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Red Lane Primary School

Job Title

School Midday Supervision
Primary Purpose

Of the Job
To provide lunchtime support for the school under the instruction/guidance of the Lunchtime Manager.

Responsible to
Head teacher, Assistant Head teacher.

Principal 

Responsibilities
To show efficient and effective supervision of children at lunchtime. The aim of the role is to engage the children in a range of interesting and exciting activities and ensure that they socialize in a positive and co-operative manner.
MAIN DUTIES
· Be at their post promptly for the formal class hand over.
· Liaise with Class Teacher to exchange information about specific children and issue rewards.
· Toilet children efficiently and ensure all corridors are cleared.
· At designated time to blow the whistle, line up their class calmly and in an orderly fashion (where responsible for 2 classes they must be called separately).

· Call the ‘Dinner List’ and mark off ‘packed Lunches and dinners’- record any discrepancies.
· Ensure the children enter the dining room as their names are called (to avoid any queuing).

· Accompany their class into the dining room, promote good table manners and appropriate use of cutlery, assisting children to open wrappers and cleaning spillages where necessary.

· At regular intervals inspect the dining room floor and address litter where appropriate.

· Encourage children to attempt all foods and leave the dining room promptly.

· If raining monitor any queues and supervise children in the corridor.

· Leaving the dining room as soon as their colleague enters with the next class.

· If raining, co-ordinate and supervise appropriate activities within the classroom environment
· Actively promote children’s participation in structured activities as per rota.

· Supervise children’s attitudes and behaviour over the lunchtime period and deal sensitively with issues as they arise, following school procedure.
· Report any serious incidents to the Senior Lunch Supervisor having completed the necessary paper work.

· Ensure that on hearing the whistle to mark the end of lunchtime assistance is given to class teachers to line up their class before leaving the yard to take up posts as directed by the rota. (e.g. toileting or putting away equipment). 

· Complete any necessary paper work and liaise with a Senior Manager if relevant.
Customer Care – To provide quality services that are required by our community.  To give members of the community the opportunity to comment or complain if they need to.  To work with the community and do what needs to be done to meet their needs.  To inform your manager about what members of the community say in relation to the services delivered.

Develop oneself and others – To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your personal development plan.  To be ready to share learning with others.

Valuing Diversity – To accept everyone has a right to his or her distinct identity. To treat everyone with dignity and respect, and to ensure that what members of our community tell us is valued by reporting it back to the school.  To be responsible for promoting and participating in the achievement of the departmental valuing diversity action plan.

      Health & Safety  - to be aware of and work within the schools’ health and safety procedures and policy.

The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time. 

Bolton Council has a statutory duty under the Civil Contingencies Act to respond in the event of an emergency.  If Bolton Council's Emergency Management Plan is activated, you could be required to assist, or assist others, in the continued maintenance or delivery of key Council services and of support to the community.  This could require working outside of routine working hours and could entail working from places other than your normal place of work.
N.B. Emergencies requiring activation of the Bolton Council Emergency Management Plan only occur very infrequently.  If you are asked to respond to an emergency, your personal circumstances at the time will be taken into account." 
                     Job Description – Leisure Time Mentor

