JOB DESCRIPTION
	TITLE:
	Midday Supervisory Assistant

	
	

	SCHOOL:
	Stopsley Primary School

	
	

	RESPONSIBLE TO:
	Senior Midday Supervisory Assistant

	
	

	GRADE:  
	L1A 


PURPOSE OF POST: 


· To support the children's during their mid-day break and assist with the physical and social needs of the pupils

· To supervise children on the playground and to promote positive play

· To be an active part of the whole school team

· Ensure the safety and general welfare and proper conduct of the pupils during this period.

Responsible to the Senior Midday Supervisory Assistant, and under the general direction of the Deputy Headteacher, during the midday break, 

ORGANISATION CHART:              Headteacher/Deputy Headteacher

                                                                          I

                                             

 Senior Midday Supervisor

                                                         

      I

                                         
      Midday Supervisory Assistant 

DUTIES & RESPONSIBILITIES:







	1.
	To assist in preparing the hall for lunch time

	2.
	To support and encourage the pupils in the dining room, cutting up food whilst they eat their lunch, promoting positive table manners, use of cutlery and conduct at the table.

	3.
	Aim to maintain a pleasant, quiet atmosphere in the dining hall where pupils can enjoy their meals and the company of other children and adults

	4.
	To help clear and wipe tables and floors, between lunch sittings

	5.
	To be aware of any specific health requirements of the children e.g. asthma, epilepsy, anaphylactic shock and allergies/action

	6.
	To supervise the pupils on the playground

	7.
	To attend to pupils’ personal, social and welfare needs

	8.
	Assist pupils in carrying/transporting trays to the tables and returning crockery to the food counter.

	9.
	In the event of a pupil becoming ill, distressed, or experiencing an toilet  or  sickness  accident, provide initial aid and summon qualified assistance

	10.
	Supervision of pupils in the playground or other area of the school as required dealing with any incidents of inappropriate pupil behaviour in line with the school values and  the behaviour management policy  

	11.
	To assist with setting up and clearing away of playground toys, equipment and resources in the playground/classroom

	12.
	To organise, play and tidy away games as appropriate on wet days

	13.
	To engage the pupils in a range of games and activities whilst in the playground

	14.
	To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information

	15.
	To undertake any other duties of similar level and responsibility as may be required,


Person Specification

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do 

the job.

___________________________________________________________________________________

Essential (E):- without which candidate would be rejected

Desirable (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear examples of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience


	Demonstrable experience of working with children or young people.

Some experience of performing basic cleaning.
	1,2

1,2
	Some experience of working with people with special educational needs.
	1,2

	Skills/Abilities


	Able to encourage, coach and support children, some with special educational needs.

Able to follow guidelines and procedures.

Able to work effectively as part of a team.

Able to work on own initiative. 

Able to write and speak English in order to meet the requirements of the job. 
	1,2

1,2

1,2

1,2
	
	

	Equality Issues


	Able to recognise and act on discrimination.
	1,2
	
	

	Specialist Knowledge


	Able to demonstrate an empathy with and understanding of needs of pupils with special educational needs.
	1,2
	
	

	Education and Training
	
	
	
	

	Other Requirements


	Willingness to undergo training as required by the position

Willing to undertake First Aid training and to apply this in the school.
	
	
	


(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise)

We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995),  toenable 

an applicant with a disability (as defined under the Act) to meet the requirements of the post.

      The Job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of 

       his/her work, in particular those relating to; 

(i)    Equal Opportunities

(ii)  Health and Safety

(iii)  Data Protection Act (1984 & 1998)

DIMENSIONS:
Supervisory Management: None.
Financial Resources: None.


Physical Resources: Play equipment


Other: Responsible for the safety and conduct of pupils

CONTEXT: All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up; any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 

Disclosures are handled in accordance with the CRB Code of Practice which can be accessed from the Children and Learning Department, HR Division, or on www.disclosure.gov.uk
Physical Effort: Required to lift and handle pupils and their walking aids (walking frames, etc.)


Be able to support the SMDS in ‘laying out’ of Dining Hall, lifting chairs and tables and outside play equipment

Working Environment: May be required to help clear up vomit, food spillages and assist with toileting on a daily basis.
EQUALITIES

Stopsley Primary School is committed to eliminate racism, sexism and forms of discrimination.  The school will not discriminate on grounds of age, colour, disability, ethnic origin, gender, gender reassignment, culture, health status, marital status, and social or economic status, nationality or national origins, race, religious beliefs, or non-beliefs, responsibility for dependants, sexuality, trade union membership or hours of work.  It is required of all employees to uphold this policy in the course of their employment with the School and whilst undertaking their duties.

MSA staff need to be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop 

HEALTH AND SAFETY

You are reminded that, in accordance with the Management of Health and Safety at Work Regulations 1992 (as amended) and other relevant Health and Safety Legislation, you have a duty to take responsible care to avoid injury to yourself and to others by your work activities, and to co-operate with the School and others in meeting statutory requirements.

MDSS must be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

POLCY AND SERVICE RESPONSIBILITY

The jobholder is required to contribute to and support the overall aims and school values.

All staff are required to participate in training and other learning activities, and in performance management and development, as required by the school's policies and practice.

CONFIDENTIALITY

The post holder will maintain confidentiality when dealing with sensitive material and information with regard to pupils but will encourage people to be open and raise concerns.

DATA PROTECTION

All staff must be aware of the Data Protection Act 1998 and the Human Rights Act 1998.  The protection of data about individuals is a requirement of the law and if any employee is found to have permitted unauthorised disclosure, the organisation and the individual may be prosecuted.  Disciplinary action will be taken for any breach.

SUPERVISION

The jobholder is managed by the senior midday supervisor who reports to the Deputy Headteacher.  The school's performance management policies and practice determine the frequency of meetings.

JOB CONTEXT

This job is one of a set of support assistant jobs whose evaluated pay grade is determined by the level of responsibilities.  The lowest pay grade is at L1A .6, the highest at L1A.7

CONTACTS AND COMMUNICATION SKILLS

The jobholder works with teachers, pupils and kitchen staff and may have occasional contact with parents and carers.  MDSs work within a team.

MENTAL AND EMOTIONAL EFFORT

MDSs have a responsibility for children during an unstructured period of the school day therefore the post can at times be an emotionally demanding one, particularly at the beginning and end of each term, when timetables may change or in cases of extreme weather and long periods of unsettled weather

The post holder will need to demonstrate a degree of flexibility in order to manage their duties within the framework.

Signed:………………………………………………………….     Date:………………

                 (Employee)

