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LUNCHTIME ASSISTANT: JOB DESCRIPTION

Salary
In accordance with the school’s support staff structure on point 3 
Line of responsibility
The post holder will be directly responsible to the Pupil Support Lead.
Job purpose
The Lunchtime Assistant is responsible for:
Assisting in securing the safety and welfare of pupils during lunchtimes. 
Undertaking the supervision and control of pupils in the canteen.
Undertaking the supervision and control of pupils in the playground and other school areas.
Other associated support duties.
Duties and responsibilities
Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Pupil Support Lead. 
Job specification
Operational
S/he shall undertake the supervision and control of pupils in the canteen, including:
Where appropriate, assisting/supervising pupils with their general hygiene requirements (washing, toileting, changing clothing) before entering the canteen in accordance with school policy.
Organising lunch queues and entry of pupils into and from the canteen to the playground and/ or other areas of the school; ensuring good behaviour and a calm atmosphere.
Dealing with any bullying/challenging behaviour that may occur by intervention or calling for assistance from other staff on duty, reporting incidents to appropriate members of staff according to severity of the incident.
Directing pupils to seats, deciding on seating arrangements, separating disruptive pupils where necessary.
Encouraging pupils, in particular those with special needs or disabilities, to eat their meals, (including those with packed lunches). 
Being aware of pupils on special or restricted diets for medical reasons through information provided to the school.
Assisting pupils with cutting up food and pouring liquids, and feeding where necessary.
Encouraging social skills and good table manners, ensuring safety with knives and forks.
Ensuring pupils tidy/clear up after meals in a satisfactory manner.
Cleaning up spillages as necessary when food or drink is spilt or dropped. 
Cleaning up vomit or other major spillages in the canteen in accordance with infection control procedures, ensuring pupils visit the medical room if appropriate.
S/he shall supervise and control pupils in the playground and about other school premises, including:
Where appropriate, collecting pupils from classrooms if going straight into the playground, ensuring they are adequately dressed for the prevailing weather conditions where necessary.
Supervision and control of the school entrance during breaks and lunchtimes to ensure pupils do not leave the playground without permission/authorisation. 
Checking on any strangers who may enter school premises in accordance with school guidelines, and remaining observant of any loiterers reporting them to the appropriate member of staff.
Directing pupils to the playground and supervising their activities and behaviour, ensuring their safety and well-being, providing emotional support where necessary, in accordance with school guidelines.
Preventing bullying and remaining aware of changes in friendships, encouraging socialising and play. Occasionally participating in games where appropriate.
Discouraging any dangerous activities, and dealing with and reporting any unacceptable or challenging behaviour in accordance with school policies and guidelines.
Supervising and controlling pupils inside the school premises when they are not permitted outside due to poor weather.
Ensuring that all pupils return to the care of teachers / appropriate members of staff at the end of lunchtime breaks.
Associated support duties, including:
Checking toilet areas regularly for signs of pupils who may be smoking/vandalising, checking for damage to and/or blockage of toilets/wash basins, and ensuring pupils are not loitering or playing in toilet areas.
Reporting any damage or blockages to caretaking staff.
Ensuring that any pupils who suffer an accident or injury are dealt with appropriately in accordance with agreed procedures.
Being aware of cultural differences between pupils, dealing with any incidents of bullying in accordance with agreed procedures.
Where required, assisting with the collection of lunch money and/or the completion of records/registers of pupils using the dining facilities.
General 
S/he shall establish and maintain good relationships with all staff, pupils and visitors.
S/he shall write and submit reports in relation to incidents witnessed and / or dealt with while carrying out her/his duties.
S/he shall attend relevant meetings and training sessions.


Conditions of employment
· The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the contract of employment) and code of conduct.
· S/he is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. 
· S/he shall uphold the school's policy in respect of child protection and safeguarding matters.
· S/he shall be subject to all relevant statutory and institutional requirements.
· S/he may be required to perform any other reasonable tasks after consultation.
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.
· This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.
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LUNCHTIME ASSISTANT: PERSON SPECIFICATION
	Essential
	Desirable
	Evidence

	Qualifications and experience:

	Educated to at least GCSE grade C standard or equivalent in English and mathematics.
Experience of working with children/young people.
	A qualification related to supervising and/or directing pupil activity.
Experience of working in a school or similar establishment.
Experience of liaising with other professional colleagues.
	Application form
Letter of application
References
Interviews
Certificate/s (to be available at interview)

	Knowledge and skills:

	Able to communicate effectively with people of all ages and levels.
Able to follow direction of line manager and others.
Able to deal with any bullying/challenging behaviour that may require intervention.
Able to assist pupils with their general hygiene requirements and spillages.
	Encouraging good social skills and manners.
Ability to motivate pupils to eat, including those with special needs and disabilities.
Ability to identify meal options for specific individual needs of pupils.
Effective administrative and numeracy skills to complete appropriate tasks.
	Application form
Letter of application
References
Interviews

	Personal qualities:

	Able to form good relationships with students, staff and service users.
Able to work flexibly to meet deadlines and respond to unplanned situations.
Able to keep calm when under pressure.

Desire to enhance and develop skills and knowledge through CPD.
Commitment to the highest standards of child protection and safeguarding.
Recognition of the importance of personal responsibility for health and safety.
Commitment to the school’s ethos, aims and its whole community.
	
	Application form
Letter of application
References
Interviews
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