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	MEADOWHEAD SCHOOL ACADEMY TRUST
JOB DESCRIPTION

	
	This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	POST TITLE
	Lunchtime Supervisor

	RATE OF PAY
	Grade 1 scp 2   

	HOURS
	10 per week for 38 weeks per year

	RESPONSIBLE TO
	Operations Manager / Deputy Headteacher

	RESPONSIBLE FOR
	Providing supervision of students during the lunchtime break period

(12.00 – 2.00pm daily)



	PURPOSE OF JOB
	To provide term time supervision of students during the lunch break within the dining area, hall and other indoor and outdoor areas of the school


SPECIFIC DUTIES AND RESPONSIBILITIES
The post holder must at all times carry out his/her duties and responsibilities within the spirit of Schools policies and within the framework of legislation applicable to Academies and Trusts.
The person appointed will be expected to carry out the responsibilities listed below in conjunction with other people as appropriate, in a manner which is in keeping with the ethos and values of the Trust.

MAIN DUTIES AND RESPONSIBILITIES
Comply with and assist with the policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
Lunchtime Supervisors are accountable to the Headteacher for the safety and general welfare of students on the school premises at any time during the mid-day break.  Their duties include the following and such other duties as required by the Headteacher within the broad terms stated above:

· Supervision of students on site immediately before, during and after the mid-day break.  Supervision in the recreational areas and other areas as required.

· Supervision of students’ entry and exit from the dining area including any walk to and from the dining room and hall.

· Guidance on appropriate behaviour in the dining areas.

· Assistance with clearing trays and plates.  Spillages on the tables and the floor should be reported to Mellors staff (the catering providers)
· Setting up and removal of furniture in parts of the school for the use of children with sandwiches when the caretaker and any assistants are not available as designated by the Headteacher.

· Taking such steps within the school policies and practices when children are sick.  Attending to the needs of the child as well as the affected area (in the event that the caretaker is not on duty).

· Taking such steps within the school policies and practices to deal with injuries or illness of the students 
· Lunchtime Supervisors should be aware of the school's duty system and contact appropriate members of staff as needed.

· Lunchtime Supervisors should be aware of the school's Code of Conduct Policy and Discipline Policy and act in accordance with these.

· All Lunchtime Supervisors must be aware of Child Protection Policies and the statutory procedures associated with them.

Other responsibilities
· Undertaking personal and professional development as required
· Keeping abreast of changes in administrative procedures relevant to school management including Child Protection and health and safety responsibilities
· Continually developing skills and knowledge relevant to improving support services within the school
 

· Undertaking other duties and responsibilities as may be determined after negotiation between management, the post-holder and appropriate trade unions.

Team Responsibilities

All support staff at Meadowhead School are considered part of the overall support team and may be required to assist colleagues in other areas from time to time

To undertake any other duties and responsibilities, which do not change the character and purpose of the post, as may be determined after negotiations between management, the post-holder and the appropriate trade union.

Suggestions to amend/update this job description, which will lead to an improvement in the school's and/or the department's performance will always be welcome.
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LUNCHTIME SUPERVISOR – PERSON SPECIFICATION
Meadowhead School is looking to appoint personnel who would:

· be enthusiastic and committed to the school

· have the ability to adapt to change

· have the ability to work closely with a wide range of other professionals in a supportive and constructive way

· operate calmly and effectively within an environment which makes variable demands

· at all times operate in a professional and tactful manner, ensuring that any security requirements as required by Child Protection and Data Protection are adhered to

· have the ability to work as a member of a team as well as independently

· show initiative and self-motivation

· show commitment to staff development opportunities in order to improve performance and meet agreed objectives

· be aware of Health and Safety issues and implement these at all times

Experience:
Essential Personal Qualities
· a genuine liking for and concern for the development of young people
· good health and attendance record over the last two years

· good verbal communication skills

· good interpersonal skills and ability to build effective working relationships with students, teachers and other adults 

· commitment to personal training and development

· commitment to equal opportunities

Desirable
· experience of working with young people, not necessarily in a school environment 
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