Job Title: Midday Supervisory Assistant 

Location: Letchmore Infants’ and Nursery School
Pay grade: HB
Purpose of the role:  The post holder will be required to supervise pupils during the midday break, and ensure the safety and welfare of such pupils during this period, in accordance with the general instructions of the other members of the school’s teaching and support staff, as appropriate, with reference to school policy. 
Accountability: The post holder is managed by the Co-Headteachers.  The post holder works under the day-to-day supervision of the Head of key stage.
	
Responsibilities: 
To supervise pupils remaining on the premises at lunchtime in all designated areas of the school.
To help to promote a happy, secure experience for all pupils at lunchtime by: 
· Treating the children fairly and with respect when answering their questions 
· Remaining calm and reassuring when dealing with children
· Responding appropriately to children with different needs
· Promoting calm conversation between children through own modelling of conversation and behaviour
· Support pupils in resolving their conflicts through modelling and supporting the school positive behaviour policy. 

Support pupils in having an enjoyable experience by: 

· Modelling good table manners and reward children for good behaviour
· Assist children with cutting up food where necessary and encourage good use of cutlery 




To be an effective part of a lunchtime team by: 
· Assisting the school team to secure the safety, and welfare of pupils during the midday break. 
· Effectively supervise pupils in and about the school premises 
· To uphold and support the ethos and values of the school
· To maintain an acceptable standard of conduct amongst pupils (see Behaviour Policy)
· Report to the class teacher and other colleagues (as appropriate) on day to day matters
· Ensure that any pupil who suffers an accident or injury is dealt with appropriately in accordance with the school’s agreed procedures (see First Aid policy) 
· Ensure that all forms and letters are completed correctly and distributed appropriately
· Deal with any spillages in accordance with infection control procedures 
· Provide an effective environment for positive play (ensuring safety, appropriate discipline techniques, understanding of anger management and behaviour issues for children and leading exciting and stimulating play activities)
· To follow the agreed procedures correctly to ensure lunchtimes run smoothly, to allow pupils to develop appropriate social skills and to keep pupils safe
· To ensure that all pupils return to the care of their teachers at the end of the lunchtime period 
· Support the aims of the school as an inclusive culture by following all school policies and procedures 

Continuing Professional Development: To keep up to date with developments within the school by liasing with the other lunchtime members of staff on matters to do with organisation and effective pupil management at lunchtimes. 
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Health and Safety
To be aware of and comply with Letchmore’s health and safety policies.
Safeguarding
To be aware of and comply with Letchmore’s safeguarding policies.
Data Protection
To be aware of and comply with responsibilities under the Data Protection Act (1984) and General Data Protection Regulation (May 2018) for the security, accuracy and significance of personal data held on paper or electronic systems.

	Knowledge 
Sound level of general education
NVQ level 2 in numeracy & literacy (or equivalent)
Intermediate knowledge of ICT, including the use of SIMs and presentation software
Working knowledge of Health, wellbeing and safety
Awareness of keeping children safe 
Basic knowledge of First Aid 
Knowledge of Data Protection and confidentiality
Understanding of the Schools ethos and values
Ability to support families with unmet needs
Understanding of SEN code of practice and disabilities legislation

	Competencies
Communication (written and verbal)
Problem Solving
Team working
Active Listening
Drive
Monitoring
Decision making
Sensitivity
People management
Adaptability
Managing relationships




Staff member’s name:										

Staff member’s signature:										

Date:												


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 DBS as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

This role will be reviewed annually as part of the PMD process

The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.	
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