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TUTSHILL C OF E SCHOOL
  Headteacher: Miss J Lane BA (Hons) 

Coleford Road, Tutshill, Chepstow, NP16 7BJ

Email: admin@tutshillcofe.gloucs.sch.uk

Tel:  (01291) 622593   
‘Love One Another, Know Ourselves, Believe and Grow’

1. 



2. 


TUTSHILL C OF E SCHOOL

JOB DESCRIPTION

NAME:

POST:


Lunchtime Supervisory Assistant

SCHOOL:


Tutshill C of E Primary

RESPONSIBLE TO:
Responsible and accountable to the





Senior Lunchtime Supervisor and Headteacher

MAIN DUTIES & RESPONSIBILITIES:

	1
	Be part of school team promoting school values.

	2
	Supervise the school pupils during their lunch break, being responsible for their control, welfare and safety.  

 

	3


	Administer first stage attention for minor accidents.

Record all accidents involving more than a trivial injury in the accident book. Inform the Senior Supervisor, teachers and Headteacher as necessary. Fill out head and minor injury form to inform parents of less serious injuries. Respond to serious accidents by an agreed procedure which includes informing Senior Supervisor and staff member who will arrange for an ambulance. Fill out an accident form, details of which are kept in the office.



	4

5
	Maintain control during times of eating and play. During wet weather be in the designated areas so that the children are adequately and safely supervised. 

According to a rota set by the Senior Supervisor, on dry days, the supervisory assistant will carry out duties of supervision in the dining room, in the classrooms, on the play yard and the field when appropriate.  On wet days, the Senior Supervisor will allocate Supervisory Assistants to classroom areas.

 

	6
	Put incidents/names in class behaviour books to inform class teacher.



	7
	Undertake suitable training as necessary, including First Aid and manual handling.



	8
	Participate in regular meetings with Lunchtime coordinator to determine a focus for the half 

	9

10
	term and discuss any concerns.

Do not take holidays/absences during term time.

Inform school at by 8.30am if unabelt to work that day.



	11    
	Any other duties required to fill the role.

	
	

	
	


SPECIFIC DUTIES

Dining Room Duties 

	a
	Ensure children are helped at the servery, if necessary, appropriate to their age.  It is not necessary to give out cutlery.



	b
	Ensure children can help themselves to beakers of water, if required.



	c
	Patrol the dining area to ensure a high standard of discipline and behaviour, with a reasonably quiet atmosphere, consistent with a relaxed level of conversation.  Refer to the Senior Supervisor to report any bad behaviour or rudeness.



	d
	Use reasonable persuasion, encourage children to eat their meal when necessary.  Inform parents if they refuse to eat, but never force a child to eat.



	e
	Encourage children in aspects of social behaviour - table manners, hygiene etc



	f
	Encourage children to scrape any food remains into bin and stack plates sensibly.



	g
	Classes will follow a weekly rota to go for hot lunches, which is organised by the Senior Supervisor.



	h
	As tables are vacated, wipe them down and begin to stack chairs when not busy.



	i
	Mop up all spillages as they occur.




HELPING WITH CLEANING UP

The kitchen assistants are responsible for putting out dining equipment.  The lunchtime staff on duty has responsibility for helping with putting away and cleaning.

	a
	Begin to clean and stack equipment as soon as tables are vacated and when time allows.



	b
	Clean down tables and chairs and stack chairs into eights.  Help with folding tables and moving equipment safely to designated area. 



	c
	Aim to have the dining room cleared by 1.00pm and join the other lunchtime staff when finished (or help by patrolling designated areas in wet weather).




OUTDOOR SUPERVISION 

This duty will include:

	a
	Moving constantly around the area keeping a vigilant eye on the pupils.  Do not become distracted for any length of time with single pupils, groups, or other lunchtime supervisors
The designated areas of supervision include:

· The play yard and grassed area behind the hall or the school field as appropriate when dry, the toilet blocks; the medical room for accident treatment or “recuperation”.



	b
	When asked by the lunchtime supervisors indoors, call next sitting and ensure they line up quietly before leading into the hall.

 

	c
	Lunchtime staff should move between toilets, medical room if occupied, and play area regularly, maintaining supervision.



	d
	Ensure only two pupil at a time visits each toilet block and if away too long, check for problems.



	e
	If the weather changes, advise all lunchtime staff of a change to indoor arrangements.



	f
	At the end of play, children are asked to line up and return to class. 



	g
	Be particularly alert for rough behaviour or any conduct likely to cause hurt to another child.  If any child reports being hurt by another is important to look into this matter immediately. 



	
	


INDOOR (WET) SUPERVISION

If the weather conditions dictate indoor play, ensure that the appropriate classes assemble in your designated area.  

1 in Reception

1 in Y3

1 in Y1/Y2

1 in Y4/Y5/Y6

2 in dining hall

Maintain careful control of children, ensuring safety and good discipline at all times.

Allow children use of designated toys & equipment.

Be especially careful not to allow more than one child at a time to go to the toilet block and send a responsible child to check if in doubt (eg delays).

Pupils should be seated and occupied.  Do not allow undue “wandering”, standing about, or rowdy behaviour.

ACCIDENT PROCEDURE

ALL ACCIDENTS MUST BE DEALT WITH APPROPRIATELY

	a
	In the case of minor abrasions and bleeding, bathe the affected area.  Do not apply lotions, creams, sticking plasters etc. Medical gloves must be worn.



	b
	In the case of more serious accidents - particularly any suspicion of head bumps/injuries, the child must be treated in the medical room and allowed to recover with supervision as necessary.  Ensure that at least one lunchtime member of staff remains in the play area.  Do not leave children unsupervised. You may take the child outside again to a quiet area. 



	c
	All accidents other than obviously trivial ones should be recorded on Serious forms in the school office with date and supervisor’s initials.  The Headteacher must be informed when a serious incident has occured.  Always err on the side of extreme caution and report and record injuries if in any doubt.  A ‘head bump’ and/or a minor accident slip should be completed and given to child to send home.  Tell the class teacher of such bumps. Parents should be called in the event of a serious ‘head bump.’



	d
	In the case of accidents more serious than would be normally treated by bathing and “sit down recovery”, the Headteacher (or Deputy Head) should be informed immediately, if necessary by calling another lunchtime member to maintain supervision.   If in doubt, always leave one lunchtime member in the play area as the dining room is relatively safe and can be seen by kitchen staff.

Even if the Headteacher cannot be contacted immediately, appropriate action such as calling an ambulance must be sought.  Do not, however, take a pupil off site unaided except in very exceptional circumstances.  The Headteacher will ensure a list of emergency parents’ contacts numbers is available in the office filing cabinet.  The lunchtime staff should ensure familiarity with the list.



	e
	In the case of fire or such emergencies, follow the school’s normal fire drill procedure.  




Signed: .....................................................................
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