The Ellis CE Primary School

Job Description for a School Meals Supervisory Assistant

1.
PURPOSE OF POST
To be responsible, under the direction of the Head Teacher for the supervision of pupils on the school site throughout the midday break (the interval between the close of morning school and the re-commencement of school in the afternoon).  To ensure the safety, welfare and good conduct of pupils, supporting play activities and good behaviour in accordance with the practices and procedures of the school.

2.
KEY AREAS

1.
Supervision of pupils on school premises.


2.
Maintenance of good order, welfare and discipline.


3.
Encouraging positive situations with children.


4.
Appropriate communication.


5.
General.

3.
DUTIES AND RESPONSIBILITIES

1.
Supervision of pupils on school premises.
(a)
To supervise areas, both indoors and outdoors, when children congregate during lunchtime.

(b)
To supervise play areas, corridors, toilets, classrooms etc., as required.

(c)
To supervise children eating their meal on school premises, in specified areas set aside for dining purposes.

(d)
To supervise queues waiting to enter specified dining areas.

(e)    If poor weather prevents children going outdoors during the break, settle and supervise them in their normal classrooms or elsewhere as directed.

(f)       Clean tables, chairs and floor of spillages and debris.

2.
Maintenance of good order, welfare and discipline
(a)
To follow the School behaviour policy and be aware of behaviour procedures in school and as appropriate, be involved in the monitoring of and dealing with behaviour.

(b)
Monitor areas under supervision to ensure welfare and discipline is maintained.

(c)
To discourage inappropriate behaviour.

(d)
Within the parameters of school practices and procedures, assist as appropriate to ensure Health and Safety is maintained.

(e)
To record any accidents or abnormal occurrences or passing on relevant information to staff.

(f)       Record and report any cause for concern following the school’s Safeguarding Policy and Procedures.

3.
Encouraging situations with children
(a)
Encourage pupils to maintain hygiene standards (eg. washing hands after toileting).



(b)
To encourage pupils to leave all areas in a tidy condition.

(c)
To encourage good relations between children through informal discussion and play situations.

(d)
As appropriate to organise the distribution and collection of lunchtime games.  Interact with the children and encourage game playing.
(e)
In any area under supervision, as necessary encourage children to behave in an appropriate manner.
(f)
Encourage good table manners.


4.
Appropriate Communication
(a)
Report accidents or other abnormal occurrences (including behaviour of pupils) immediately to the Class Teacher or, in emergency, directly to the Head Teacher or Deputy Head Teacher.

(b)      As necessary, pass on verbal or written information to the appropriate staff.
4.
GENERAL

To undertake such other duties and responsibilities of an equivalent nature, as may be determined by the Headteacher from time to time, in consultation with the postholder.

The postholder's duties must at all times be carried out in compliance with the Council's Equal Opportunities Policy and other policies designed to protect employees or service users from harassment.

(a) Work as part of a team.

(b)
Take reasonable care of the health and safety of self, other persons and resources whilst at work.

(c)
Ensure work is carried out in accordance with the Health and Safety at Work Act 1974 and subsequent legislation as detailed in the School Health & Safety Policy.
(d)      It is the duty of the postholder not to act in a prejudicial or discriminatory manner   

towards service users or employees.
Signed ……………………………………………………………………

Date …………………………………........................

Line Manager …………………………………………………………..
Review Date: ……………………………………….
