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St Margaret Clitherow Catholic Primary School
JOB DESCRIPTION  

	Job Title: 
	Lunchtime Controller
	Job Ref: 
	

	School:
	St Margaret Clitherow Catholic Primary School
	Salary: Bracknell Forest BG-J Scale Point 3 (£12.62  per hr) incl. Fringe allowance

	

	Reports To:
	Lunchtime Supervisor
	
	

	Employment Status: 

Permanent
	

	Hours of Work: 
1.33 hours per day, 5 days week term time only – 12.20pm to 1.40pm 

	

	Job Purpose. 
To help set up the lunch hall ready for lunch, to monitor the children during lunchtime both inside and outside on the playground and to help clear the hall after Lunch Service working as part of a team.

	Departmental/Team Purpose: 

The purpose of the school is to meet the educational needs of children and young people within the local community. Lunchtime is a very important part of the school day; it is the role of the catering team to ensure the children are safe and happy during this period, as well as providing appetising and nutritious meals.
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	Scope
	

	
	

	Financial Accountabilities
	

	Budgets directly controlled (please state if this has been delegated to the post-holder)
	

	Budgets monitored on day-to-day basis:

	NONE

	
	

	Staff Responsibilities
	

	Number of employees managed/supervised:
	

	Number of FTE (Full Time Equivalents) employees managed/supervised:
	NONE

	
	

	Management of Physical Assets
	

	Nature of physical assets directly controlled, (e.g. children’s home):
	NONE

	Details of service contracts managed:
	


	Summary of Main Contacts.

· Catering staff

· All school staff

· Pupils/Parents/Governors




	Main Tasks/Accountabilities 
To ensure high standards of cleanliness and hygiene
Wipe touch points in bathrooms and common areas. Check and refill consumables in bathrooms where necessary
To assist with setting up the hall for lunch and clearing away afterwards

To participate in all aspects of lunchtime monitoring including the lunch hall, and outside in the playground/fields. 
To work co-operatively with team and kitchen staff to ensure children are healthy, safe and happy

To ensure that the behaviour of the children is appropriate at all times and that school rules are being followed; to give rewards and apply sanctions as appropriate
To liaise with class teachers regarding any specific concerns related to individual children and update the behaviour monitoring system where necessary.
To encourage children to eat a sensible amount of food 
To administer basic first aid treatment during the lunch time period when required
To assist the Lunchtime Supervisor in her role to support the Playground leaders
When required, to tick the children’s names off the lunch register to ensure all children receive the meals they have ordered

When required, to assist with the serving of some parts of the school meal eg puddings or salads


	


PERSON SPECIFICATION

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

	Knowledge/Qualifications: (including professional body qualifications, NVQs etc and Training ) – What does the postholder need in order to be able to carry out the role to the level required.

· Good standard of general education 
· Knowledge of statutory Health & Safety and Hygiene regulations is desirable
·  Holder of relevant First Aid Certificate (desirable but not essential)
· Current DBS Check (this will be applied for by the school on appointment)

	Skills/Abilities: Problem solving, creative thinking, team working, quality focus, customer service, report writing, IT skills, people management.

· Able to work as a team 
· Able to follow instructions; menus, recipes, guidelines, codes of practice

· Polite, courteous and professional towards customers
· Good communication skills
· Ability to work under pressure

· Able to maintain high standards of personal hygiene
· Flexible approach & use of initiative


	Experience: type, level and length.

· Experience of working with children

· Experience working in a similar environment is desirable but not essential.


	Personal Qualities: or character relevant to the job such as ability to work as part of a team, a caring attitude, a good listener, a sense of responsibility, a positive attitude etc.
· A genuine desire to provide the children with the best possible lunchtime experience

· A pro-active and flexible approach to work

· Ability to work as part of a team
· Willingness to act on initiative

· A commitment to high standards, including punctuality and reliability.


	Special Factors: e.g. hold driving licence, work special hours, prepared to travel, attend evening meetings, hazardous conditions etc
· Flexibility to work additional hours as required eg inset days
· To be understanding and supportive of the Catholic Ethos of the school



Lunchtime Controller





School Business Manager





Lunchtime Supervisor 








