
Job Title: Cover Lunchtime Supervisor 

To start: ASAP







We are seeking to appoint outstanding and innovative Cover Lunchtime Supervisor. The role is a casual role 
working when required by the school in term time only. Our lunchtime provision operates on a rolling basis 
starting with the youngest children going for their lunch at 11.30am and ending with the oldest children 
returning to class at 1.45pm.

The successful candidates will have excellent communication and people skills, a positive mindset, and a 
forward-thinking approach to working in a variety of contexts including in the dining hall, Nursery and 
playgrounds, as set out in the job description. 

They work alongside Teachers and Teaching Assistants on their own lunch duty to ensure a safe, enjoyable 
and fully supervised lunch period for all children.

The school prides itself on our warm and caring ethos. The successful candidate for this post will be an 
enthusiastic, dedicated and hardworking individual, with good interpersonal skills; with a commitment to 
traditional values in relation to behaviour, manners, appearance and standards to which the school is 
strongly wedded.

Mrs Deborah Ward is the line manager for the Lunchtime Supervisor team, which is made up of sixteen 
colleagues in total.



The Foundation considers this document as a “snapshot” of the job and the tasks listed are not an exhaustive list. It aims to provide a clear guide at the time of writing to all that is 
involved about the requirements of the job. It will also be used to communicate expectations about performance and will be used to monitor effective performance.

Key Duties and Responsibilities
• To be on duty in the area allocated and the time allocated to ensure continuity of supervision and to move around amongst the children within the area you are covering.
• To supervise pupils to ensure good behaviour in and around school.
• To encourage positive play and proper use of play equipment.
• Exercise no direct sanction against a pupil except those set out in the relevant policies.
• To report to the Head of Prep/Pre-Prep any concerns, including Health & Safety concerns or the presence in the school precincts of any unauthorised person.
• To adhere to all school policies and procedures that affect you and your duties (e.g. Fire, Accident Reporting; Child Protection, Behaviour etc.).
• To attend to sick or injured children and to report any accidents and request assistance from the School Nurse or first aider on duty as required.
• To report to the Head of Prep/Head of Pre-Prep any incidents:-

– Where pupils have acted in a manner deemed to be a danger to themselves and others
– Where pupils have acted in an inconsiderate or discourteous manner
– Where pupils have disobeyed the school’s Fair Rules
– Any other concerns you might have about any pupil or group of pupils. To supervise pupils in the dinner queue and ensure pupils line up in an orderly fashion.

• To supervise and assist pupils in the dining hall as they collect, eat and clear away their lunch.
• To attend to any spillages on floors and table tops utilising equipment provided by the catering staff (or to refer spillages to catering staff)
• Encourage pupils to eat the meal provided; assist with the serving and clearing of the meal; the cutting up of food and training pupils in the use of cutlery and table manners.
• Assist with the clearing of tables, return of trays and the orderly stacking and clearing of dirty plates.
• Ensure the removal of food and litter in the dining hall by pupils to maintain a high standard of cleanliness.
• To supervise pupils in allocated areas during inclement weather.
• Escort pupils to classroom for registration and afternoon activities.
• Arrange and supervise classroom activities during inclement weather.
• To attend Lunchtime Supervisor meetings and any relevant training as required.
• Other duties as may reasonably be allocated by the Headmistress within the range of the salary grade.



Appointment Timetable
Deadline for submission of applications 
(on the standard application form): Monday 13th April at 
12pm, may close earlier if suitable applicant found

Interview date: To be advised to shortlisted candidates

The Employer is Warwick Schools Foundation.

Salary
The salary scale for this role is Point 12, £14.87 per 
hour, (£12.71 plus £2.16 holiday pay).

Benefits for Staff
• Complimentary lunch and refreshments

• Free parking

• A virtual GP and Physio service

• Access to a wide range of retail discounts

• Use of the Sports Complex for staff

• A strong, supportive staff community

Pension
Applicants will be automatically enrolled into a 
competitive contributory pension scheme (employer 
contributions up to 14%).

Safeguarding and Protection of Children and 
Young Persons
In accordance with the Children’s Act 1989, on 
appointment post holders will be required to 
commit to their responsibilities with regards to 
safeguarding. In addition, offers of appointment will 
be subject to an enhanced criminal record check 
from the Disclosure and Barring Service (DBS).

These checks will highlight cautions, reprimands, and 
final warnings as well as any convictions. The post 
holder must not have any spent or unspent 
convictions that would prevent working with 
children.

All staff are required to adhere to the School Policy 
on safeguarding and undertake training as required 
and ensure the safeguarding and well-being of 
children and young people at the school, in 
accordance with School policies.

Appointment Method
Interview

The Application Form
Candidates must submit a letter of application 
outlining how they meet the job and person 
specification and what they can offer to the 
Department and the School.

If you have any queries about the completion 
of the form, please contact HR at 
HR@warwickschools.co.uk



Essential Desirable Method of assessment

Qualifications • None required • Food Safety Training at Level 2
• Allergen Awareness Training Level 2
• Manual Handling training
• Basic Health and Safety
• First Aid Trained
• Basic skills in Maths and English

• Interview and application form

Experience • Experience in working as part of a team. • Previous experience in a similar role
• Previous supervisory experience
• Experience of working with children

on a voluntary or paid basis

• Application form

Skills • Good communication skills and a pleasant nature
• Ability to work in a positive and constructive manner as part

of a team under the direction of the Heads of Prep and Pre-
Prep and Senior Lunchtime Supervisor

• Encourage high standards of pupil behaviour
• Respect confidential information
• Ability to act as an appropriate role model for the children
• Must be able to recognise discrimination in its many forms

and be willing to put the schools equality policy into
practice

• To adhere to the schools Child Protection, Safeguarding and
Health & Safety policies

• Must be able to recognise discrimination in its many forms
and be willing to put the schools equality policy into practice

• To adhere to the schools Child Protection, Safeguarding and
Health & Safety policies

• Recognise behaviour giving cause for
concern and inform teaching staff

• Interview and references



Essential Desirable Method of assessment

Personal competencies 
and qualities

• Flexible approach to work
• Good team member
• Friendly, tolerant, patient
• Sense of humour
• Well organised
• Approachable, sensitive, having good

rapport and motivational attitude with
children

• Good time keeping and attendance record
• Courteous and polite
• Projects a professional image for the school
• Able to be flexible with working hours

should the need arise for extra work on an
ad hoc basis.

• Calm in a crisis
• Shows initiative

• Interview and references

Safeguarding Children, 
Young People and 
Vulnerable Adults

• A commitment to the safeguarding and well-
being of children and young people at the
school, in accordance with school’s policies

• A willingness to adhere to the school’s policy
on safeguarding and to undertake training as
required

• Contents of the Application Form
• Interview
• Professional references
• Successful DBS Clearance

Equal Opportunities • Understanding of the requirements of
Equality and Diversity
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