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HARTSBOURNE PRIMARY SCHOOL

JOB DESCRIPTION

Post Title:


Teaching Assistant with Mealtime Supervision
Salary Grade:


H2 (Part time) 7.45am – 3.30pm Half an hour lunch
Responsible to:

The Head teacher and Governors
In liaison with:
Senco, Class Teachers, Senior Supervisor 
Effective from:
September 2020
PURPOSE OF THE ROLE:  
· To work with teachers to support teaching and learning, providing general and specific assistance to pupils and staff under the direction, guidance and direct supervision of the classroom teacher.  
· The post-holder is one of a team of support staff who support the learning and development of pupils (both individually and generally). Flexibility by all staff is important in order to meet the needs of pupils and the school.
· To work with other assistants and catering staff to supervise children over the lunch period, ensure that children have either a school dinner or a packed lunch, play safely and the lunchtime starts and ends calmly and punctually.  

RESPONSIBILITIES:
The accountabilities and responsibilities listed here are neither definitive nor exhaustive. The job description is therefore subject to change to reflect or anticipate changes in the post that may be required to accommodate the needs of the pupils and the school.

· Support pupils to understand instructions, support independent learning and inclusion of pupils in lessons. 
· Work with individuals (1:1) or small groups of pupils in the classroom or quiet areas, under the direct supervision of teaching staff and provide feedback to the teacher.
· Support the teacher in behaviour management (in line with school policies) and keeping pupils on task. 
· Support pupils in social and emotional well-being, reporting problems or difficulties to the teacher as appropriate.
· To supervise, engage and support children’s learning through play during break and lunchtimes, ensuring their safety, whilst maintaining the school’s expectations of behaviour and good manners. 

· Prepare and clear up learning environment and resources, including photocopying, filing and the display and presentation of pupils work and contribute to maintaining a safe environment.
Teachings Assistants in this role may also undertake some or all of the following:

· Record basic pupil data 

· Support children’s learning through play and associated activities. 
· Assist with break-time supervision including facilitating games and activities. 

· Assist with escorting pupils on educational visits.
· Support pupils in using basic ICT. 

· Invigilate exams and tests. 

· Assist pupils with eating, dressing and hygiene, as required, whilst encouraging independence. 
	Knowledge 

NVQ level 2 (or equivalent)
Competency in maths and English (GCSE Grade C or equivalent)
Basic knowledge of ICT
Knowledge and understanding of Keeping Children Safe in Education and awareness of general safeguarding in schools. 

Awareness of Health and safety

Awareness of Data protection and confidentiality

Basic knowledge of First Aid 

Understanding of the school’s ethos, vision and values
	Competencies

Communication skills (written and verbal)

Problem Solving

Team working

Active Listening

Motivation and awareness
Sensitive to the needs of children 

Reliable and enthusiastic for the role


SCHOOL ETHOS AND VISION:
Building a strong school community; inspiring pupils to gain the confidence, resilience and independence to become life-long learners, making the best progress possible and creating happy memories.
LUNCHTIME SUPERVISION

Lunchtime supervision includes the following:

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, behaviour, confidentiality and data protection; and report all concerns to an appropriate person.
· Be vigilant and consider health and safety at all times. 
· Contribute to the development of children’s social skills and model appropriate manners. 

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

· Preparation of tables and leaving the dining room clean and tidy, ready for the next day. 

· Supervising the pupils in the playground and during wet lunch times in designated classrooms including the use of wet-play resources.
· Clearing up blood or other bodily fluids of children after accident or sudden illness.
· Dealing with minor ‘first aid’ incidents over the lunch period and completing the accident book if appropriate. 
· Liaise with the paediatric First Aider on duty if necessary and meet regularly with Lead MSA. 
WORKING ENVIRONMENT

A certain amount of physical effort will be required, including walking around the field and playground, moving small play equipment, tables and seats.   Monitoring will include: 
· Indoors:
The dining room, hall and classrooms.
· Outdoors:
Playgrounds, all weather pitch and field, all year round (including cold and inclement weather).
CHILD PROTECTION

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 job may require working with children whose mobility is restricted.  Appropriate training will be provided, if necessary.

ALTERATIONS TO THE JOB DESCRIPTION

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.

The job is one of a set of teaching assistant jobs whose evaluated pay grade is determined by the level of responsibilities. A jobholder may not be required to fulfil all of the duties identified in the job description.  But, in order to justify the pay grade for any job above H1 the jobholder must be spending at least 50% of his/her time on higher level duties. These duties are specified in each job description.  

The set of job descriptions allows some employees to grow into the next job description provided:

a) the school has sufficient work of the right level that would justify the next job description

b) and the jobholder has gained sufficient knowledge and skills, either through qualifications or through experience, to fulfil the duties of the next job description 
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