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	Post title

	Lunchtime Supervisory Assistant

	Job Evaluation

	Yes/No

	Grade

	1

	Service

	Schools

	Service area

	St Oswald’s CofE Aided Primary and Nursery School

	Reporting to

	The postholder will be accountable to the Headteacher and Deputy Headteacher

	Location

	Your normal place of work will be St Oswald’s CofE Aided Primary and Nursery School

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure



Description of role

To work under the instruction/guidance of senior/teaching staff to support pupil over the lunchtime period; 
To provide an opportunity for pupils to practise their social skills under the supervision and guidance of adults.
To encourage the participation of pupils in a variety of social settings: eating, interacting and playing with peers and adults and enable pupils to become more independent.

Duties and Responsibilities

Duties include:

· Supervising the washing handwashing.
· Supervising entry/exit into/from the dining hall by pupils.
· Supervising pupils in the dinner queue and eating meals.
· Assisting pupils in the dining hall.
· Ensuring cutlery, trays and leftovers are cleared.
· Clearing up all spillages during mealtimes promptly.
· Assisting in wiping up tables and chairs when necessary at end of the mealtimes.
· Ensuring pupils maintain high standards of behaviour, reporting any serious cases of misbehaviour as appropriate.
· Supervising children in designated areas ensuring good conduct in behaviour in accordance with the school’s behaviour policy.
· Checking that groups of pupils do not congregate in inappropriate places (such as toilets).
· Supervising children during lunchtime in classrooms/hall during inclement weather.
· Initiating games and activities where appropriate, whilst maintaining broad supervision.
· Engaging pupils in safe, enjoyable, and creative activities.
· Performing basic first aid for incidents/accidents.
· Providing pastoral care and support to sick and injured children taking appropriate action as necessary ensuring other school staff are fully informed of incidents and accidents.
· Maintaining accurate and relevant incident/accident records.
· Attending any training courses relevant to the post, ensuring continuing, personal and professional development.

· Working positively within a team.
· Presenting oneself as a role model to pupils in terms of speech, dress, behaviour and attitude.
· Develop supportive, responsive and positive relationships with children.
· Always listen to children’s concerns and responding appropriately.
· Be alert for children who are vulnerable and intervene in disputes, as necessary.
· Undertaking any other duties that are commensurate with the post.
· Maintain confidentiality regarding pupils and school matters at all times.

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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