
 

  

 

Job Description 

Job Title: Lunchtime Supervisory Assistant  

Scale:  Grade 1 SCP (6-11) 

Salary:  £15,014-£15,807 (Pro rata £3,495.98-£3,680.63) 

Hours:  Part time (10 hours)/ term time only 
  
Responsible to: Catering Supervisor – Day to day 
Focus: To actively serve, support and supervise pupils in the dining room while they eat their lunch 

and throughout the school premises.  

Summary of Key Areas of Responsibility: 

1. Supervision and control of pupils. 
2. To ensure and promote the maintenance of a healthy and safe working environment. 
3. To contribute to and enable a smooth running dinner service. 
4. To be responsible for maintaining the cleanliness of eating areas. 
5. To comply with Parkside Academies policies and procedures.  

 

Key Area of Responsibility Brief Outline 

Generic responsibilities 

 Maintain personal expertise, to be a role model and promote high 
expectations for all members of the school community through your role 
within the structure 

 To model the values, ethos and vision of the School 

1. Supervision and 
control of pupils. 

 

 To ensure the supervision of pupils at appropriate times and to organise 
the effective transfer of responsibilities for pupils’ welfare between 
lunchtime supervisory staff and teachers 

 Till operating duties (training will be given as required) 

 To control the dinner queue 

 To ensure that all minor infringements of disciplinary rules are dealt with 
swiftly and effectively, reporting persistent unruly behaviour or more 
serious breaches of discipline to a senior member of teaching staff by the 
process established in school 

 To report any emergency or serious incident to the Headteacher or 
Deputy Headteacher immediately 

 Check that pupils do not congregate around areas that they should not 
(ie. toilet blocks) 

 Supervise children in designated areas inside the school during bad 
weather 

 Ensure pupils do not leave the school without permission 

2. To ensure and 
promote the 
maintenance of a 
healthy and safe 
working environment. 

 To deal with minor accidents, securing first aid assistance for these and 
for serious incidents in accordance with the procedures established at 
Parkside Academy 

 To ensure that health & safety practices and procedures affecting pupils 
are maintained during lunchtime breaks 

 To be aware of responsibility for personal health, safety and welfare and 
that of others who may be affected by individual action/inaction 

 Be aware of emergency procedures eg. fire drill and know what action to 
take 

 



 
 

3. To contribute to and 
enable a smooth 
running dinner service. 

 

 To liaise with kitchen/dining room staff to ensure a smooth running meal 
service.  To support any policies regarding meals provision 

 To actively promote the school meal service to pupils to increase 
awareness of healthy eating and the uptake of healthy school meals 
 

4. To be responsible for 
maintaining the 
cleanliness of eating 
areas. 

 To set up and clear away tables in the dining room, as required 

 Cleaning of dining room surfaces and floors 

 Ensure that spillages on the floor or tables incurred during a meal are 
wiped up 

 Cleaning of waste areas and bins emptied and disposed 
 

5. To comply with 
Parkside Academies 
policies and 
procedures.  

 

 To assist where necessary in ensuring that persons on the premises who 
are not pupils or staff are authorised and appropriately dealt with (in 
accordance with guidance issued from time to time) 

 To work collaboratively with colleagues to protect and safeguard pupils 

 To have due regard for safeguarding and promoting the welfare of pupils 
and to follow the child protection procedures 

 To share expertise and skills with others 
 

In addition 

 To participate in training and other learning activities, as required 

 To work effectively as part of the lunchtime team and to support 
colleagues on 

 To support pupils in having an enjoyable experience in the dining hall 

 To undertake such duties as connected with the post as may be 
reasonable requested 

 To contribute to efficient management of school routines 

 Any other duties as deemed appropriate by the Headteacher 

The above duties and responsibilities are not an exhaustive definition of all the tasks 
associated with the post. 

Special Conditions 

 An overall is provided which must cover all the clothing worn, including 
sleeves and collars.  
This overall must not be worn outside the school, either to or from work; 

 Jewellery should not be worn except wedding rings or earring studs, for 
obvious health and safety reasons;  

 Shoes should be supportive and protective. Open toed sandals/shoes, 
high heeled shoes or training shoes are not considered suitable;  

 Jeans are not considered suitable attire;  

 Personal hygiene as practised by the kitchen staff must also be adhered 
to and the kitchen cloakroom is available to all such employees for the 
facilities offered;  

 Hair should be clean, tidy and worn off the face. Long hair should be tied 
back.  
 

 
Day Hours Total hours in 

school 
 Total hours 

worked 

Monday 12.20pm-14.20pm 2 hours  2 hours 

Tuesday 12.20pm-14.20pm 2 hours  2 hours 

Wednesday 12.20pm-14.20pm 2 hours  2 hours 

Thursday 12.20pm-14.20pm 2 hours  2 hours 

Friday 12.20pm-14.20pm 2 hours  2 hours 

 10 hours 

 


