[image: image1.png]



St. Mary’s CE Primary School

POSTS 13-18: LUNCHTIME SUPERVISORS

Job Description

Responsible to: The Inclusion Manager

Line Managed by: The Play Leader

Working Pattern:
· 5h per week – times to be confirmed
· Term time only (TTO)


Grade:
· Fixed pay points

Pay Points:
· Scale 2
Method of Payment:

· Monthly (15th)

Annual Leave:
Monthly Paid
An allowance is made in the TTO formula (notional pay and hours calculation) for annual leave and bank holidays.  The entitlement for this calculation is:
WBC Staff – Midday Supervisor
22 + 2 statutory days – 5 years’ service

25 + 2 statutory days + 5 years’ service

Plus 8 bank holidays

Plus 1 concessionary day

As an allowance has been made for annual leave in the calculation of the salary, there is no entitlement to take annual leave.

The above entitlement must be pro rata for part time staff.  Information in calculating    leave for part time staff can be found in document 30-10 “Calculating leave for part-time term time only staff”.

Duties of a Lunchtime Supervisor: 

· Each supervisor will be allocated areas, activities and a class/group of children for whom he/she will be responsible. Although the duties will be divided so that each lunchtime supervisor looks after a specific group or area each day he/she must be prepared to accept a variation if an emergency occurs or another lunchtime supervisor is away. 

· A lunchtime supervisor’s ultimate responsibility is the safety of those children in their care. 

· The main areas of work will be the dining room, the playground and/or other areas of the school used during the lunchtime break, including those areas where the children line up for their meals. 

· A good standard of behaviour is expected and it is important that this should be maintained throughout the lunchtime period, which should be a pleasant time for all concerned. 

· The lunchtime supervisor must act as a responsible caring adult with the health, safety and welfare of the children always in mind, ensuring that the children behave sensibly at all times. 

· Lunchtime supervisors should remain professional and not discuss school matters or instances of pupil behaviour outside school. If approached by a parent the matter should be referred to school to deal with. 

· A lunchtime supervisor must show conduct that commands respect and therefore should be mindful of the language he/she uses when addressing children, he/she should avoid raising his/her voice wherever possible as this may result in unnecessary confrontations. The overall aim when dealing with incidents is to de-escalate and calm the situation so the matter can be resolved quickly and efficiently. 

· The lunchtime supervisor must be aware of how to access first aid equipment, the telephone and the fire evacuation procedures in case of an emergency when it is not possible to contact the head teacher. 

· Ensuring that Health & Safety practices and procedures affecting pupils are maintained, including reporting of accidents, action taken etc.
Supervision of the Dining Area: 

· Supervision of pupils waiting to eat in the dining area. 

· Overseeing the children’s behaviour whilst they eat their meal, providing drinks upon request and helping to maintain a calm atmosphere. 

· Ensure that any spillage is removed quickly. 

· Oversee the return of used plates, bowls, cups and cutlery by the children. 

· Ensure the children leave the tables/floor clean for the next occupant. 

· See that the dining area is left clean and tidy at the end of lunchtime (cleaning, sweeping floors & removing tables after the children have finished eating). 

Supervision outside Dining Areas: 

· Liaise with kitchen manager on the general service of school meals.
· Collect the children from your allocated classroom at the allotted time and accompany them to the dining hall.
· Arrange your supervision so that you move amongst the children within the area you are covering. Ideally join in the games you are supervising with the children. 
· Challenge any strangers who enter the school site to ascertain the reason for their visit. 
· Try to avoid children hurting themselves or damaging property by reminding them of the areas they can play and the playtime rules. 
· Ensure acceptable standards of behaviour are maintained, recording any relevant incidents in the playtime book and refer children to the class teacher as appropriate. 
· Any physical intervention with pupils should be kept to the minimum necessary to calm the situation and keep children safe. Another lunchtime supervisor should be sent for to assist you and the matter must be reported to the Head Teacher who will log the incident. 
· Ring the bells and supervise the lining up of classes at the end of lunchtime play and remain with the children until the teacher collects them. 
· Encourage the children to take part in structured play activities supervising games and taking part as appropriate. 
· Ensure all equipment is returned to the shed at the end of the session. 
· At the conclusion of the lunch period, reporting to the Play Leader, Class Teacher where necessary on the general conduct of pupils, incidents of unruly behaviour and any disciplinary action deemed necessary.
First Aid: 

· As a lunchtime supervisor you will carry basic first aid equipment with you to treat minor injuries, treatment should be recorded and passed to the Play Leader at the end of lunchtime to transfer to the main school log. 
· It is your responsibility to top up the contents of your first aid pouch as necessary from the main supply in the school offices. 
· Every child who has a bump on the head needs a “Headbump” letter & a sticker irrespective of the severity, and record this has been given in the main first aid log. 
· In the case of serious injuries or where you require a further opinion refer the matter to the head or deputy. 
· Report any child welfare/safeguarding or disclosures a child makes directly to the Head teacher or Deputy in her absence. Do not quiz the child further the matter will be dealt with using schools safeguarding procedures. 
General: 

· To support the Christian ethos of the school

· To undertake any professional duties, which may be delegated from time to time by the Head Teacher

· Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that any changes of a permanent nature shall be incorporated into the job description in specific terms. 
Please note that all holidays must be taken during the school’s holiday. 

