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Job Title: Supply Midday Supervisory Assistant
Responsible to: Headteacher/Head of Secondary/Primary Department
Grade: Scale A3
Terms and Conditions: 10 hrs per week (11.45am to 1.45pm), term time only

Main Purpose of the Role

To undertake routine supervision duties over the lunchtime period, usually based in a specific class working with
a group of pupils. To work alongside other MSAs and teaching assistants to ensure that duties are carried out
efficiently and effectively as a team.

Practical Guidance for MSA’s

e Arrive at school 11.40am to check the lunch rota and memo’s.

e If you are on duty in a class that you have not worked in for a prolonged period, please ask class staff if
there are any changes i.e. dietary requirements, medical requirements.

e Go to the class you have been allocated to at 11.45am (please do not disturb the lesson) and help bring
the children to the dining hall. Help to cut up food, to encourage good table manners and order at the
table.

e Be aware of other tables and if necessary help where help is required. Ensure the tables are left clean.

e Take the pupils/students back to class after lunch, toilet/change them and make sure hands and faces are
cleaned. Assist with hoisting and changing of pupils with complex needs where necessary. Only hoist if
trained. Gloves and aprons to be worn at all times.

e Lunch sessions are split into four 30 minute sessions. If you are allocated to a different class during the
lunch sessions, please ensure that you are in that class promptly to ensure that other staff moving or going
to lunch are covered.

e Inside play if it is wet outside: please ask teaching assistants on duty what they would like you do to but
also use your own initiative (play games, read stories etc).

e During outside play, you are responsible for the class you are allocated to be with during second session,
however, please keep a careful watch on all children in playground. If you see an incident or accident
occur, intervene and tell the person responsible for that class.

e You are expected to interact and play with the children, give opportunities to make choices, take turns
and mix with children from other classes. With other words, please facilitate their playtime to make it a
very positive experience. Many children do not know how to play and you have to show them. Have fun
with the children, we want lunchtime to be a fun experience for all.

e |Ifthereisanemergency during the lunch time period, please contact the teaching assistant on duty and/or
a teacher.
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e Help to get bikes and toys out and put them away afterwards.

e Take the children back to class and make the class teacher or teaching assistants aware of any positive or
negative behaviours, accidents, incidents etc. If necessary, complete an accident and/or incident form
and CPOMS with the help of class staff. These forms must be completed at the end of the lunch period
and if possible, before you leave the premises, there is an online form available to do this (please ask a
member of the office team if you are unsure how to do this)

e Ifyouare unable to come into work due to illness, please ensure that you have contacted the school office
by 7.30am. If you do not think you will be returning to work for the following day, please could you
contact the school office before 3.30pm. However, if you know of any days that you may be absent in
advance, again, please make sure the office team are made aware as soon as possible.

e But foremost, enjoy you time at the school, interact with children and staff and have fun.
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