







Joseph Locke Primary School

Job 


Description

	DIRECTORATE:
	PEOPLE

	SERVICE AREA:                                                               SCHOOLS
                   

	POST TITLE:
                                                          School Meals Supervisory Assistant

	POST REF:                                                                        SMSA
	GRADE:       Grade 1

	RESPONSIBLE TO:                                                          Headteacher/Senior School Meals Supervisory Assistant

	EMPLOYEE SUPERVISION:
                                           None
	              

	JOB PURPOSE:
To undertake the supervision of pupils in and around school during lunchtime breaks.  To ensure the safety, welfare, good conduct and discipline of pupils.
KEY AREAS:
Supervision of pupils on school premises.  To ensure the health, safety and wellbeing of all pupils.

DETAILS OF DUTIES AND RESPONSIBILITIES:


	1.
	Assist the senior supervisor by carrying out a range of duties under their direction, including working with children with a SEN.


	2.
	Actively supervise pupils in designated dining areas during the lunchtime break while they are eating their lunch, including children with a SEN.


	3.
	Supervise pupils in other areas of school both inside the building and in the playground during the lunchtime break including children with a SEN.


	4.
	If poor weather prevents pupils going outdoors during the break settle and supervise them in their normal classrooms or elsewhere as directed.



	5.
	Report any incidents or concerns about the behaviour or safety of pupils to the senior supervisor.  Administer first aid where appropriate.


	6.
	Clean tables, chairs and floor of spillages and debris between sittings, prior to the tables being re-used.



	7.
	Clean up spillages as they occur.


	8.
	Care for sick or injured pupils and assist with toileting etc ie changing soiled clothing as and when required.



	9.       
	Be aware of and comply with policies and procedures relating to child protection and health and safety.

	


10.       Contribute to the overall ethos, work and aims of the school.
11.       Participate in training, other learning activities and performance development as required.

	And any other duties commensurate with the grade and falling within the scope of the post, as requested by management.

	                       


Person

Specification









Joseph Locke Primary School
Post Title:  School Meals Supervisory Assistant
Post Ref :  SMSA






                                                          Grade:    Grade 1

	Criteria                                                                                                                                                                     Essential       Desirable

	Skills

Knowledge

Abilities


	Able to maintain good conduct and discipline and ensure the general well being of pupils (I)

Able to show understanding of the needs of children of varying age groups (I)

Able to act quickly and deal effectively with any situation which may arise (I)

Able to understand the need to maintain appropriate relationships with colleagues, Senior SMSA, teachers and other school staff and students and therefore:-

        Able to work on own initiative and also as team member      

        Able to act on instructions

        Able to maintain absolute confidentiality (I)

Able to communicate effectively both orally and in writing

                                                                                 (A/I)

Awareness of health and safety

Awareness of confidentiality
	(
(
(
(
(
(
(
(
(

	

	Experience
	Experience of supervising /working with children 
	(
	

	Qualifications

Training


	Basic Evidence of Competence in English (A)

Current First Aid Certificate/training in First Aid procedures (A)
Willingness to undertake any appropriate training relevant to the post.


	(
(

	(

	Other


	Flexibility (I)

Reliability in all aspects of employment (A/I)

Interested in the type of work involved (I)

Available to work during the lunchtime period (A/I)

Available at short notice (I)
	(
(
(
(
(

	


Measurement Key:-



TP = Test prior to shortlisting (ie all applicants)
I     = Probe at Interview



A    = From Application Form


DE = Documentary evidence



TS = Test after shortlisting


                O   = Other (please specify)

