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George Street Primary School

JOB DESCRIPTION

JOB TITLE:


Midday Supervisory Assistant   

RESPONSIBLE TO:
Headteacher & Governing Body

GRADE:


HA
1a)
DUITES

· To prepare the dinning room for school lunches and clear away afterwards.  

· To supervise pupils whilst they eat lunch and play outside on the playground and field. 

· Attend to pupils’ personal needs, including social, health, hygiene, first-aid and welfare matters.

1b) EQUALITIES

· Be aware of and support difference and ensure that pupils have equality of access to opportunities
1c) HEALTH AND SAFETY

· Be aware of and comply with policies and procedures relating to child protection, safeguarding, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

1d) CRIMINAL RECORDS BUREAU 

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  A DSB check will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

2.
MAIN AREAS OF RESPONSIBILITY

· Prepare the tables for lunch including cleaning the tables and setting up the folding tables in the hall.

· Supervise the pupils when they are in the dining room eating lunch.

· Supervise the pupils whilst they are on the playground and field during lunchbreak. 

· Clear up the dining room and hall after the lunch break including clearing any food and wrapping left on the tables and wiping the tables and sweeping the floors (for more detailed list of duties see ‘Lunchtime Routine’ displayed in the dining room.) 

· Administer basic first aid, recording using the appropriate forms. 

3.
ORGANISATION CHART

Headteacher 


Business Manager (Line Manager)


Senior Supervisory Assistant

Midday Supervisory Assistant

4.
SUPERVISION

· Supervised on a daily basis either by the Senior Supervisory Assistant

· The Business Manager is the Line Manger for all MSAs.

5.
JOB CONTEXT

· The jobholder work alongside other Midday Supervisory Assistants and catering staff to supervise the pupils during the lunch period and ensure that the school lunch breaks start and finish on time.   

· Flexibility by all staff is important in order to meet the varied needs of pupils.

6.
CONTACTS

· Senior Leadership Team 

· Other Midday Supervisory Assistants and other teaching and support staff

· Pupils

· Catering staff

7.
KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of working in an environment where there are children and young people would be desirable but not necessary

· Knowledge of basic hygiene procedures.

· Child Protection and Safer Working Practices training

· First Aid training 

8.
PROBLEMS AND DECISIONS

· Sometimes challenging behaviour from pupils in the dinning room which is reported to the Senior Supervisory Assistant or Senior Leadership/Management teams.   

· Occasionally a child may feel unwell or have an accident during lunch and need help.  This is also reported to the Senior Supervisory Assistant or Senior Leadership/Management teams if necessary.

9.
FINANCE AND RESOURCES


N/A

10.
PHYSICAL EFFORT

· Moving and carrying dining tables and chairs at the beginning and end of the shift.

11.
WORKING ENVIRONMENT

· The job may include clearing up blood or other bodily fluids of children.
12.
ADDITIONAL INFORMATION

· The jobholder is required to contribute to and support the overall aims and ethos of the school.

· Pupils can sometimes display challenging behaviour.  

· Individual pupils may have medical protocols or particular needs which need to be taken into consideration.  

· All staff are required to participate in training and other learning activities as required by the school's policies and practice.

It is not always possible to define completely the duties and responsibilities attached to posts and some variations may be necessary from time to time.

