reasons such as mental health and physical illness, or other life events. Vulnerability

may manifest itself in a range of behaviours.

There is a variety of services available to help Members including peer-support in the JCR and

counselling provision (through the University Counselling Service and the NHS), plus the College

Nurse (for matters with a medical aspect) and the College Counsellor, who is part of the

University Counselling Service.

The Decanal Team provides Worcester’s welfare and discipline service to the Junior Members. It

thereby helps ensure the College community is welcoming and supportive of those who find



themselves unable to cope or under stress, for whatever reason. The team also has a role

helping to provide a safe environment within the College’s curtilage, in collaboration with the

Lodge security team.

The Decanal Team is accountable to Governing Body through the Dean (who is an Official Fellow)

though is organised on a day-to-day basis by the Student Welfare & Administrative Officer and

the Assistant Dean. There are four Junior Deans who are also Wardens for Canal Building, Earl,

Mitchell and 5-7 Beaumont St. All carry the following welfare accountabilities and discipline

accountabilities.

2. Accountabilities – Welfare

The Decanal Team will provide Junior Members who are vulnerable, whether generally or only at

a specific time, with care. This care will take the form of making interventions, often during

crises and when hard-to-manage behaviours are being expressed, and seek to assist the Junior

Member. The Decanal Team will frequently be first responders during personal emergencies.

During such emergencies/crises, the Decanal Team will seek to prevent harm to the Junior

Member and to mitigate any risks arising from the Member’s behaviour or actions to the rest of

the College community. To do this the Decanal Team will seek assistance from other

professionals, including the Emergency Services where appropriate, and will direct and assist the

Member to access services, including emergency healthcare and mental healthcare. The Decanal

Team will further encourage the Member to adopt strategies to help prevent recurrence of

critical episodes.

In order to achieve the above, the Decanal Team members will adopt appropriate behaviours to

intervene effectively during crises and are expected to undergo training to equip themselves to

meet the demands of the wide range of situations they might encounter (training needs will be

assessed by the Dean and the Student Welfare & Administrative Officer and paid for by the

College).

3. Accountabilities – discipline

The Decanal Team will ensure Members conform with appropriate standards of behaviour at all

times. It is recognised that students should be expected to enjoy themselves and must be given

the space to do so. This means the Decanal Team will exercise judgment when intervening in

students’ social activities and balance the latitude it is appropriate to provide within our rules

with the needs of other site users. This also means that whilst disciplinary interventions should

always be authoritative, the team member will need to be demonstrably acting reasonably if the

respect of the students is to be maintained and their future cooperation assured. Such

discussion will frequently take place after the event and might involve the Dean where

behaviour merits an appearance before the Dean.



4. Specific duties

 The duty Dean should be available overnight 7pm-7am, within 10 minutes of college.

 The duty Dean supports the Lodge porters in emergencies, such as a fire, an accident
requiring first aid, or a mental health crisis.

 The duty Dean may be called-out to incidents, and may be required to accompany students
to A&E, or to other emergency services (e.g. SARC or police station).

 The duty Dean is also expected to undertake “rounds”.

When on duty you will:

1. Conduct “rounds” at approximately 2300 patrolling the central areas of the College (Goldfish

Bowl, Main Quad, Sainsbury, Earl, Nash).

2. Intervene in/close down unauthorised parties.

3. Close the bar if necessary.

4. Check functions that have received permission from the Dean or Assistant Dean have ended.

5. At the end of the round, liaise with Lodge Porters to check for any other issues.

6. Sign the Duty Dean Book (in Lodge).

In addition you will:

7. Be available when on duty and on call on either landline, the Dean Team mobile, or their

personal mobile and, when on call, able to return to the College within ten minutes.

8. Be resident and in Oxford for up to five weeks during out of term time in case of out of hours

emergencies (a rota will be organized by the Assistant Dean who shares the responsibility

equally between the Junior Deans).

9. Sleep in your College accommodation every night during term (and for the weeks book-

ending term as specified in your contract of employment). Note that you may apply to the

Dean for permission to take short term absences during term and permission will be granted

subject to appropriate cover for your duties being available.

10 Report welfare and disciplinary problems on the Dean Team Sharepoint Spreadsheet, writing

a full report on the Sharepoint site for more complex or serious incidents.

11 Attend meetings with the Dean, the Student Welfare & Administrative Officer, the Assistant

Dean and the Dean Team.

12 Undertake any training as required by the Dean.

13 Be familiar with the Student Handbook.

14 Follow the College’s procedures for the maintenance of confidentiality (relating to students

in particular).

15 Provide cover for the Assistant Dean or other members of the Decanal Team in the event

that they cannot undertake their duties.

16 Oversee the day-to-day order and running of your building including by responding to noise

complaints, by intervening in unauthorised or unruly social gatherings (parties), by reporting

maintenance issues and by communicating with students.

17 Respond to fire alarm activations including acting as a Fire Marshal (evacuating the building

and investigating causes of activations) and liaising with the Lodge Porters accordingly.

18 Ensure occupants who have lost their keys can gain access.

19 Ensure bicycles are not brought into the accommodation or left inappropriately outside.



At all times when working, you will provide students with welfare and disciplinary services to

acquit the accountabilities described in sections 2 and 3 above.

5. Person Specification

It is expected that the successful applicant will meet the following criteria:

Essential

 Graduate student at the University of Oxford

 At least one year of study remaining at the University of Oxford

 Experience of handling/ resolving welfare issues

 Experience in a similar role within a Higher Education environment

 Excellent interpersonal and communication skills (oral and written)

 Excellent organisational skills

 Ability to communicate assertively and effectively

 Ability to work without supervision and under pressure

 Ability to handle sensitive and confidential matters with discretion and initiative

 Ability to work flexibly and as part of a team

Desirable

 Current first aid qualification

 Mental health first aid

 Peer support training

6. Employment Conditions

a) Appointment: This is a fixed term appointment for one year, with a possibility of renewal for a
further two years. The appointment will be conditional on verification of the successful
candidate’s right to work in the UK for Worcester College, and subject to the receipt of
satisfactory references and medical clearance.

Junior Dean contracts are typically issued on an annual basis. It would not normally be expected
that a Junior Dean would be appointed to a series of contracts exceeding three years.

b) Hours of Work: 324 hours per term, in accordance with the rota agreed by the Dean. The role
will involve work over night and at weekends, and you will be expected to be in College when
you are on duty. You will also be expected to respond to emergency situations at other times as
and when you are in College.

When on duty, Junior Deans must be available to be contacted by the Lodge by mobile phone,
and be able to reach the Lodge within ten minutes. On the nights when a Junior Dean is on duty
they will be expected to sleep in College. On the nights when the Junior Dean is not on duty,
they will normally be expected to sleep in College except where their absence from College has
been approved in advance by the Dean.

Due to Home Office restrictions on hours of work in respect of Tier 4 Student Visa holders, whilst
we may be able to accept applications from UK and EU students who have any limits on the
number of hours per week they can work, this will be subject to the needs of the role and will be
discussed further with the applicant if invited for interview.



c) Stipend: £3,219 to cover the period 1 October to 30 June. This is paid in 9 equal monthly
instalments. Thereafter for the period 1 July to 30 September the out of hours cover during
vacation payment applies (see e below).

d) Overtime: Any additional hours worked will be paid at an overtime rate of £10 per hour

e) Out of hours cover during vacation: An out of hours cover for periods outside of term time is in
operation, which requires one member of the Dean Team to be available in Oxford for each
vacation week. This is allocated on a rota basis for which a retainer of £100 per week is paid.
The overtime rate of £10 per hour for call out and follow up work is also payable.

f) Accommodation: College accommodation (single occupancy) is provided without charge for the
duration of this contract.

g) Meals: Lunch is provided free of charge, when the kitchen is open.

h) Annual Leave Entitlement: A pro-rata annual leave entitlement is afforded, based on the
equivalent of 38 working days, comprising 8 public holidays and 30 working days. These days
must be taken outside of the period when attendance in College is required. It is not expected
that all Junior Deans will be absent from the College at the same time during Christmas and
Easter vacations when the College is open.

i) Pension: Employment with the College provides access to the National Employment Savings
Trust (NEST) pension scheme if the qualifying criteria is met.

j) Probation: The post is subject to an initial probationary period of six months

k) Notice: During probation period, one week’s notice applies; thereafter one month’s notice
applies.

l) Training: Mandatory training for the role is required as follows:

 Emergency First Aid at Work – 1 day course

 First Response – 2 hour course

 Condensed Mental Health First Aid – 3 hour course

 Peer Support for Junior Deans course at Oxford Counselling Services – 30 hours training over
a two week period

 Fire safety training

You may also be required to participate in other courses relevant to your role. All necessary
training will be at the College’s expense

7. Application Process

An application form can be downloaded from the College’s website at www.worc.ox.ac.uk/jobs .
Any enquiries relating to these Further Particulars should be directed in the first instance to
Hannah Ryley, Assistant Dean, Worcester College, Walton Street, Oxford OX1 2HB, Email:
assistant.dean@worc.ox.ac.uk ; telephone: 01865 278397

To apply for the role please complete an application form and provide your curriculum vitae
along with a covering letter outlining the skills and qualities that you would bring to the post.



A reference from your graduate studies academic supervisor in support of your application is
also required along with completion of the Equal Opportunities Monitoring form.

Completed applications should be emailed to the HR Team e-mail:
human.resources@worc.ox.ac.uk. Applications should arrive no later than 12.00 noon on
Monday 29 May 2017.

This post is subject to recruitment monitoring to ensure that the selection process is consistent
with the law and the College’s Equal Opportunity Policy and Code of Practice. To this end,
applicants are asked to complete an Equal Opportunities Monitoring Form, which is also
available on the College website. The information supplied on the form will play NO part in the
selection process, and will NOT be seen by any member of the selection panel.

Data Protection. All data supplied by applicants will be used only for the purposes of
determining their suitability for the post and will be held in accordance with the principles of the
Data Protection Act 1998.


