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Enterprise Learning Alliance

JOB DESCRIPTION

Job Title: Lunchtime Supervisor

Responsible to: Head of Centre

Grade:  KSB – TTO 10hrs PW

Location: Enterprise Learning Alliance 


Job Summary:
We are seeking an individual who has the adaptability and flexibility to support the schools staff team during lunchtime. We are seeking someone who can collect the lunches from a nearby school so the ability to drive is essential for the position.
The main duties will be to serve lunch to pupils and staff, then clean and tidy away after lunch.


PRINCIPAL ACCOUNTABILITIES:
· To supervise pupils in designated areas of the school during the midday break and to ensure their safety, welfare and general conduct through appropriate application of the school's policies and procedures.
· Ensure pupils enter the dining room in a safe and orderly fashion and behave appropriately when queuing for their meal in order to maintain safety and wellbeing of all pupils.
· Ensure pupils eating meals are seated in an orderly fashion to maintain safety and wellbeing of the pupils.
· To assist in the clearance of any spillages and wiping down, clearing or resetting of tables, as appropriate.
· Ensure once meals are finished that the dining area is wiped down, etc., and is left in a clean and tidy manner to maintain a clean and tidy environment.
· To complete any documentation required by the school in relation to incidents occurring during the lunchtime break period and to participate in review meetings, as required.
· Put out tables and put away tables (where applicable)



PERSON SPECIFICATION

1. To be a good role model for behaviours and attitudes with a sense of humour and empathy for children.
2. To be able to work independently within the schools safeguarding and Health and Safety policies.
3. Awareness of the responsibilities for safeguarding students in the school 

4. Experience of working with young people in a structured environment such as school or club
5. To be responsive and adaptive to the needs of the school and pupils.


Health & Safety  

The post holder will:
· Work with due regard to health and safety to themselves and others and will abide by ELA’s Health & Safety Policy.

· Support the Health & Safety Officer in the identification of potential health & safety risks to ensure that they are rectified appropriately and efficiently.

Confidentiality
· Employees and volunteers are expected to fully comply with the organisation’s confidentiality policy. 

· All documents containing confidential information concerning the organisation or other service users or partners or staff shall be immediately surrendered onthe termination of employment or volunteering. 

Safeguarding 
· It is the responsibility of all employees to make the working environment safe and secure for all. 

· Everyone must adhere to School safeguarding reporting protocol.

· The ELAcan only ensure its dedication to the protection of vulnerable people with the full cooperation of its employees.


Signed by Staff Member: Mrs Nicola Ware_____________________________

Signed by Line Manager: ___________________________________________

Date: 31.01.2025_________________________________________________
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