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St Damian’s RC Science College

JOB DESCRIPTION

Lunchtime Supervisor

	Post title


	Lunchtime Supervisor

	Core Purpose


	To ensure the safety and general welfare and proper conduct of the pupils during the lunchtime period.






	Line Managed by


	School Business Manager



	Line Management
Responsibility


	None



	Working time


	5 hours per week: 1 hour per day (13:30-14:30) each day Monday to Friday 

	Grade


	A  points 6 to 9 




PRINCIPAL RESPONSIBILITIES:

	
	· Supervise pupils immediately before, during and after the lunchtime break in all required areas.  This will include indoor and outdoor supervision and pupils who have a school meal as well as pupils who bring their own food.


	
	· Assist pupils as required with personal hygiene when appropriate.



	
	· Assist pupils who have a physical disability as necessary.



	
	· Encourage and assist pupils in eating, providing guidance on the proper use of cutlery. 



	
	· Assist pupils in carrying/transporting trays to the tables and returning crockery and used trays to the food counter. Ensure the dining hall is left in a tidy condition.



	
	· In the event of a pupil becoming ill, distressed, or experiencing an accident, provide initial aid and summon qualified assistance. Completion of relevant reports.



	
	· To assist with the clearance of spillages and wipe down, as necessary.

	
	

	
	· Report to the Business Manager / Headteacher any child whose diet may give cause for concern.



	
	· Ensure that pupils remain within a safe environment, and that they play safely.



	
	· Ensure suitable behaviour standards are adhered to, in line with school policy and procedures.



	
	· Report to Business Manager / Headteacher any inappropriate pupil behaviour/incidents during the lunchtime break.

GENERAL:

	
	· To carry out such duties which reasonably correspond with the general character of the post and are commensurate with its level of responsibility.

· To carry out additional duties as defined by the Headteacher/School Business Manager.

· Take part in performance management procedures and participate in training and development activities as required.

· To comply with policies and procedures relating to child protection, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person.

· Contribute to the overall ethos, aims and targets of the school, appreciate and support the roles of other members of the school work team and attend and participate in relevant meeting as required.

· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
· Be aware of and comply with all the school staff handbook, policies and procedures in particular in relation to child protection, health, safety and security, intimate care, confidentiality, data protection; reporting all concerns to an appropriate person

· Contribute to the provision of First Aid and care & welfare of all pupils

· Assist in covering absent colleagues so that the provision for pupils is maintained

· Attend and participate in relevant meetings or events (such as Open Evening) as required 



Application & Recruitment Process: Further Guidance to Candidates
Applications will only be accepted from candidates completing the Teacher CES Application Form or Tameside MBC Support Staff Application Form in full.  CV’s will not be accepted.  On occasion, we receive a high number of applications and therefore we regret that we are unable to reply individually to each application. Applicants who have therefore not heard from us by 5 working days prior to the advertised interview date, must therefore assume they have not been shortlisted for interview.

St Damian’s RC Science College seek two references (one must be your current employer) and a faith reference for teaching staff, for all shortlisted candidates prior to the interview (unless candidates have indicated otherwise on their application form). Information requested from referee’s will include information relating to performance, attendance, disciplinary records, suitability for the role applied for and the applicant’s suitability to work with children.

The recruitment process will vary for each role but will generally involve at least one interview, alongside other suitable recruitment tests, as appropriate. We will also carry out the below checks for all appointments:

Pre-employment Checks

In keeping our students safe, all appointments to St Damian’s RC Science College will be subject to the following pre-employment checks:

· Receipt of at least 2 satisfactory references, one of which must be the applicant’s current (or 
most recent) employer

· Verification of identity, right to work in the UK, and qualifications

· Receipt of a satisfactory enhanced disclosure from the Disclosure and Barring Service (DBS).

· For teaching posts, verification of successful completion of the statutory induction period

· Verification of medical fitness for the role

All roles are subject to a 6 month probation period.

Criminal Records

All posts in St Damian’s RC Science College involve some degree of responsibility for safeguarding children, although the extent of that responsibility will vary according to the nature of the post.  Accordingly, all posts within St Damian’s RC Science College are exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind overs, including those regarded as ‘spent’ must be declared by all applicants. The amendments to the Exceptions Order 1975 (2013) however provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring website.

We recognise that people with criminal convictions face discrimination when seeking employment and so have procedures as part of the recruitment and selection process to guard against further disadvantage. Any information will be treated in the strictest confidence and you will only be prevented from obtaining employment if we consider applicants have a criminal record that makes them unsuitable for work involving substantial access to children/vulnerable people.

Should you require any further information regarding St Damian’s RC Science College’s application and recruitment process please contact 0161 330 5974

                ST. DAMIAN’S SCIENCE COLLEGE

Person Specification
                               Lunchtime Supervisor Grade A

Personal requirements of a successful postholder



Education/Qualifications/Membership of Professional Institutions (indicate grade)

Good numeracy and literacy skills – to GCSE standard




D
Willingness to undertake training






E

Specialised Training

First aid training








D

Experience

Working within a school setting






D

Key Skills

Ability to relate well to children and adults





E

Work constructively as part of a team, understanding the school environment 

and your own position within this






E

Effective use of ICT and other appropriate equipment




D

Ability to self-evaluate learning needs and actively seek learning opportunities

D
Key Knowledge

General understanding of relevant polices/codes of practice and awareness 

of relevant legislation within a school setting
eg Confidentiality, Safety and Security

of pupils, office systems







D

For information

Category (E) – ESSENTIAL - without which the candidate would be unable to carry out the duties of the post

Category (D) – DESIRABLE FEATURES which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.
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