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Westwood Farm Federated Schools

Fullbrook Crescent,

Tilehurst,

Reading

Berkshire

RG31 6RY

Headteacher Mrs. Geraldine Ross
Job Description and Person Specification

	Job title
	Lunchtime Controller

	School
	Westwood Farm Schools

	Salary grade
	Grade C

	Work location
	Infant or Junior Schools

	Reports to
	School Business Manager

	Supervises 
	n/a


	JOB PURPOSE

	To supervise the children remaining on the school premises at lunch times, including ensuring the health and safety ad general welfare of those children.
This job falls within the definition of regulated activity and therefore would be subject to an Enhanced DBS with barred list check.


	Work Pattern

	· Infant School -  12.00pm – 1.00pm

· Junior School -  12.15pm – 1.15pm


	   STRUCTURE CHART

	School Business Manager
|

Lunchtime Supervisor

|
Lunchtime Controller




	MAIN DUTIES AND RESPONSIBILITIES

	· To devise rotas for the effective use of all Lunchtime staff.

· Re-organise during staff absences, in order to maintain appropriate supervision ratios.

· Supervise Lunchtime staff in their duties.

· Support the induction process for new members of the lunchtime team.

· To supervise and ensure the welfare of the children during the lunchtime break both inside and outside the school buiding.  In case of wet weather, supervise the children inside the school as directed.

· To recognise health and safety is a responsibility of every employee, to take reasonable care of self and

others and to comply with the Schools Health and Safety policy and any school-specific procedures / rules

that apply to this role.
· Assist with preparing the hall ready for lunch service.

· Ensure that the tables and the area are clean and clear of rubbish for the children to begin lunch and that they are clean and tidy for the afternoon school session.

· To monitor the behaviour of the children at all times, in conjunction with the school’s Behaviour Policy.

· Assist children with the times and locations of any lunchtime activities and ensure that they have returned on time to their classroom for the afternoon session.

· Administer First Aid as required.

· Ensure that all accidents are recorded in the Accident Book and reported in order that any appropriate action may be taken. Report head injuries to the office staff if treatment given.
· Ensure all safeguarding concerns are recorded on CPOMs.
· Ensure that all children are engaged in suitable activities. Be pro-active and vigilant regarding any situations

that may be a cause for concern e.g. bullying or children isolated from mainstream activities. Take appropriate action to resolve these issues and report them to the relevant class teacher.

· Engage with the children in play activities where an adult role model is required and to encourage children to play co-operatively together.

· Encourage the children to treat each other and equipment with respect e.g. putting play equipment away at

the end of lunchtime.

· Retain the confidentiality on all aspects of school life. 

· To promote the welfare of children and to support the school in safeguarding children through relevant policies and procedures.

· To promote equality as an integral part of the role and to treat everyone with fairness and dignity.

· Any other duties that reasonably fall within the limits of the post which may be allocated after consultation with postholder.


	SCOPE (impact on/control of resources, people, money etc)

	0No budget responsibility or line management responsibility.  


	PERSON SPECIFICATION
	Essential/

Desirable

	Experience

	Experience working with children
	Essential

	One year relevant experience in a school setting
	Desirable

	First Aid training
	Desirable

	Knowledge and understanding

	Understanding of child protection, safeguarding and bullying issues and able to demonstrate understanding of own accountabilities
	Essential

	Awareness of school security regulations
	Desirable

	Awareness of basic health and safety principles
	Desirable

	Understanding of children’s playground culture
	Desirable

	Skills and abilities

	Ability to be firm and calm, and respond quickly to developing situations
	Essential

	Ability to communicate effectively with other staff and children
	Essential

	Ability to command respect
	Essential

	Ability to motivate and encourage pupils
	Essential

	Work-related personal qualities

	Actively enjoy working with children and is sympathetic to their needs
	Essential

	Professionally discreet and able to respect confidentiality
	Essential

	Flexible approach to tasks
	Essential

	Firm, sensitive and effective approach to pupil discipline
	Essential

	Enthusiastic and committed
	Essential

	Ability to work as part of a team
	Essential

	Ability to listen to advice and act upon support given
	Essential

	Willingness to undertake relevant training
	Essential

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2016, and therefore the ability to fulfil all spoken aspects of the role with confidence in English will be required. Conversing at ease with members of the public (including pupils), providing advice and using any specialist terminology appropriate to the role is essential for the post.
	Essential 
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