Woodlands Primary School

Generic Job Description

MSA

	Job title:
	MSA 
	
	Grade:
	

	School:
	
	
	Post No:
	

	Line manager:
	The Head teacher 

	Supervisory responsibility:
	None

	Hours:
	


Main purposes of the job

· To ensure the health and safety of children at lunchtimes under the direction of the appropriate person as identified by the school.

· To be responsible for promoting and safeguarding the welfare of children and young people within the school.

Main responsibilities and tasks

Support to Pupils

· Supervise the children at all times during lunchtime on the school premises.

· Ensure that the children are behaving appropriately in line with the schools positive behaviour policy at all times including in the dining room, playground and during wet lunch times.

· Log any serious playground incidents using the school’s Incident Book

· Engage with the children and ensure that they are active in purposeful and co-operative behaviour throughout the lunchtime period.

· Engage with the children and ensure that they are active in purposeful, positive and co-operative behaviour throughout the lunchtime period.

· Take reasonable precautions whilst in charge of the children to see that they do nothing that is likely to injure themselves or others.

Checklist on the playground:

· Check that school gates are closed.

· Keep a regular eye on the toilets along with KS2 monitors.

· Supervise a specific area e.g. field, conservation area, playground equipment etc ensuring that you move around monitor the children.

· Immediately stop any boisterous or antisocial games such as bulldog or play fighting.

· Ensure that playground equipment is supervised at all times.

· Ensure that all younger children are wearing coats on cold days.
· Insist that any child outside with a coat or jumper must wear it; alternatively take inside to the cloakroom.

· Help younger children with zips / buttons on their coats.

· Enter all first aid treatment in the First Aid book.

· Report all head injuries.

· Check friendship stops.

· If warm enough – whilst children play on the school field, MDS’s should spread out to ensure supervision of all areas where children play.

Wet Lunch Checklist:

· Children should remain in their class room until they are called for lunch.

· Children should only use wet play equipment at lunchtime – They should not use scissors or other hazardous tools unless a teacher is supervising.

· Children’s behaviour must in line with the school’s behaviour policy – children should sit at a table or on the carpet area quietly getting on with an activity of their choice. At no time must children be allowed to run about in the classroom or toilet area.

· Children must be supervised to tidy their classroom at the end of wet playtimes ready for the next session.

Checklist in the Dining Hall:

· Ensure that all children use their cutlery, holding knives and forks correctly.

· Ensure that noise levels in the dining hall are closely monitored – children need to be reminded to reduce noise levels when appropriate remembering that they may only talk to the people sharing the same table.

· Ensure that children walk in the dining hall at all times and line up quietly.

· Seat younger children when appropriate.

· Encourage children to scrape and side their trays independently ensuring that they stack tray equipment properly and put knives and forks in the correct bowl.

· Encourage all children to eat their lunch and support slow eaters when appropriate.

· Ensure that children eating packed lunches take any unwanted food home with them.

· Inform individual members of staff when individual children regularly do not eat their lunch time meal so that they can speak to parents at the end of the day.
First Aid Checklist:

· All accidents must be recorded in the Accident book, ensuring to include the date, time, accident and action taken.

· Fill in relevant coloured forms: Light blue: accidents; Dark Blue: Incidents; Orange: head injuries. Ensure that all forms are given to the child’s class teacher so that they can send them home to parents. Report all head injuries.

· More serious accidents must be reported to the Head Teacher.

· If a child is sent home because of illness or injury, it must be entered in the Home book and authorised by the Head teacher or Deputy Head teacher in her absence.

· The office must be informed if it is necessary to contact a parent.
Support to Teachers

· Inform the appropriate member of staff in regard to behaviour at lunchtimes this includes positive and negative behaviours.

· Inform individual staff members of any accidents so that they can inform parents at the end of the day (Head injuries or more severe injuries must be reported to parents immediately).

Support to School

· In the event of any spillage, inform the appropriate person and take necessary action immediately to avoid possible accidents.

· Follow the schools policy and procedures on child protection.

· In the event of any injuries or sickness, ensure all are dealt with according to the school’s policy.

· Challenge and report any stranger on site.

· Keep the appropriate person informed of any information that may relate to a child’s health and safety.

· Take reasonable precautions whilst in charge of the children to see that they do nothing that is likely to injure themselves or others.

· In the event of any injuries deal immediately with the situation referring to the appropriate person and following the school’s policy and procedure.

· Ensure that you are a strong, positive role model for the children and other staff.

· Adhere to all the school’s policies. 

· Actively participate in any appropriate training when required.

Physical Restraint

· Children may only be physically restrained if they are a danger to themselves or others.
· If physical restraint is necessary, then it must be recorded and the Head teacher informed.
· Be aware that there should be no physical contact with children that could be misconstrued (refer to Child Protection Policy and Health & Safety Procedures).
· As with all state schools any form of physical punishment is not permitted.
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