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               HAYFIELD LANE PRIMARY SCHOOL

	JOB DESCRIPTION


	Title:
	 Midday Supervisory Assistant 


	Grade:
	Grade 3, scp 3 


	Responsible to:        
	Headteacher/Deputy Headteacher/School Business Manager


	Responsible for:
	Pupils


	Purpose:                 
	Care and Supervision of pupils at lunchtime


Main Duties and Responsibilities:
School Lunch Dining:

· Collection of pupils from class and subsequent supervision of pupils walking to the Dining Hall.

· Supervision of pupils entering and leaving the Dining Hall and lining up for their lunch.

· Supervision of pupils eating and offering of assistance if required.
· Encouragement of pupils to use cutlery correctly.
· Encourage pupils to use sensible table manners.
· Encourage pupils to try different foods and eat as much as possible.
· Encourage talking in quiet voices.
· Assist pupils who are ill or injured.
· Wipe up/sweep up spillages on the floor and tables made during the course of the meal.

· Disposal of foodstuffs at the waste trolley.

· Ensure acceptable standards of behaviour are maintained.
Packed Lunch Dining:

· Collection of pupils from class and subsequent supervision of pupils walking to the Dining Hall.

· Supervision of pupils entering and leaving the Dining Hall and collection of their lunch boxes.

· Supervision of pupils eating own lunch and offering assistance if required.
· Encourage talking in quiet voices.
· Assis pupils who are ill or injured.
· Supervision of pupils returning lunch boxes to lunch box trolleys.

· Wipe up/sweep up spillages on floor and tables made during the course of the meal.

· Ensure acceptable standards of behaviour are maintained.

Outside the Dining Hall

· Promotion of Positive Play, ensuring productive lunchtime activities for pupils.
· Ensuring pupil hygiene - washing and toileting - cleaning pupils when dirty/soiled and arranging a change of clothes. Clearing up any areas that have been soiled (in accordance with the Health and Safety Policy).
· To move around amongst pupils within the playground/classroom area.
· Ensure acceptable standards of behaviour are maintained.
· Ensure high standards of safety of pupils. Assist pupils who are injured or ill and deal promptly with incidents of wrong choices in line with the school Behaviour Policy.
· Report serious or continuing behaviour incidents to the teacher.
· Ensuring confidentiality of dealings in school.
· Supporting pupils where necessary.
First Aid

· To attend to first aid requirements in accordance with the school’s First Aid Procedures (including recording accidents and injuries in the Accident Book and reporting them to the teacher). 
· To advise the school office staff /Senior Midday Supervisor of any incidents that require reporting to parents/carers.
· Call for assistance from Senior Midday Supervisor in the case of a serious accident/incident and report to Business Manager.
General

· Any other duties as requested by the Headteacher within the boundaries of the specific job grade.
To follow the school policies relating to the Behaviour and Safeguarding of Pupils. 

To attend to the personal needs of pupils in line with the Disability Discrimination Act.

The Postholder’s duties must be carried out in compliance with the school’s policies and procedures including child protection procedures and the Council’s Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974), and subsequent health and safety legislations.

