KINGSTON UPON HULL CITY COUNCIL

JOB DESCRIPTION

	DIRECTORATE:


	LEARNING & CULTURE
	POSITION NO: LS

	SERVICE AREA:


	KINGSWOOD HIGH SCHOOL
	GRADE: HULL

	JOB TITLE:


	LUNCHTIME SUPERVISOR
	DATE PREPARED: OCTOBER 2005

	JOB HOLDER:


	
	REPORTING TO: SENIOR LUNCHTIME SUPERVISOR


	PURPOSE:

To assist in providing a safe and orderly environment during lunchtime break by supervising students who are on the premises at lunchtime.




	PRINCIPAL ACCOUNTABILITIES:


	1

2

3

4

5

6


	To assist in securing the good order and safety of students. 

To actively supervise students during the lunchtime break, in order to assist in ensuring lunches are taken in a timely and orderly fashion.

To deal with inappropriate student behaviour, in accordance with the agreed policy, including completion of related paperwork.

To encourage students to participate in healthy and/or extended learning activities during the lunchtime break. To provide appropriate activities.

To assist in providing information and guidance to students in relation to nutrition and healthy eating, in order to encourage them to make healthy lifestyle options.

To deal with minor accidents, administering emergency first aid as required and taking necessary action in the case of serious incidents.




	GENERAL:



	1


	The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility.



	2


	The above duties may involve having access to information of a confidential nature, which may be covered by the Data Protection Act. Confidentiality must be maintained at all times.



	3


	The post-holder must be flexible to ensure the operational needs of the school are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the school.



	4


	The post-holder is expected to promote the school’s Equal Opportunities Policy.



	5


	The Health and Safety at Work etc. Act (1974) and other associated legislation places responsibilities for Health and Safety on all employees. It is therefore the post-holder’s responsibility to take reasonable care for the health, safety and welfare of him/herself and other employees, in accordance with legislation and the school’s Health and Safety Policy. Specific details are outlined in the school’s Health and Safety Policy and related documents.



	6
	Where the post-holder is disabled, every effort will be made to supply all the necessary employment aids, equipment or adaptations to enable him/her to perform the full duties of the job. If, however, a certain task proves to be unachievable then job redesign will be given full consideration.




	DIMENSIONS (figures correct as at October 2005):
Responsibility for Staff:

N/A
Responsibility for Customers/Clients:

The post-holder is responsible for the health, safety, welfare and behaviour of students who remain on site during the lunchtime break (more than fifty per day). 

The post-holder is responsible for ensuring students have access to nutritional information.

Responsibility for Budgets:

N/A
Responsibility for Physical Resources:

N/A



	DECISION MAKING:

These decisions should relate specifically to the principal accountabilities

Makes decisions in connection with all principal accountabilities listed within current school policies and procedures. Has detailed rules, instructions and/or subject to rigid supervision.



	CONTEXT:

The post is part of the school’s support staff, which comprises 70 staff providing support for students and staff.




	CHALLENGES AND KEY FEATURES:

To maintain good order during the lunchtime break.

To ensure students are safe during the lunchtime break.

To encourage students to make healthy eating choices.

To provide appropriate activities for students during the lunchtime break.

To project a positive image for the school.

To have a flexible approach to work as the post-holder may be required to alter his/her hours to meet the operational needs of the school. 

To be committed and motivated to the objective of raising achievement in the school.




	ORGANISATION CHART:

See attached support staff structure.




	EXPERIENCE/QUALIFICATIONS/KNOWLEDGE/SKILLS:

See person specification.




	WORKING RELATIONSHIPS:

Within the school:

Supervises students who remain on the school site during the lunchtime break.

With other City Council areas:

With external bodies:




	INTERPERSONAL/COMMUNICATION SKILLS:.



	1.


	Verbal

The post-holder is required to use basic courtesy, tact, clear articulation on simple instruction.



	2.


	Written

N/A



	THINKING CHALLENGE/MENTAL DEMANDS:

The post-holder generally faces identical problems requiring straightforward solutions and has set procedures to follow, requiring a general awareness and concentration.



	PHYSICAL DEMANDS:



	
	Physical Effort and/or Strain (tiredness, aches and pains over and above that normally incurred in a day to day office environment)



	
	Not applicable


	Moderate

	
	Low


	High

	
	
Very High


	


	WORKING CONDITIONS:

Working Conditions (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment).

	
	

	
	Not applicable


	Moderate

	
	Low


	High

	
	
Very High


	


	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment

	
	

	
	Not applicable


	Moderate

	
	Low


	High

	
	Very High


	Intense


	This Job Description conveys a full and accurate description of the job:



	Signature
	Designation
	Date



	1. CONFIRMED BY: ……………………,,,,……
	(DIRECTOR OF RESOURCES)
	….../….../…...



	2. CONFIRMED BY: …………………………….
	(HEADTEACHER)


	….../….../…...



	3. RECEIVED & AGREED BY:

………………………………………………….…
	(POST HOLDER)
	….../….../…...

	The employee must countersign the job description to show that s/he has received it, although s/he might not agree with its content. S/he may delete “& AGREED” if this is the case.



	Grade established/approved



	DATE OF PANEL: ………………………..


	DATE: …………………………….




PERSON SPECIFICATION

JOB TITLE:
Lunchtime Supervisor


POST NO:
LS

GRADE:      


	ATTRIBUTES
	ESSENTIAL
	HOW IDENTIFIED
	DESIRABLE
	HOW IDENTIFIED



	RELEVANT 

EXPERIENCE

(normally at least one year)


	Experience of working with children (1)


	Application form


	
	

	QUALIFICATIONS


	
	
	4 GCSEs at grade C or above (or equivalent), including English and Mathematics (1)

Emergency First Aid Certificate (2)
	Application form

Application form



	SPECIAL SKILLS AND

ABILITIES


	Good communication skills – written (2)

Good communication skills – verbal (3)

Good interpersonal skills (4)

Ability to use initiative and prioritise work (5)

Accurate and well organised approach to work (6)

Ability to work with minimum supervision (7)

Ability to deal with difficult and challenging situations (8)

An understanding nutrition and healthy eating issues (9)
	Interview/references

Interview/references

Interview/references

Interview /references

Interview/references

Interview/references

Interview/references

Interview/references
	
	


	ATTRIBUTES
	ESSENTIAL
	HOW IDENTIFIED
	DESIRABLE
	HOW IDENTIFIED



	SOCIAL SKILLS


	Flexible approach to work (10)

Ability to work as part of a team (11)

Awareness of the importance of confidentiality (12)


	Interview/references

Interview/references

Interview/references


	
	

	MOTIVATION


	Committed to providing a high quality service for the school (13)


	Interview/references


	
	

	PHYSICAL 

CHARACTERISTICS

(If appropriate)


	Good attendance record (14)

Professional manner and appearance (15)
	Application form/interview

Interview
	
	


Prepared by: Mr A Hammond         Designation: Director of Resources
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