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	JOB DESCRIPTION

Lunchtime Supervisor and Catering Assistant


	PLACE OF WORK: Ebor Academy Trust

	CURRENT GRADE: NJC Scale Point 2-3


	REPORTS TO:   Senior MSA/ Headteacher/ Kitchen Supervisor
 

	1.
	MAIN PURPOSE OF JOB
The main purpose of this role is to assist in the heating and service of hot meals to school children, ensuring the highest standards of hygiene and cleanliness. This includes supervising, controlling, and reporting the behaviour of pupils during the lunchtime break, maintaining a calm and safe environment in the dining room, and contributing to the well-being of children during school lunch periods.

	2.
	KEY TASKS
The role will require a selection from the key tasks below on a rotational basis across the week, working as part of the lunchtime team.


	
	i.
	Meal Service and Kitchen Hygiene

• Assisting in the preparation of the kitchen area to ensure safe and hygienic service, heating, storage, and preparation of heat and serve meals.

• Ensuring that standards of hygiene and safety are maintained in the storage, handling, and preparation of meals and associated products.

• Clearing and washing crockery, utensils, and catering equipment and ensuring their safe and hygienic storage when not in use.

• Ensuring hygiene and safety standards are maintained in the storage, cleaning, and use of utensils and kitchen equipment, with a clear focus on maintaining a safe service and eating environment for children.

• Setting and clearing tables and chairs in the school hall for the service of food to children.

• Carrying out routine and periodic cleaning of kitchen equipment and serving areas to ensure a hygienic and safe environment is maintained.

• Monitoring and maintaining food temperature routines by ensuring checks on refrigeration and heating equipment are carried out and monitored during use.

• Wiping down and cleaning service areas, tables, and chairs after use to ensure they are ready for future use.

• Completing ad-hoc cleaning of spillages and other food-related accidents as they happen to maintain a safe and hygienic environment.

• Taking in goods and equipment deliveries, checking off consignments, and flagging any damage, concerns, or shortfalls at the earliest opportunity.

• Ensuring that deliveries are held in appropriate temperature storage areas on arrival and when moving or counting stock, and that temperature routines are maintained.

	
	ii.
	Pupil Supervision and Behaviour Management

• Checking that the dining room is ready for lunch service and, if required, preparing the layout of tables.

• Organising the dinner queue and the entrance of pupils into the dining hall and from the dining hall to the playground, ensuring good behaviour and a calm atmosphere.

• Dealing with any bullying, fighting, or inappropriate behaviour that may occur by intervention or calling for assistance, reporting incidents according to severity.

• Ensuring that pupils follow dining room rules and tidy/clear up in a satisfactory manner, reporting any inappropriate or persistent behaviour.

• Supervision and control of the school entrance during the lunch break to ensure children do not leave the playground without permission or authorisation.

• Direction of pupils to the playground and supervision of their activities and behaviour, ensuring their safety and well-being, and providing emotional support where necessary.

• Preventing bullying, being aware of changes in friendships, encouraging socialising and play, and occasionally participating in games while discouraging dangerous activities.

• Dealing with unacceptable or challenging behaviour under school guidelines and reporting any bad behaviour, assaults, or carrying of weapons/banned substances.

• Locking and securing classrooms containing personal belongings of staff and pupils.

• Checking toilet areas regularly for signs of pupils smoking/vandalism, blockages of toilets/water basins, and to ensure pupils are not loitering or playing in toilet areas; reporting any damage or blockages.

• Being observant to adults around the perimeter or entering play areas and reporting any potentially suspicious behaviour or observations.

• Being aware of cultural differences between pupils and dealing with any incidents of racism and sexism in accordance with agreed procedures.
iii. General Duties

• Reporting any faulty or dangerous equipment.

• Reporting any safeguarding concerns using the appropriate school procedure.

• Complying with all Academy and Trust policies and procedures.

• Providing brief verbal reports on any issues that need following up or referring to teaching staff.

• Any other reasonable duties commensurate with the level of the post.



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Supervision of children
 

	4. 
	MAIN CONTACTS & RELATIONSHIPS

• Internal: Ebor Staff, Children, Central Team, parents.

• External: Food standards agency or local authority enforcement officers, delivery service personnel, suppliers, external repair and maintenance contractors.

	5. 
	SPECIFIC AREAS OF RESPONSIBILITY

No line management supervision


	PERSON SPECIFICATION

Midday Supervisory Assistant


	6.


	KNOWLEDGE AND QUALIFICATIONS

 • Essential:
    ◦ Knowledge of safeguarding children.

    ◦ Awareness of health and hygiene issues.

    ◦ Enhanced DBS clearance.

    ◦ Prepared to work towards Level 2 basic food hygiene certificate.
• Desirable:
    ◦ Level 2 basic food hygiene certificate.

    ◦ Understanding of effective behaviour management.

    ◦ Qualification in play work.

    ◦ Appropriate first aid training, or willingness to undertake this should it be required.


	7. 
	EXPERIENCE

• Essential:
    ◦ Catering and food preparation and service.

    ◦ Relevant experience of working with children in a formalised play setting.
• Desirable:
    ◦ Experience of working with children and young people.

    ◦ Customer service skills.

    ◦ Working as part of a team.


	8. 
	SKILLS AND PERSONAL QUALITIES

• Essential:
    ◦ Ability to communicate with children effectively.

    ◦ Friendly disposition at all times.

    ◦ Emotionally resilient when working with challenging behaviours.

    ◦ Able to maintain discipline appropriately.

    ◦ Ability to maintain confidentiality.

    ◦ Demonstrable effective interpersonal skills.



