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JOB DESCRIPTION
Job Title: 

Midday Assistant 
Grade: 

Scale 1
Range:  

Points 1-3

 

Job Purpose 

In school under the direction of the Head Teacher as part of a team involved in the supervision of pupils throughout the period of 11.30am to 2.00pm and ensuring their safety, welfare and good conduct. 
To assist in providing meal-time and playtime supervision at the midday break in the dining and play areas designated within the school, between 11.30am and 2.00pm in the classrooms, toilets, dining and play areas, in line with school’s policies and procedures.

We are a split-site school which caters for the educational needs of pupils between the ages of 2-19 years of age who have severe and profound learning difficulties and autism.  Normally you will be appointed to work on one site, but you must be prepared to work on either site according to the needs of the school.

Main Duties and Responsibilities
· To understand and comply with the Trust's Equal Opportunities Policy. 

· To understand and comply with Health and Safety regulations. 
· To approach visitors entering school premises. 

· To administer simple first aid. Be aware of who the School's First Aid officer is. 

· To deal with minor accidents i.e. food spillages on floors and children, also sickness and younger pupils’ accidents with toileting. 
· Ensure pupils are enjoying their lunch break. 

· To feed or to assist with feeding pupils/students according to their individual needs.
· To assist in the supervision of indoor or outdoor playtime sessions.
· To encourage good eating practices, assist by cutting-up of food for younger age groups. 
· To be aware of, and to follow, behavioural programmes set in place for individual pupils/students.

· To be prepared to take on close supervision (1:1 or even 2:1 management) according to particular behaviour programmes or on the direction of the Senior Teacher or Teacher in charge of the duty session.

· To toilet/change pupils/students as required according to their individual toileting programmes and needs. Toileting/changing must take place immediately when pupils have either wet or soiled themselves.  The teacher on duty must be notified.

· To lift or position pupils/students (as necessary with the help of the mechanical/manual aids provided and /or another member of staff) according to their individual needs, as described in behaviour/toileting programmes and/or school procedures.

· To protect pupils/students from danger by taking measures to ensure their safety which are appropriate to their playtime situation and their individual needs in consultation with the teacher on duty.

· To be able to use initiative to maintain the safety of all the pupils in your care.  Staff should be aware of school procedures and behaviour programmes which affect the pupils/students in their care.  This may entail asking for guidance but it is also the duty of the teacher in charge of a particular meal/play session to inform you of particular problems or difficulties.

· To be aware of Health & Safety policies and procedures and to act upon them to ensure the safety of both pupils/students and staff with whom they are working.  All staff have a duty to report any health and safety hazards and risks which become apparent whilst they are on duty.  Failure to do so may well result in injury or harm.  In the first instance this must be to the teacher on duty and then to the Senior Teacher in charge of the site.

· To be aware of First Aid and Fire Safety procedures in operation in the school.

· To seek help from the teacher on duty and any other member of staff if in doubt about any situation.

· To give help to other members of staff if they request it.

· To undertake other duties as required by the Head of site.
· To perform occasional duties of a similar nature up to and including those in the same grade. In event of a dispute about any such duty, the normal trade union/management negotiations will take place and the status quo will apply until the matter is resolved. 
CRITERIA

· To have had a minimum of 6 months’ experience of child care in any capacity.

· To have an ability to communicate patiently with children.

· To be able to work as part of a team.

· To have the physical capability to carry out the required duties.

· To understand the dangers that might exist in playground situations and be able to put into effect reasonable safety measures.

· The ability to deliver services within the School’s Equal Opportunities framework.

RESPONSIBLE TO: Headteacher 

NOTE: The Academy expects all its employees to have full commitment to the Trusts’ equal opportunities policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of the authority.

Lime Trust, as an employer, is committed to safeguarding and promoting the welfare of children and young people as its number one priority. This includes a commitment to robust recruitment, selection and induction procedures. The successful candidate will be subject to an enhanced DBS check.

ADVICE TO MIDDAY ASSISTANTS 

1. Your attitude and relationship with the children in your care is very important. It should be kindly, firm but fair and similar to the way in which you would expect your own children to be treated by others. 

2. An orderly and definite pattern of procedure, which is clearly understood by all the children, should be followed during lunchtimes. This should run in accordance with the School's routine and rules, so it is important that Midday Assistants familiarise themselves with the School's routine as soon as possible. 

3. It is important that children are free to play and enjoy any of the activities allowed without endangering their safety or breaking any of the School's conduct rules. 

4. Always be prepared to cope with bad weather situations.  You may have to supervise the children in a small area (i.e. a classroom) so be alert to any possible accidents which may occur. Encourage the children to use the games, books etc. provided for these situations. Keep movement of children about the hall or room to a minimum. 

5. In the playground, try and keep the children playing boisterous games away from the ones who want to play quietly. 

6. Try and place yourself in a position where you can see and be seen. Patrol your designated area, including restricted areas. 

7. Be alert to any difficulties, and make yourself a point of contact for the children if they need you. Deal with any disputes immediately and fairly. 

8. If you have to speak to a large group of children, make sure that you have their attention before you speak. 

9. Encourage new or shy children to join in with the others, but do not force them if they don't want to. 

10. Keep a watchful eye on those children who need more supervision than the others. Suggest activities to keep them occupied. Show an interest in them and encourage positive behaviour. 

11. Make sure that children are suitably dressed for the type of weather or activity they may be taking part in. 

12. If you have any reason to refer a child to the Principal, make sure that he/she is provided with the relevant facts of the situation. 

13. Common sense and consideration for the children must be the guiding factors when dealing with any difficulties. 

14. Try to find time to talk to the children as individuals, show an interest in their conversation and activities which they will be eager to discuss with you. This        one-to-one relationship is of vital importance in developing the right personal relationship between the children and yourself.

