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Supervisory 
Assistant   

      Job Description
                  and
  Person Specification








	[bookmark: _Hlk211509576]POST TITLE
	Supervisory Assistant - Lunch

	RESPONSIBLE TO
	As Defined in School Staffing Structure

	GRADE/SALARY
	Grade 1- point 1 - 2 pro rata

	WORKING HOURS
	[bookmark: _GoBack]Monday – Friday 11:30am – 1:10pm. Term Time

	CONTRACT TYPE
	Permanent




	The postholder must, at all times, carry out their duties and responsibilities within the spirit of Inova Multi Academy Trust Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.





	Overview of Role

	To supervise pupils during the school lunch break as part of a team including attending to their welfare and domestic needs.


	Responsibilities

	Main Duties and Responsibilities

· Supervision of pupils immediately before, during and after the midday meal. This includes provision for children who bring sandwiches.

· Supervision of the pupils’ entry into the dining area, including supervision of pupils during any journey or walk to the dining room.

· Supervision of pupils in the playground.

· Guidance on table manners.

· Assistance with clearing tables.

· Assistance with washing down tables and resetting where required and when school meals staff are not available.	

· Setting up and removal of furniture when caretaker not available.

· Taking such steps as necessary when children are sick. Assisting to their needs when in distress and reporting the situation to a teacher.

· To arrange for emergency treatment when required, e.g. calling for a teacher if there has been an accident.

· Be vigilant in the playground in recognising potential dangers and approaching unauthorised personnel who enter the school.



Culture and Behaviour

• To set high expectations for pupil behaviour in line with school policy to anticipate and manage pupils’ behaviour constructively and promote self-control and independence.   
• Maintain good relationships with pupils, exercise appropriate authority, and act decisively when necessary.
Communication and Collaboration

• Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person.

•Contribute to the overall ethos/work/aims of the school.

• Participate in training and other learning activities as required.

• Communicate any concerns about pupils to line-manager.


	Other Clauses

	• The above responsibilities are subject to the general duties and responsibilities contained in the contract of employment. The postholder is expected to work to the best of their ability, to be diligent, honest and ethical in the performance of duties and to conduct personal and professional life to the highest standard such that public confidence in their integrity is sustained.
• The duties of this post may vary from time to time according to the needs of the school/Trust and are not exhaustive, the postholder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them following consultation with the job holder. 
• This job description will be kept under review and may be amended via consultation with the individual, Governing Body and/or Senior Leadership Team as required.  Trade union representation will be welcomed in any such discussions.   
• The postholder is expected to participate and engage with workplace learning and development opportunities to continually improve their own performance.
• The postholder may deal with sensitive material and should maintain confidentiality in all school related matters as set out in their statement of terms and condition of employment.
• You are expected to take reasonable care of your own health and safety and to be mindful of the safety of others, to cooperate with instructions, to minimise and mitigate potential hazards and risks to others and to appropriately report hazards, illnesses or injuries in accordance with our Health & Safety Policy.


	Safeguarding

	We are dedicated to maintaining the highest standards of safeguarding and promoting the welfare of all our pupils. We expect every member of staff and all volunteers to share this commitment. and staff must read and understand Part 1 of Keeping Children Safe in Education guidance. All staff must follow the school’s safeguarding policy and report concerns immediately to the Designated Safeguarding Lead (DSL). 
Our recruitment process is thorough, fair, and consistent, aligning with the Keeping Children Safe in Education guidance, and includes verification of identity and right to work in the UK, online checks for shortlisted candidates. All offers of employment are subject to an Enhanced DBS check (and, where the role meets the definition of regulated activity, a children’s barred list check). Satisfactory references (including the most recent employer) and employment history with explanation of any gaps, where applicable, a prohibition from teaching check. Successful candidates must complete these requirements and notify us immediately of any subsequent convictions.
Any additional checks required by KCSIE and applicable school/trust policies. 


	Equality, Diversity, Equity and Inclusion

	We strive to create an inclusive environment where every employee feels valued and powered to bring their passion, creativity, and individuality to work. We celebrate all cultures, backgrounds, and experiences, firmly believing that diversity fuels innovation and excellence.


	Specific Information Relating to the Post

	N/A



















PERSON SPECIFICATION

POST: Supervisory Assistant – Lunch Time 

	CRITERIA
	QUALITIES

	Qualifications and Experience
	· Experience of working as part of a team
· Ability to relate well to children and adults
· First Aid (Desirable)


	Knowledge and Skills
	· The ability to communicate clearly and assertively.
· Able to work using own initiative
· Patience in interactions with a variety of pupils and situations, with a calm demeanour.


	Personal Attributes and Behaviours 
	· Adaptability to quickly adjust methods to meet the needs of the school
· Responsive to feedback.
· Empathy to understand the needs and challenges of pupils and being able to relate to them on a personal level.
· A commitment to promoting the ethos and values of the school
· Resilient, positive, forward looking and enthusiastic about making a difference





	Other Requirements

	Successful candidate will be subject to an enhanced Disclosure and Barring Service Check.
Right to work in the UK.
Evidence of a commitment to promoting the welfare and safeguarding of children and young people.
Show a commitment and proactive approach to drive forward equality, diversity, equity, and inclusion and to own personal development.
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