Coppice Primary School 
Midday Assistant
Job Description

[bookmark: _GoBack]Hours of work:   Monday to Friday 8.75 hours per week
11.30-1.45pm
Term time only
Grade:		 LBR1c Scale 2

Responsible to: Midday Supervisor			
Line Manager:   Head of School

Purpose of the job:
To be responsible, under the direction of the Senior Leadership team, for securing the safety and welfare of a designated group of children. 
To keep the Senior Leadership Team Member informed of any difficulties that arise.

Main responsibilities, tasks and duties:
In the Dining Hall
To ensure that children in their care report for their meal according to established procedures.   
To ensure a reasonable flow of children through the Hall, avoiding undue queuing or hurrying.
· To be actively present in the dining hall while most children in their care eat their meal; including supervising children present who are waiting for service.
· To ensure that children in their care take trays and cutlery correctly and encourage them to try new or different foods.
· To get to know the children, and their tastes and appetites.
· To assist with seating arrangements.
· To encourage good behaviour and correct table manners at all times.
· To see that children remain seated throughout the meal and finish eating before leaving the table.
· To ensure that the children walk in the dining hall and do not run.
· To have general oversight of the dining hall including the clearing of spillage on floors and tables.
· To assist children in clearing trays and ensure that no waste remains when they are returned to the kitchen.
· To attend to children who bring packed lunch, encourage healthy eating and check that food is not wasted.
· Do not have large groups of KS1 children waiting in the hall to be escorted to the playground as they become restless and noisy. As a group is ready take them to the infant playground ensuring that sufficient staff are left to supervise in the hall.
· Supervise children as they leave the Hall. Encourage walking to the playground.
· The last Midday Assistant on duty in the hall to check that it is clear and hand over to the Kitchen Assistants for cleaning.

In the Playground
· To initiate games with children.
· To model how to have a healthy competitive spirit.
· To support Pupil Play Leaders in organising a variety of sporting activities.
· To resolve conflicts in line with the school’s behaviour policy.
· To maintain discipline of designated group of children in the playground.  
· To report any serious breach of rules to the Senior Leadership Duty Member at the end of lunchtime following the school’s Behaviour Policy.   Cases requiring immediate follow up should be reported to the Senior Leadership Duty Member.
· Ensuring that the play space is used safely and with consideration for all present.
· Encouraging children to involve others in their games, to share and show kindness, 
Understanding and friendship to others.
· Liaising with Pupil Play leaders.
· Supervising playground toilets at all times.
· To ensure designated group of children return promptly to class lines at the end of the lunchtime session, and to remain with them until the class teacher arrives.

Wet Playtimes
· To supervise children in their classroom as designated.
· Children must remain seated and not run around the classroom or corridors.
· Class teachers will liaise with you re the activities/resources to be used during wet play.
· Children may go to the toilet but only 1 or 2 at a time.

Other Duties
· If you are in possession of the appropriate First Aid qualification you may be asked to be responsible for administering first aid during the lunchtime period, on a rota basis.   This will involve reporting serious cases to the Senior First Aider, in the School Office and noting first aid details in the medical book.
· Any other duties indicated by the Executive Headteacher or SLT member.


GDPR:
Be responsible for ensuring that personal and sensitive data processed within the school and trust is treated with confidentiality and kept secure and in line with Data Protection guidance including General Data Protection Regulations.

Support for the school:
· Be aware of and comply with policies and procedures relating to child protection, and security and confidentiality, reporting all concerns to an appropriate person.
· Contribute to the overall ethos / work / aims of the school.
· Appreciate and support the role of other professionals.
· Attend relevant meetings as required.
· Participate and support in school events
· Participate in training and other learning activities and performance development as required.
· Treat all users of the school with courtesy and consideration.
· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.
· Comply with health and safety policies and procedures and ensure the health and safety of pupils, staff and visitors (in accordance with appropriate health and safety legislation) at all times.
· The job description can never be fully descriptive and exhaustive. It is expected that staff will respond to emergencies as they arise. It is also expected that staff will show flexibility in their duties during busy periods and periods of staff absence. The post holder must comply with the LBR Equal Opportunities Policy and Health and Safety and all school policies.  
· In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above. Such duties will be at the discretion of SLT and will fall within the scope of the post. 
· This job includes regulated activity as it involves working directly with children. 
· 

Probation:
As part of our induction process, we have a six-month probationary period for all staff.




Person Specification

	
	Essential
	Desirable

	Experience
	
	Midday experience
Working in a school environment
First aid

	Qualifications / training
	Effective literacy and numeracy skills  in English & maths
Understanding of relevant documents
	English & maths GCSE

	Knowledge  / Skills
	Able to relate well with adults and children
Work constructively as part of a team
Be committed to safeguarding and create an inclusive environment
Able to be a good role model

	Basic knowledge of child development and learning



Duties and responsibilities of the post may change over time as requirements and circumstances change.

The above-mentioned duties are neither exclusive nor exhaustive, and the post holder may be   called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder
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