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ST. EDWARD’S CATHOLIC PRIMARY SCHOOL

JOB DESCRIPTION

Salary Group:  Support                                    

Post Title: Midday Supervisory Assistant


Scale 2

Hours  7 ½ 

INTRODUCTION

The education, welfare and spiritual development of all pupils is the prime objective of all staff. 

As an employee of the school you are expected to follow all policy, procedure guidelines, national, borough, school, in a manner which reflects the catholic ethos of the school and the principles of the school’s Mission Statement

It is also expected that all employees seek to enhance their skills by ensuring that those skills are regularly updated by attending appropriate training, courses or seminars. All staff requests for training will be received favourably and every effort will be made to accommodate those requests in relation to the School Development Plan

PURPOSE OF POST

To assist with the supervision of pupils during the lunchtime period.
RESPONSIBILITY

Line Manager:

School Business Manager  

LIAISON AND CO-OPERATION

The postholder will work in liaison, contact and co-operation with:

· School Business Manager 
· Welfare and Midday Supervisory Staff
· All staff members both  teaching and associate
· Parents, governors and the local community.
POLICY AND LEGAL FRAMEWORK

The postholder will work within the framework of:  National, borough and school policies and guidelines. 

TASKS AND DUTIES

· To work cooperatively with all members of the Supervisory staff ensuring that all members of the team are treated with respect and given equal responsibility.

· To assist in the supervisory requirements of the school during the lunchtime period ensuring all pupils have a lunch, either a packed lunch or paid meal.

· To watch over pupils, during the period prior to and following their meal, by maintaining a safe and secure environment for pupils to play.

This involves dealing with:

· To assist in ensuring that all pupils have washed their hands etc., prior to being taken to the dining hall.

· To assist with the efficient running of the distribution of school meals by assisting children in the choice for their lunch.

· To ensure pupils are seated quickly and efficiently.

· To assist in the cutting of food etc.

· To assist in the clearing of trays, tables etc.

· To wipe tables in readiness for the next group of children.

· To assist in clearing up in the event of a pupil being sick.

· To ensure orderly behaviour both in the dining hall, playground and within the precincts of the school.

· To ensure all pupils return to the playground and monitor their safety within the playground.

· Monitor all areas of the playground ensuring no child is being bullied or isolated.

· To ensure all pupils line up in accordance with procedures and remain until teachers are on the playground.

· To ensure that any injured pupil is taken to the medical room and that the Welfare staff are informed of the nature of the injury.

· To inform the Head Teacher or Deputy of any incident of fighting or bullying immediately.  If the occasion arises that they are not available to ensure that a member of the Senior Management have details of the incident.
· Any other reasonable request of the Headteacher / School Business Manager 

PROFESSIONAL DEVELOPMENT  

· To keep up-to-date with current educational thinking and practice, both by study and by attendance at courses, workshops and meetings, and to participate fully with the requirements of Performance Management.

NOTES

A. In order to fulfil your role it is essential that you are fully aware of the following documentation:
· School Policies & Guidelines-
 Whole School Anti Bullying Policy, Behaviour Policy

                                                         
 Lunch Time Supervision Guidelines

· Mission Statement

· Staff Handbook

B.
This document, which has been negotiated between the postholder and Headteacher, or a delegated member of Senior Management Team, may be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation has taken place. 

LUNCHTIME SUPERVISION GUIDELINES AND PROCEDURES

Lunchtime Supervision is a key role within the school and it is vital that personnel employed in this area are fully aware of their role and responsibilities.

1. Please ensure that you report for duty on time12.00 noon

2. Depending on the rota your duties will be:

Hall Duties-

· Pouring water.

· Assisting children choosing food, cutting up food etc.

· Ensuring pupils move quickly and orderly to their seats.

· Encourage pupils to eat but do not force.

· Ensure pupils do not linger in the dining hall.

· Wiping spills, tables etc

· Once the dinner all is clear of pupils please ensure that you take up your duties in the playground area as soon as possible.

Playground /corridor duties-

· Collecting pupils, ensuring they have gone to toilet and washed their hands.

· Ensuring the smooth run of pupils through the corridors into the hall for their lunch – the Prefects can assist you in this activity.

· Supervising pupils in the playground – please ensure you circulate and that children are encouraged to play circle games, skipping, ball games – the Prefects can assist you in this activity.

· Only Prefects and named Librarians are allowed in school during lunchtime period without a teacher accompanying them.  Any pupils found within the school should be challenged and if a suitable explanation not being available he/she should be reported to the duty teacher.

· Please deal with incidents in a sensitive and caring manner, by not shouting you will diffuse a situation and reinforce the type of behaviour expected in school.

· Pupils placed on the wall for Time Out, must be monitored, please consult with your team member before you permit a pupil to leave the wall.

· Teachers may place a pupil on the wall please ensure you know if they have had lunch, how long they are to remain on the wall etc.

· Teachers may keep children in to finish work as a punishment, please ensure the teacher is aware of when their class go in for dinner- a Prefect should be sent to inform the teacher, you must not leave your duty to do this. 

· Any pupils caught fighting should immediately be reported to the Deputy Head or Head Teacher.
· Any incidents of bullying must be reported.  Please be clear about what constitutes bullying by being aware of the Anti-Bullying Policy.

Wet Play 

· Pupils are to be supervised in their classes.

· Please ensure they are occupied with quiet games

· No balls are allowed.

· No running, jumping climbing on tables etc.

· Prefects are assigned to classes and will assist you in ensuring order.

· Disruptive pupils to be placed outside they class door and a report made to the class teacher.

· Pupils are not to be left unsupervised at any time.  In the event of you having to leave your post you must inform another member of your team or staff.

· At the end of your duty please ensure all coats etc are removed from the playground and given to the Welfare to be returned to the owner.

PLEASE NOTE:

· Should duty teacher be late in coming to the playground send a prefect to inform the School Business Manager or Deputy.

· Any matter relating to injury or sickness is the responsibility of the Welfare Assistant or Qualified First Aider. It is your duty of care to inform them of any problem but their responsibility to deal with it in an appropriate manner.

· In the event of a pupil disclosing information relating to a child protection issue you must inform the Head Teacher or Deputy immediately.  Please note that confidentiality is of the utmost importance in this matter.

PERSONNEL ISSUES 
1. In the event of you being sick or unable to attend please inform School Business Manager as early as possible, preferably before 9.30am.  If possible please indicate when you will be available to return to work. Please notify the School Business Manager the afternoon before the day you intend to return to work.  

2. On your return to work you must sign a self- certification form or a medical certificate must be produced if illness last more than 7 days.  

3. In the event of a dependent being ill you are allowed 1day paid leave, to arrange child care, to a maximum of 6 days in any one year.

4. Other regulations determine if you are entitled to paid or unpaid leave please notify the School Business Manager of any circumstances relating to absence.

5. It is the Head Teacher’s duty to monitor absence/lateness of all staff and there are strict guidelines regarding this issue. 

In the event of six instances of absence or lateness a meeting will be arranged to discuss they matter with your Line Manager :  School Business Manager

Further incidences may result in a written warning being issued leading to a request to see the Occupational Medical Officer in the event of sickness.

In the event of Lateness this may result in a docking of pay in 15minute intervals.

6. As part of the school’s Performance Management Policy we have a duty for your training and personal development. Should you wish to apply to attend a course or training session please inform your Line Manager:  School Business Manager

7. Any matter relating to a Personnel issue should be addressed in the first instance to your Line Manager:  School Business Manager.

Should the issue not be dealt with satisfactory the matter should be addressed to the Head Teacher.
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