	Muriel Green Nursery School
Job Description

	

	Lunch Club Assistant


JOB TITLE:        LUNCH CLUB ASSISTANT

LOCATION:
Nursery School / Day care
GRADE:
      H2.1


HOURS               11.15 am to 1.30pm
1.
PURPOSE OF YOUR JOB

To prepare the room for lunches, clear away afterwards and to supervise children whilst they eat lunch and play afterwards.

2.
MAIN AREAS OF RESPONSIBILITY

· Prepare the layout of the tables in preparation for lunch including laying up tables.
· Support Practitioners serving and supervising the pupils when they are eating lunch and playing outside or in rooms during the lunch time period. 
· Support Practitioners with all aspects of care for the children.
· Clear up the dining area after lunch including clearing any food etc. left on the tables, wiping  and stacking the tables and chairs and sweeping the floor.
3.
ORGANISATION CHART

    Day Care Manager, Deputy Day Care Manager, Lead Practitioners







   Lunch Club Assistant
4.
SUPERVISION


Supervised on a daily basis by the Day Care Manager, Deputy Day Care Manager or Lead Practitioner
5.
JOB CONTEXT

Working with Nursery and catering staff to ensure that lunch starts and finishes on time.  Ensuring that children have a cooked lunch and are cared for and supervised during the lunch period.

6.
CONTACTS
· Headteacher, Day Care Managers, Lead Practitioners and other teaching and support staff

· Children / parents

· Catering staff

7.
KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of working in an environment with children would be desirable but not essential

· Knowledge of basic safeguarding and hygiene procedures.

8.
PROBLEMS AND DECISIONS
· Ensuring lunch is laid with the correct placemats.

· Sometimes managing behaviour of children the dining room to encourage them to eat which is reported to the Nursery Staff 
· Occasionally a child may feel unwell during lunch and need help and this is also reported to the  room staff / SLT.
· Playing indoors and outside with a range of resources.
9.
FINANCE AND RESOURCES

10.
PHYSICAL EFFORT

Moving and carrying dining tables and chairs at the beginning and end of the shift.
Playing with and caring for young children
11.
WORKING ENVIRONMENT

This work takes place indoors and outside there are no really hazardous conditions.

12.
ADDITIONAL INFORMATION

Children may sometimes have allergies and special dietary requirements. All policies and procedures must be followed
Equalities

Hertfordshire County Council is committed to openness and equality of opportunity in every activity, from the way we employ staff to the way we deliver services.  It is a central responsibility of members, managers and employees of the County Council to ensure that every individual that we come into contact with is treated with dignity and respect. 

Health & Safety

It will be the duty of every employee while at work to take reasonable care for the Health and Safety of themselves and of other persons who may be affected by their acts or omissions at work.

Working Environment 

The school provides integrated services for education and care for children from 0 to 5.

The Day Care is open for 5 days a week, 49 weeks a year from 7.45am to 6.15pm. Staff contracts are for 52 weeks or term time only depending on the post appointed to. 
Disclosure & Barring Service 

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.  An enhanced disclosure will be sought through the Disclosure and Barring Service as part of Hertfordshire County Council’s pre-employment checks, (formerly known as Criminal Records Bureau).  Please note that additional information referring to the Disclosure and Barring Service is in the guidance notes to the application form.  

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.

Signed:
Date:

(Employee)

Signed:






Date:

Headteacher / Day Care Manager
