	Job Reference No.
	M1


KENT COUNTY COUNCIL

JOB PROFILE

(Standard Job Description, Skills and Behaviours for the Job)

SECTION 1

	JOB FAMILY
	Meal  Supervisors

	JOB PROFILE TITLE
	Meal Supervisor 1

Normally applies to Midday Meal Supervisors & Breakfast Club Supervisors

	GRADE
	KR2

	DATE
	April 2004


	Summary of Job:

Supervise the pupils during the mealtime period to minimise any disruption, ensure their wellbeing and maintain their safety.  Precise duties will vary according to type of school.



	Outline of Main Duties:

1. Put out tables (where applicable), and set with cutlery and beakers in time for the mealtime period to ensure there are sufficient settings for the number of pupils eating that day.



	2. 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. 



	3. Ensure pupils eating meals are seated in an orderly fashion to maintain safety and wellbeing of the pupils.

     (Depending on the type of school, this may include checking that pupils have or are

     provided with a drink and/or that  sufficient amounts of their meal has been eaten).



	4. Where applicable prepare hot or cold meals based on agreed menus, clean and tidy equipment at the end of each session.



	5. Assist the pupils, as necessary, during the meal break to ensure their wellbeing.  (This may include providing them with a drink, helping with spillages, cutting up food and caring for pupils’ personal needs.  This will depend on the type of school).



	6. Ensure plates, etc., are cleared from tables in an appropriate manner

      to maintain a clean and tidy environment and to free up space for any further 

      sittings where applicable.



	7. 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.



	8. Assist in collecting pupils from collection point and escort to hall/classroom or patrol and supervise school areas used by the pupils at mealtimes, to ensure safety and appropriate behaviour is observed, as applicable.



	9. Operate, where applicable, a first aid service, during the mealtime to deal with any accidents that occur safely and quickly.



	Staff & Others Supervised by the Job Holder:
None




Note: Where a job holder carries out duties which are not included in the Main Duties above, these can be attached to this Job Profile.

It is recognised that some job holders may not carry out all the Main Duties in their particular place of work

JOB PROFILE: M1 (Meals Supervisor posts)

SECTION II

This section to be used at Induction, Appraisal and for Personal Development Planning.

	Skills Required:

A skill describes what you need to know and be able to do in order to perform the job at a fully competent level.  Skills include every kind of knowledge and experience required.  Full descriptions for each level are set out in the Skills Dictionary.  The skill levels build on each other so that if level 3 is required for the job, levels 1 and 2 will also be needed.

	
	Skills Summary (wording from Skills Dictionary)
	Level

	1
	Technical Skills and Qualification

· Performance of a range of tasks connected with the job 

· Knowledge and skills normally gained through simple demonstration in a matter of hours 

· No previous experience or qualifications
	1

	2
	Operational Knowledge

· Knowledge of own task/job

· Knowledge of all procedures in own task/job

· Knowledge of any/all common practices associated with own job
	1

	3
	Planning and Organising

· Knows, understands and is able to apply the work routines in the job

· Able to work within set routines

· Knows where to find work instructions and documents (e.g. job sheets, health and safety guidance) 

· Able to complete basic time and job sheets or other basic forms required for the job

· Able to recognise problems and report to supervisor
	1

	4
	Working with People

· Able to establish a rapport with service users as necessary e.g. clients, members of the public etc. 

· Understands how to encourage and influence people to get the best from them

· Understands the needs of others and able to respond accordingly
	2

	5
	Communication

· Able to understand information, advise and liaise with others accordingly 

· Able to be receptive to information being communicated (which can be non-verbal), contribute to its interpretation and pass on to others as appropriate

· Has written and numeric skills in order to complete more detailed records and reports

· Able to listen, observe and contribute to discussions as required for the job e.g. client care, child care, work plans etc.

· Able to communicate using information technology as required for the job
	2

	6
	Money Skills

· None applicable
	0

	7
	Health and Safety

· Understands and able to apply Health and Safety procedures relevant to the job such as:

· manual handling; 

· safe use of machinery and/or equipment; 

· COSHH ; 

· First Aid and Hygiene Practice;

· lone working procedures and responsibilities

· Able to recognise and to deal with emergency situations
	2

	8
	Equality

· Understands equal opportunities

· Deals with all clients and work colleagues fairly, regardless of race, colour, sex, disability, age or religious belief under guidance from Line Manager
	1


Behaviours for Success:

The “Behaviours for Success” framework is designed to help us understand how people who are successful in their jobs behave at work.  Behaviour descriptions is a new way of looking at how people do their job well and these are set out in the Behaviours for Success Dictionary.  These are grouped under four headings:

1.  Focussing on the customer

· how we work with both internal and external customers and service users to provide a customer focussed service

2.  Personal Resourcefulness

· how we enhance our personal ability to deliver an excellent service

3.  Relationship Building

· how we work with colleagues and partners

4.  Managing for Success (for managers)

· how managers encourage and enable staff to deliver excellent service

These Behaviours for Success apply to everyone, no matter what job they are doing within KCC.  Your Line Manager will give you more information on the Behaviours and what they mean for you and your job.

