SAINT THOMAS MORE CATHOLIC VOLUNTARY ACADEMY 

JOB DESCRIPTION

POST HOLDER

POST 



LUNCHTIME SUPERVISOR

PLEASE ARRIVE AT LEAST FIVE MINUTES BEFORE YOUR ALLOTTED TIME.

The role of LUNCHTIME SUPERVISOR is one of service to the pupils and staff of the school AND commitment to safeguarding and protecting the welfare of pupils.
All duties and responsibilities are to be carried out in the spirit of the School Mission Statement, in accordance with the local conditions of service Handbook for Ancillary, Personnel, Technical, Clerical Staff and Manual Staff (Green Book).

The following is not exhaustive but gives some indication of what the job entails:-

Lunchtime Supervisors are responsible for the supervision of pupils during the lunch break:

In the playground, in the dining room and in the classroom (in wet weather).

For ease of operation supervisors will be allocated to specific groups or areas but this does not relieve them of the general responsibility for any child where there is a need.

	BEFORE LUNCH  (For Early Years)


	IN THE DINING ROOM

	Assist where necessary with washing hands and lining up.

.

Assist with orderly exit from cloakroom/corridor etc.

Arrange “washing-time” and “toilet-time” as necessary.

Be mindful of children who may not be with the main group.


	Train the children to use the “system” including how to scrape plates

Insist on good table manners, quiet talk, orderly movement.

Report to class teacher, pupils who regularly leave food.

Top up water jugs, assist with cutting food as necessary.

Deal with breakages, spillage, food dropped on the floor etc.

Clear and clean the dining tables.

	IN THE PLAYGROUND



	F2 
	Early Years (KS1)
	Juniors (KS2)

	Supervisors must:

a) circulate and cover the whole playground

b) Carefully monitor pupils using toys and larger equipment
c) ensure children do not climb on the house or benches.
	Supervisors must circulate and “cover” the following:

a)  area near the door

b)  area near the junior yard

c)  area near the gate 

d)  children must not cross the white line near the kitchen windows.
	Supervisors must circulate and “cover” the following:

a)  the top yard

b)  the bottom yard including area adjoining the Early Years yard

c)  The area near the doors/steps/gate.


Lunchtime Supervisors Rota 

.
Classrooms should be equipped with board games, puzzles, comics, scrap paper, crayons etc. and pupils should be quietly occupied.  (Please speak to the class teacher if there is a problem)

Towards the end of the lunch break when large numbers are going to the toilet it will be necessary for a supervisor to accompany them.  At other times during wet lunch breaks “spot checks” will be necessary to find out,  a)  how many pupils are out of the classrooms and b)  what they are doing.

Whilst lunchtime is a time to play, to socialise, to “let off steam” STANDARDS must not drop.

e.g. 
a)  good manners
b)  no rough, aggressive behaviour

c)  no bad behaviour.

Supervisors should not allow children to become too familiar in their language or physical contact e.g. children should not pull or push an adult, “grab” something from an adult’s hand, give “cheek”.  It is necessary to maintain a certain “distance” in order to exert authority.

If children are unruly for an hour at lunch-time they find it difficult to settle down in the afternoon and therefore do not gain maximum benefit from the afternoon session.

The job will be more enjoyable and more satisfying if supervisors work together as members of a team - help one another, “cover” for each other but above all work with common standards and expectations.

RULES

PUPILS INDOORS/WET PLAY
In wet weather children remain in the classrooms where they draw, write, play board games, do puzzles etc.  Where a supervisor oversees more than one classroom they should position themselves so they can see into both classrooms at all times.
They should not be allowed to run around nor should they be allowed out of the room unless in an emergency and then only 1 at a time.

In dry weather children should not be indoors unless they are being supervised by a member of staff.
SUPERVISORS should not allow pupils to read/play in the library areas nor should they allow pupils to congregate in the toilets.

In case of accidents, sudden sickness etc. supervisors will make exceptions and act as appropriate.

OUT OF BOUNDS

Area behind the sheds

Area close to fencing in all playgrounds
Children are not allowed to run around in the prayer garden.  They should be encouraged to sit quietly.  Standing on the wall is not permitted.  In wet/damp weather pupils should be kept off the garden areas.
Children are encouraged to be active and involved in physical activity.

	GAMES: FOOTBALL/BASKETBALL

	TOP PLAYGROUND
	BOTTOM PLAYGROUND
	EARLY YEARS PLAYGROUND

	- One ball for basketball/netball.

.

- Playground equipment i.e. hockey sticks, bats and balls and quoits are encouraged under supervision.
	- One ball for basketball (Rota)

- Two balls for football or smaller group ball games permitted under supervision.

- Playground equipment i.e. hockey sticks, bats and balls and quoits are encouraged under supervision.
	- Playground equipment encouraged under supervision.




During very fine weather footballers/basketball players can remain on the playground supervised by one supervisor.  The remaining children can be taken all together to the school field and supervised at all times.

Extra care must be taken to ensure all children going to the field must be taken together as a group and accompanied back to the playground as one group by 1.10 pm.

GENERAL

If you are called away to an incident or to administer first aid you must ask a colleague to watch over the area being left unsupervised.  It may be necessary to send a child to the office to get some extra help from staff.

If a ball is frequently kicked on the roof into the Early Years area it will be “lost” for the rest of the lunch break

CHILDREN SHOULD NOT GO IN THE GREEN STORAGE SHED TO COLLECT BALLS/OTHER EQUIPMENT.

Supervisors must expect to be treated with respect and in return treat children with respect.  CHILDREN MUST BE SEEN AND LISTENED TO AND NEVER SHOUTED AT.

Bad Language i.e. swearing, slang, aggressive language should not be tolerated.  Rough, aggressive, dangerous behaviour must be discouraged.  BULLYING must be reported to class teacher, deputy head or head at the end of the lunch break or immediately in the case of more serious incidents.

SANCTIONS 

FIRST AID

Supervisors are required to treat minor cuts or bruises and should observe the health and safety rules (copy hanging on the wall in the Secretary’s Office).  Plastic gloves must be worn when treating bleeding.

All accidents no matter how minor must be noted in one of the Accidents Book  All accidents/incidents must be reported to the class teacher

More serious accidents/incidents must be reported to the Headteacher.

All head injuries must be reported to the Class Teacher AND PARENTS ADVISED.

GENERAL INFORMATION 

Supervisors must arrive at least five minutes before their duty commences.

On duty means ‘ON DUTY.  Supervisor must be supervising children and not chatting to other adults.

Food must not be eaten on duty.

If you are ill please telephone school before 9.00 am.

Doctors and Dentists appointments must be made outside duty time unless in an emergency.

At Saint Thomas More School we work together as a team.  Each member of the team must take their job seriously and carry out their duties and responsibilities in a professional manner.

Staff will be encouraged to participate in further training and professional development and attend meetings and appraisals as and when necessary.

· There are strong policies in operation to support the induction of new members of staff and to encourage their work on behalf of children.  All temporary staff are encouraged to participate in the many training opportunities and social events of the school.
· There is a strong management commitment to supporting all staff in their work and there is a clear policy on the management of discipline and the promotion of good behaviour which is seen as the responsibility of all.  All senior staff are readily accessible.
· The school is a friendly, open and professional environment where good relationships are established between all staff.  
Your job will also entail liaising with the Headteacher and undertaking any other appropriate duties required by her to assist with the effective and efficient running of the school.

This job description will be reviewed at the end of the academic year or earlier, if necessary.  In addition, it may be amended at any time after consultation with you.

Signed ............................................. Post Holder           Date ..................................

Signed ...............................................Head Teacher         Date ...................................
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