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Job Description


Job Title:	           Lunchtime Supervisor
Grade:		           Grade A Point 1 National Minimum wage (£10.42 per hour) 
Hours:		           11:00 – 14:30 Term time only plus 5 Teacher Training Days
Responsible to:        Operations and Administration Manager 


Job Purpose: 
To be responsible for the safety, welfare and conduct of pupils during the midday break, in accordance with agreed procedures and practices of the School and under the direction of the Operations and Administration Manager, individually or as a member of the team. 
 
Main Duties and Responsibilities: 
1. Supervise pupils in the dining hall, playground areas and school premises, ensuring an acceptable level of order and discipline is maintained and according to the guidelines set by 
the Principal. 

2. Setting up of dining room including putting out tables and moving furniture, putting out eating utensils and filling cups with water

3. Supervising washroom activity 

4. Ensure, where appropriate, that pupils have washed their hands prior to lunch and assist them to do so where necessary. 
 
5. Ensure there is an orderly start to lunch and practice good behaviour throughout the lunch time service. 
 
6. Assist pupils in the collection of food trays and plates and in serving meals and food where necessary. 
 
7. Assist very young or less able pupils in developing eating skills. 
 
8. Supervise and assist pupils to return waste food, plates and cutlery to the appropriate points. 
 
9. Undertake ancillary duties, including wiping tables, cleaning spillages immediately to protect children/adults from slipping, e.g. food and vomit. 
 
10. Act as carer for sick children until appropriate qualified medical assistance is available and/or until a parent or guardian collects the sick child.  Keep the Lunchtime Supervisor Lead  or nominee informed and maintain records of accidents and first aid given.  (Employees must not provide first aid unless qualified to do so). 
 
11. Organise activities for pupils where necessary, in particular, indoors provision during wet weather. 
 
12. Monitor pupil behaviour, intervening as necessary in accordance with behaviour policy.

13. Follow fire and evacuation procedures and check pupils are safe. 
 
14. During the closure of schools, assist the kitchen staff with general cleaning duties in the kitchen and dining areas and, in particular, the cleaning of dining furniture. 
 
15. Put out/clear tables and chairs. 
 
16. Any other duties and responsibilities with the range of the salary grade. 
 

 
All duties and responsibilities must be carried out with due regard to the School’s Health and Safety Policy. 
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the School’s Equal Opportunity Policy. 
Duties which include processing of any personal data must be undertaken within the Schools date protection guidelines. 
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	 Update: 12th October 2023	 
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Person Specification: Lunch-time Supervisor 
	October  2023 
	Job Requirements 


 
	 
	 
Good communication skills in English:  Speaking, Reading and Writing. 

	 
	Able to communicate effectively to receive and pass on information and instructions and provide guidance in a firm but pleasant manner. 

	 
	Basic reading and writing skills to maintain records of accidents and first aid. 

	 
	Able to communicate effectively with pupils to keep control, pass-on instructions and organise activities, where appropriate, in a firm but pleasant manner. 

	 
	Able to administer basic first aid. 

	 
	Able to follow set procedures for different incidents, particularly in the case of fire, evacuation or accidents, in a controlled and systematic way. 

	 
	Able to supervise and control children to minimum set standards of discipline. 

	 
	Able to adhere to guidelines set by the Head teacher for lunchtime supervision and accept supervision from the Lunch-time Supervisor Lead. 

	 
	Able to assist pupils with developing their eating skills. 

	 
	Able and willing to clean-up food or vomit or other materials and undertake tasks such as carrying food/trays. 
 


 
	 
 
	Experience of children in some capacity of responsibility, e.g own children or previous school experience: 

	 
	In a primary school – this should be with 4 to 11 year olds. 

	 
 
	In a secondary school – this should be with 11 to 16 year olds. 


 
	 
 
	This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.    A Criminal Record Disclosure will be required prior to appointment. 
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