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Crigglestone St James CE Primary Academy

JOB DESCRIPTION: Lunchtime Supervisor
Responsibility areas: Supporting children at lunchtime, helping with eating, staying safe, supporting children to play and use resources appropriately. Setting up play areas and tidying resources away and upholding the Academy’s behaviour policy
Key Purpose: To supervise and ensure the safety of children during lunchtimes, this includes in the dinner hall, in the playground and in classrooms. Encouraging children to treat each other with respect and to follow the St James CE Primary Academy Behaviour Policy at all times.
Specific Duties
· Support children with eating when in the dinner hall, including cutting up of food, if needed and pouring drinks. 

· Ensure children leave the dining hall in a tidy condition by giving the necessary guidance to children in respect of cleaning plates, placing cutlery and crockery in trays provided and supporting with seating arrangements.

· Supporting children to use playtime resources and equipment safely and appropriately. 

· Setting up play areas, and tidying resources away.
· Carry out routine administrative tasks e.g. completing minor incident forms.

· Take instructions from the Lunchtime Manager and Senior Leadership Team (SLT) regarding the supervision of children throughout lunchtime.

· Supervise designated areas, responding effectively to children and ensuring safety by following the rules set out in the Behaviour Policy.

· Ensure acceptable standards of behaviour and movement are kept, reporting any persistent unruly behaviour, incidents of fighting, bullying or racial / personal abuse involving parents to the Lunchtime Manager or a member of the SLT as appropriate.

· Understand and use the school’s safeguarding procedures and actively promoting pupils’ wellbeing and safety.

· Promote the academy positively in the wider community.
Responsibilities
· Develop effective professional relationships with others and work alongside colleagues.
· Be aware of and support difference and ensure equal opportunities for all stakeholders accepting the principles underlying the St James Academy equal opportunities policies and practice.
· Maintain the confidential nature of information relating to St James Academy, its students, parents and carers acting in accordance with General Data Protection Act principles at all times.
· Contribute to and support the overall life, work/aims and ethos of the Academy.
· Attend and participate in relevant meetings as required.
· Participate and engage in training and appraisal as required.
· Undertake additional duties as reasonably requested by senior staff.
· Display commitment to the ethos and success of the school.
This job description may be amended at any time after discussion with the Headteacher and will be reviewed annually.

Crigglestone St James CE Primary Academy
PERSON SPECIFICATION: LUNCHTIME SUPERVISOR
	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Relevant Experience
	· Ability to supervise children effectively 

· Use of general cleaning equipment 

· Basic administrative experience  

· Ability to fulfil all spoken aspects of the role with confidence 
	· Experience of working in an educational environment  
	Application / Interview / References  

	Qualifications and Training
	· GCSE’s or equivalent (A-C) including English and Maths 

· Willing to undertake training as required and assist in training colleagues
	· Health and safety qualification, e.g First Aid 
	Application / Interview / Documents 

	Special Knowledge and Skills
	· Excellent communication skills.

· Excellent organisational skills.

· The ability to remain calm under pressure.

· Excellent time management skills.

· The ability to work with children in a professional manner.

· The ability to record and pass on information accurately.

· The ability to be proactive in seeking solutions.

· The ability to maintain confidentiality.

· Effective problem-solving skills.

· The ability to work as part of a team.

· Awareness of safeguarding issues.
· Understanding of health and safety issues.
	· Knowledge of a range of communication skills.

· Appropriate knowledge of paediatric First Aid, or willingness to complete training in this.

· Appropriate knowledge of child protection.

· Awareness of policies and procedures relating to working in a school
	Application / Interview / References  

	Personal Qualities
	· A proactive approach to teamwork and be supportive of colleagues.

· The ability to form excellent relationships with children, staff and parents.
· Able to remain calm when under pressure.
· Have warmth and humour. Be positive and enthusiastic.

· Be flexible and reliable. 
· An ability to maintain confidentiality at all times.
· Proactively support our school’s Christian character. 

· Take pride in personal appearance.   
· Be eligible to work in the UK.
	· Have self-confidence. 
· Be able to relate well to other professionals. 

· Have a flexible approach to work
	Interview / References /Documents

	Equality and Safeguarding
	Candidates should indicate an acceptance of, and a commitment to, 
· the principles of the school’s equal opportunities policies and practices as they relate to employment issues and to the delivery of services to the community”.

· safeguarding and promoting the welfare of children and young people
	Interview 


Evidence

Assessed at application

Assessed at interview

Assessed through references

Assessed through supporting documents at interview
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