Saltaire Primary School

Job Description for a Lunchtime Supervisory Assistant

Summary  of the job

As an important and valued member of the school’s support staff, integral to the smooth running of the lunchtime period, the Lunchtime Supervisory Assistant is required to:

1. Act as a responsible member of a conscientious team, fulfilling responsibilities efficiently and effectively.

2. Maintain a welcoming, courteous stance when dealing with children, parents, governors, fellow members of staff and other visitors, treating everyone equally and fairly.

3. Work to a timetable outlined y the Headteacher or Deputy Headteacher, which is regularly review and may be subject to change at any time.

4. Maintain strict confidentiality, given the close contact with children and other members of the school’s staff, and that any enquiry from a parent is directed to the class teacher, or Headteacher/Deputy Headteacher, immediately without comment.

The parameters of the Lunchtime Supervisory Assistant’s tasks are encompassed with the Conditions of Service for School Support Staff.

1. Qualities to do the job well
These are seen as the following


· Always having the right attitude

· Having the ability to access and deal with incidents in an efficient and effective manner.

· For health, safety and security reasons, seeing that it is important to work well with colleagues as a conscientious member of the lunchtime team

· Not letting differences of opinion affect the work routine

· Confident knowledge and understanding of the correct procedures and what to do in the event of an emergency, such as a fire or bomb alert

· Understanding the thinking and practice underpinning the school’s behaviour code and observing it fully

· Being able to access and deal with incidents in an efficient and effective manner, bringing those that require it to the attention of the Senior Lunchtime Supervisor and/or First Aid lunchtime supervisor if an accident or illness.


2.
Eating Arrangements


With regard to all mealtimes, the Lunchtime Supervisory Assistant is expected to:



· Work closely with the Senior Lunchtime Supervisor, the teacher of the assigned class and the Headteacher/Deputy Headteacher to ensure the lunchtime routines run as smoothly as possible.

· Establish a working routine to ensure staggered, orderly movement of groups of children around the school building

· Ensure there is a quiet, orderly behaviour from the pupils and that the children eat sensibly, displaying good table manners throughout.

· Offer assistance to the children during the mealtime, as required.

· Encourage children to eat their lunch

· Clear up food and drink spillages or sickness as and when they occur

· Wash, sweep, floor area and tables.  Dispose of rubbish.


3.
Arrangements during the remainder of the lunchtime period
If outside then the lunchtime supervisor is expected to:


· See that the children remain in their respective playgrounds within the designated play areas, unless for a recognised purpose.

· Ensure there is acceptable behaviour from the children at all times and, working within the Behaviour Policy of the school.

· Clean a toilet/cloakroom area should sickness or an ‘accident’ occur.

· Assist in the supervision of the children once the whistle is blown at the enc of the lunchtime session.

When it is indoor play then the lunchtime supervisor is expected to:


· Be responsible for a class or classes or children

· Ensure that the children have suitable, quiet activities to occupy themselves within the classroom.

· Restore the area used to an acceptable level of tidiness at the end of the lunchtime period.


4.
Health and Safety
As with all of the other staff here, there are several legal responsibilities linked to this job, which are:

· Being aware of and promoting health and safety at work.

· Knowing what to do in the event of an accident or emergency and who to contact in these instances.


5.
Security
Awareness is the key here, such as:


· Know the school surroundings and any potential danger to others

· Approach every stranger to the school without a school security pass (i.e. a ‘visitor’ badge/swipe card on a chain) and politely enquire who they wish to see

· Not leaving unattended any stranger without a school security pass

· Always patrolling the assigned area regularly


6. To whom responsible


· The immediate line manager is the Senior Lunchtime Supervisor

· The overall charge is the Headteacher/Deputy Headteacher

NOTE

This job description cannot possibly cover all of the jobs which may occur during the lunchtime period. There may be reasonable pressing needs which the appointee may be asked to undertake.

