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	Beaumont Leys School

“Together We Achieve Success”

	
	Job Description: Lunchtime Supervisor
Level 1


	All support staff at Beaumont Leys School contribute to the achievement and well being of students, either directly or indirectly, and therefore play a vital role in the school’s success. 
The Professional duties and tasks of all support staff in schools   have been determined by   Leicester City Council’s Single Status Job Evaluation scheme. Within the major objectives for support staff will be, as appropriate, those that reflect key Leicester City Council priorities e.g.  Cultural Diversity, Social Justice, Environmental Quality and Economic Prosperity.  
The description of the requirements for the post of Level 1 Lunchtime Supervisor at Beaumont Leys School has been closely based on the Single Status job description that best fits this post but has been written to reflect the culture, ethos, requirements and expectations of Beaumont Leys School.         

	Requirements for  post of: Level 1 Lunchtime Supervisor

	Reporting directly to: 
	Varies 

	Responsible for:
	Manages students throughout the lunchtime period, ensuring they are safely occupied during the lunchtime break.

	Liaising with: 
	Varies

	Key purpose of  role 
	· To follow instructions regarding lunchtime arrangements at School.

· To organise/supervise support staff and assistants and ensure all operational matters are dealt with accordingly.

· To promote acceptable standards of behaviour in compliance with laid down procedures.

· To perform all tasks in a calm and orderly manner, and where required in compliance with the relevant procedures.

· To liaise with relevant sections of School, providing information as necessary.

· To be responsible for dealing with accidents and/or problems of discipline during lunchtime.

· To ensure that Health & Safety requirements are adhered to and appropriate systems and procedures are introduced and maintained.

· To implement and promote the School’s and Leicester City council’s policies and procedures relating to all areas of employment and service delivery.



	Key tasks of the role 
	· Manages and monitors children and students of the School during lunchtime break.

· Ensures all Mid-day Supervisor staff are aware of their roles and responsibilities; drawing up work rotas, maintaining records of staff, their attendance and absence.

· Maintains good order and discipline amongst children and students, safeguarding their health and safety.

· Provides information for recording purposes to the Headteacher, Teaching staff, and support staff, e.g. regarding accidents, problems of discipline, etc.

· Liaises with teaching staff regarding provision and safety of lunchtime activities and regarding specific children, e.g., sports coaches, behaviour mentors.

· Undertakes random patrol duties, inside the school or within the grounds, as necessary.

	Core Responsibilities 

	People Management 
	· No formal management or supervision.

	Creativity Required 
	· Responsible for supervising and monitoring students during lunchtime periods and lunchtime play activities.

· Responds to incidents as and when necessary, discussing serious incidents with  Business Manager.
· Assists special needs students in their mobility and feeding as necessary.

· Sets up play activity areas, when necessary, including relevant equipment and materials.

	Contacts 
	· Communicates with students, encouraging their positive social interaction and good behaviour.

· Monitors and supervises students during lunchtime.

· Meets with Manager regarding rotas, relevant training, proper use of behaviour policies and procedures.

· Reports to Business Manager regarding the behaviour of students, i.e. progress, challenging behaviour etc.

	Decision Making 
	· Assists Manager in their daily tasks, where necessary.

· Deals with minor medical emergencies as they arise, i.e. administering basic medication, attending to cuts and bruises etc.

· Records/logs incidents and/or emergencies as they arise.

· Responds to needs of students.

	Objectives 
	· Assists in ensuring the welfare and safety of students during lunchtime periods.

· To keep play areas secure and tidy.

	Resources Used or Managed 
	· Ensures relevant equipment and materials are sufficient and in working order prior to usage.  Reports any faults, breakages etc. to Manager.

· Keeps manual records, little or no use of IT.

	Interruptions, conflicts & frequency
	· Responding to, and assisting to resolve problems and requests throughout the lunchtime period.

	Physical effort and IT use 
	· Long periods of standing, walking around school grounds, up to 1-2 hours daily.

· Provides basic assistance, when required, with student’s mobility.  More challenging assistance is provided by Business Manager.

	Working Conditions 
	· Outdoors in School environment.  Occasional work indoors.

	Risks encountered 
	· Potential risk to personal safety (including verbal abuse) when intervening and/or restraining students experiencing challenging and /or aggressive behaviour.

	Knowledge and skills level 
	· First Aid qualification or willingness to attend training.

· Attended or willing to attend Manual Handling course or equivalent.

· Experience of working within a team.

· Knowledge of general Health & Safety guidelines.

	Personal and Professional Conduct 

	All members of support staff are expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitude which set the required standard for conduct at Beaumont Leys School. 

	Support staff   maintain high standards of ethics and behaviour, within and outside school, by:
	· Treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to an employee in a school setting including the use of social communication networks such as Facebook, Twitter, Email etc.
· Having regard for the need to safeguard students’ well-being, in accordance with statutory provisions including the use of social communication networks such as Facebook, Twitter, Email etc.
· Showing tolerance of, and respect for, the rights of others
· Ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law. 

	Support staff  must have:
	· Proper and professional regard for the ethos, policies and practices of Beaumont Leys School and maintain high standards in their own attendance and punctuality. 

	Support staff must have 
	· Proper and professional regard for the ethos, policies and practices of Beaumont Leys School and maintain high standards in their dress and personal presentation. 

	Support staff  must have:
	· An understanding of, and always act within, any statutory frameworks which set out their professional duties and responsibilities.

	· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect, or anticipate, changes in the job commensurate with the grade and the job title. 

· These duties may be varied or added to in order to meet the changing demands of the school at the reasonable discretion of the Business Manager or Headteacher. 

	Health and Safety 
	It is an Employee’s responsibility to take reasonable care of themselves and others, and anybody affected by their undertaking, including any act(s) or omissions. 

	Signed  by member of staff 


	
	Date:

	Signed by  Business Manager 
	
	Date:




Personnel Specification
	Job Requirements: 
	Essential (E) or Desirable (D).
	E/D

	
	
	

	A. Training & Education
	A level of numeracy and literacy sufficient to carry out the duties of the post.
	E

	B. Experience 
	Experience of having worked with children of all ages.
	E

	C. Equal Opportunity
	Must be able to recognise discrimination in its many forms and be willing to put the Council’s Equality policies into practice.
	E

	D. Other Skills
	Able to work as a member of a team.

Able to use own initiative.

Able to prioritise own workload and to work to deadlines.

High level of interpersonal skills to communicate with pupils and children in difficult situations.

Able to exercise confidentiality when necessary.


	E

E

E

E

E

	E. Other Conditions Including any hazardous or environmentally adverse conditions


	Willing and be able to work outdoors in inclement weather conditions, i.e. hot or cold.

Willing to be able to attend training as necessary.

Willing and able to deal with people from a variety of backgrounds.

Must satisfy relevant pre-employment checks.

This post will involve contact with vulnerable groups (children, young people and/or adults) and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Criminal Records Bureau (CRB) Disclosure check. This exemption means that applicants for this post are required to declare all criminal convictions, cautions, reprimands and bind-overs both spent and unspent in their application, regardless of the passage of time.


	E

E

E

E

E
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