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Person Specification and Duties: Lunchtime Assistant
Branwood Preparatory School as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the Branwood Preparatory School on its behalf.
The successful candidate will be flexible, well organised, energetic, creative and willing to go the extra mile. They will have high expectations and be focused on ensuring that our pupils have a safe and enjoyable lunchtime every day. They will enjoy working with children and be positive, open minded, hardworking and be ready to work as part of the Branwood family community.

Primary Purpose
· To be a member of staff at Branwood Preparatory School and to be in school during your contracted hours during term time. Candidates should note that there are approximately 15 weeks holiday per year. 
· To be a Lunchtime Assistant.
· To work as part of a team that is responsible for the safety and welfare of all pupils at lunchtime.

General Duties
· To comply with all policies, guidelines, legislation and procedures which aim to safeguard children and the school community.
· Carry out their professional duties under the reasonable direction of the Lunchtime Supervisor, Bursar, Head and SMT.
· Have high expectations. 
· Hold positive values and attitudes and adopt high standards of behaviour in their professional role.
· Communicate effectively with colleagues. 
· Work as a team member, identifying opportunities to work with other colleagues and being keen to share good practice. 
· To comply with all Health and Safety policies, guidelines, legislation and procedures.

Main Duties
· To be in the dining hall when the children come in.
· To assist with putting food on trays ready for children coming into the dining hall.
· To supervise the children eating, cut up food when required and monitor behaviour. 
· To encourage the children to sit sensibly and eat in the correct manner.
· To notify the class teacher of any children who are not eating or who are presenting behaviour issues. 
· To clear away the children’s trays and walk the children outside.
· To supervise children outside on a rotated basis as organised by the Lunchtime Supervisor. 
· To walk around the playground, ensuring that all children are playing safely and that there are no behavioural issues.
· To administer First Aid as necessary, in line with the training provided. 
· To ensure that any accident slips are filled out accurately and given to the class teacher or assistant teacher.
· To assist with general cleaning duties in the dining hall, including but not limited to: 
· Cleaning and moving tables
· Sweeping and mopping the floor
· Emptying bins

Other Duties and Responsibilities
· To accompany school trips as required. 
· To attend events during the evenings and weekends as required, such as the Christmas Fair, Carol Service, Summer Fair, Summer Show and Speech Night.
















	Skills, Knowledge and Qualifications Requirements 
	Evidence:

Application (A)
Documentation (D)
Interview (I)
Letter of Application (L)

	Necessity:

Desired (D)
Essential (E)


	Be organised and have experience working in a fast paced environment
	A, I, L
	E

	Have significant experience of working with children 
	A, I, L
	D

	Have excellent oral communication skills and a calm and confident manner
	A, I, L
	E

	Be willing and able to problem solve and adapt to changing circumstances
	A, I, L
	E

	To be committed to safeguarding and promoting the welfare of children and young people
	A, I, L
	E

	Professional Development Requirements 
	Evidence:

Application (A)
Documentation (D)
Interview (I)
Letter of Application (L)
Lesson Observation (O)
	Necessity:

Desired (D)
Essential (E)


	Fully participate in the school’s appraisal and development programme.
	A, I
	E

	Be willing to fully participate in any in-service training organised by the school
	A, I
	E

	Safeguarding Requirements
	Evidence:

Application (A)
Documentation (D)
Interview (I)
Letter of Application (L)

	Necessity:

Desired (D)
Essential (E)


	Be willing and able to verify identity, relevant qualifications, right to work in the UK
	A, I
	E

	Be willing to undertake the following checks as relevant and required: 
· Barred List
· DBS
· Prohibition Order
· EEA Sanctions
· Overseas Criminal Record
· [bookmark: _GoBack]Prohibition from Management
· Reference
· Disqualification
	A, I
	E

	Be willing and able to provide a full employment history
	A, I
	E

	Be willing to complete a health questionnaire to confirm mental and physical suitability for position
	A
	E



image1.jpeg
INDEPENDENT
SCHOOLS
ASSOCIATION

Accredited Member




image2.png
BRANWOOD
PREPARATORY
SCHOOL




