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Mid-day Supervisor

General Duties of a Mid-day Supervisor

A mid-day Supervisor works in the school dining hall, playground and field.  
You are directly responsible to the Senior Leadership Team.  You will work co-operatively with and contribute to the work of the whole lunchtime supervisory team and the changing needs of the school.

You may during the course of your duties, become aware of sensitive matters relating to an individual pupil or groups of pupils.  Pupils may confide in you.  If at any time a child confides in you, or you observe any incident which causes you concern, you must record factually what you have heard or seen on an appropriate form.  The appropriate form must be given to a member of the Senior Leadership Team. You have been provided with guidance and training on Child Protection and the LEA and Governing Body procedures for Child Protection must be followed correctly.

You must treat any matter relating to a child’s personal welfare or family circumstances as confidential.  Such information must not be communicated to any person except those of the staff with legitimate interest or responsibility for the child, e.g. Headteacher, another member of the Senior Leadership Team or the Class Teacher. 

All staff are responsible for Health and Safety.  Should you notice any defect in the building or any spillage or body fluids, which compromises health and safety, this must be immediately reported to a member of the Senior Leadership Team, and record in the premises diary.

Particular Responsibilities of this post:

A Mid-day Supervisor may be asked to carry out a wide range of duties, including:

· Being available in the Hall and ready for work at 11.30am each day until 1.30pm, but being available for a further 10 minutes in exceptional circumstances.
· Ensuring that all tables, chairs, water and beakers are ready for the children.
· Collecting the younger children from their classrooms if required and supervising them on their journey to the hall.
· When required, supervising and assisting children whilst eating their lunch and checking their lunch boxes to ensure that children have eaten adequately. 
· Supporting the ethos of positive play and ensuring a positive lunch experience for the children.
· When required ensuring that during the lunch hour as they are vacated, tables are cleared and wiped down ready for use by other children.
· Administering first aid for minor accidents and summoning a Qualified First Aider to more serious incidents if in any doubt.
· Recording all accidents or sickness or soiling, in the following manner: 
· Enter the accident in the Accident Book and complete an Accident Form or Sickness/Soiling Form for each incident and/or child.
· Accident Forms and Sickness/Soiling Forms must be signed by the class teacher or a member of the Senior Leadership Team. 
· Accident and Sickness/Soiling Forms must then be copied and the original form given to the pupil to take home. The copy is filed in the school office.
· Following the directions and rotas which are prepared to facilitate the smooth running of the school and ensure the safety of pupils.
· Treating pupil consistently with respect and consideration, and being concerned with their development as learner

· Having high expectations of all pupils; respecting their social, cultural linguistic, religious and ethnic backgrounds; and being committed to raising their educational achievement. 

· Working within school’s policies and procedures and being aware of legislation relevant to personnel role and responsibility in the school.

· Working collaboratively with colleagues as part of a professional team; and carrying out roles effectively, knowing when to seek help and advice from colleagues.

· Attending training sessions outside your normal working hours or days.  Adequate notice of such sessions will be given and, if additional hours are worked, then additional payment will be made at the normal hourly rate.
· Carrying out any other duties that may reasonably be required by the Senior Leadership Team. 

Signed …………………………………………………………
   Date ………………………………

Signed …………………………………………………………      Date ………………………………


(On Behalf of the Governing Body)

