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Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Role: 	Lunchtime Assistant

Reporting to: 	Pre-Prep Head

Summary role:	In general, the role involves providing setting up, serving food and supporting clearing away after lunch for pre-prep pupils and staff.

Key Tasks:

1. To set up for lunch on a timely basis and to help serve lunch to the pupils and staff.
2. Follow food hygiene and cleanliness standards in accordance with health and safety, food hygiene and COSHH regulations at all times.
3. To be aware of all pupils with food allergies, special or restricted diets and ensure any specific meals are delivered to the correct child.
4. To promote the school’s behaviour policy, assisting with maintaining discipline and supporting children to resolving conflicts in a positive way.
5. To deal with incidents of misbehaviour by appropriate intervention and report serious incidents to the head as appropriate.
6. To assist in the dining area and encourage good eating practices, ensuring safety with cutlery and courtesy towards staff and fellow pupils.
7. To encourage children to eat their lunch and assist with cutting up food, pouring liquids, etc where necessary.
8. To deal promptly with minor incidents such as food spillages.
9. To tend to pupils who are sick or injured in accordance with the school’s accident/injuries procedures, administering initial first aid and reporting serious injuries to the head as appropriate.
10. To help clear away after lunch, ensure all areas are left clean and tidy, and allow the return of equipment to Exeter School.

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Head.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.


	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Good communications skills 

Willingness to attend appropriate training and development
	COSSH or food hygiene certificate

	Application

Interview

	Experience 
	Working in a similar school or food environment


	
	Application

Interview



	Professional Values 
	Ability to establish and maintain good professional relationships with pupils and colleagues

Ability to maintain confidentiality when working with sensitive documents and/or information

	
	Application

References

	Skills 
	Good communication and interpersonal skills

Ability to react calmly and appropriately in an emergency, with the health and safety of both pupils and staff a prime concern

An understanding of safeguarding

	Childcare or education skills and/or experience
	Application

Interview

	Personal characteristics 
	Enthusiastic

Approachable and empathetic

Organised and resourceful 

Flexible

Punctual

Enjoy working with children

Ability to use judgement and common sense

Able to promote and maintain good relationships with children and staff

	Smart appearance
	Interview

References




Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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