ELMTREE SCHOOL   
JOB DESCRIPTION

MSA
All staff have responsibility to take reasonable care for the Health and Safety of themselves and others when undertaking their work. All staff are responsible for cooperating with the LA, school governors and Headteacher on all matters relating to health and safety by complying with Elmtree School’s Health and Safety Policy

Accountable and responsible to:
The Headteacher 

· To collect children from classrooms, supervise hand washing, collection of lunch boxes and lead to the dining hall in an orderly fashion.


· To supervise and care for all pupils on the school premises during the lunch period, both in the school buildings and grounds. This involves supervision of children before, during and after they have eaten lunch.

· To work as a team with other Midday supervisory Assistants including assisting children with lunchboxes and hot dinners for example opening up packaging, modelling how to cut up food.


· To encourage children to eat their lunch and report to the Class Teacher if a child is refusing to eat their lunch.  When a child has eaten their lunch any uneaten food to remain in the lunch box for parents to see.


· To work as a team with other MSA’s clearing the hall e.g. setting up cutlery, setting up and packing away chairs and tables, clearing remains of lunch boxes and hot dinners, ensuring tables and chairs are clean, sweeping the hall floor and cleaning lunchtime equipment.


· To organise and supervise suitable play activities to ensure children have a happy lunchtime break, including any timetabled play activities.  


· To supervise inside classrooms in adverse weather

· To play with, and encourage children to join in with games and give them ideas of how to play.


· To care for children who have minor accidents, administering First Aid and action taken in the medical book.  


· To support children with self care and helping children to change clothing, if necessary.

· To promote good hygiene at all times.

· To follow the Elmtree First Aid Policy and the Administrating of Medicines policy.


· To care for children who are sick, cleaning any child as necessary, keeping Teachers informed as appropriate, including completing a ‘bumped head’ advice slip/asking office staff to send a text and recording any incidents that occur in the in the medical book.


· To immediately advise office staff or, in the event of a serious incident, the Headteacher, when a child needs further medical attention or to be collected from school.


· To assist in monitoring the medical bag equipment, ensuring adequate resources are maintained.


· To have due regard to information provided regarding the individual needs of children (e.g. dietary requirements, medical needs, SEN) and ensure that these procedures are followed.

· To supervise children in accordance with the Elmtree Behaviour Policy and to model and promote positive behaviour.
· To ensure the safety of pupils at all times and the prevention of damage to buildings, equipment and grounds.


· To accompany the children into school at the end of their lunchtime, and to handover to Class Teachers sharing any relevant information as necessary.
· To ensure cloakrooms are left tidy with outdoor clothes hung up at the end of each lunchtime. 


· To attend training sessions and meetings as required and attend appropriate courses as required.

· To keep up to date with events that are happening in school and any changes that have been made by checking the notice board and making sure that you have read any e-mails or newsletters.
· To carry out any other duties requested by the Headteacher, including covering other MSA duties in other classrooms or serving as required.
· To follow the school’s child protection procedures and to keep the Headteacher (DSL)/ Additional DSL informed of anything that is brought to attention relevant to the welfare or safeguarding of any child in our care.

· To respect the confidentiality of all children related to children, their families and/or school life.

· To work using both your own initiative and as part of a team.

· Be aware of and comply with policies and procedures relating to child protection, health, safety, security, confidentiality, inclusion and data protection and report all concerns to the appropriate person.

· To follow the school’s policies and procedures on first aid, continence, injuries and incidents.
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