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	Job Description and Person Specification		Lunchtime Organiser	


Start Date:	<<DATE>>
Contract:	<<PERMANENT/FIXED TERM/ MATERNITY>>
Salary:	Band B    SCP3 - 4 
Hours of work:	<<NUMBER OF HOURS PER WEEK & WORKING PATTERNS & TT WEEKS>>
Responsible to:	Principal
Primary Purpose of the role:	Supervision of pupils in the dining area/s and elsewhere as	required by the principal or nominated delegate.


Overall, Purpose of the Post

To ensure that pupils have a safe, enjoyable, and well-managed break during their midday meal. To supervise pupils in the dining hall, playground, and other areas during lunchtime, promoting good behaviour, safety, and social interaction.

Key relationships:
The Principal and Senior Leadership Team (SLT), teaching staff, other support staff, students, parents, governors, and outside agencies

This job profile includes the principal responsibilities of the post. However, the post will evolve. The post-holder will be required to adopt a flexible approach in order to meet the changing needs of the school.





Specific Responsibilities 
· To communicate with the pupils in their care.
· To supervise pupils in the dining area/s and elsewhere as required by the principal.
· To help create an atmosphere so that the meal and lunchtime recreation is a pleasant experience for pupils and staff.
· Supervising pupils in the playground.
· Taking pupils who have minor accidents for first aid where necessary, and if first aid is not necessary, comforting and reassuring them.
· To report more serious accidents to the principal.
· Where the need arises, for instance with young children, or children with               special needs, attending to their physical needs such as hand washing, feeding and toileting.
· Preventing potential dangers in the playground and approaching unauthorised personnel who enter the grounds.
· Carry out duties relating to lunchtime supervision as requested by the principal or senior leadership team.
· Taking necessary steps when children are sick by attending to their needs when in distress and reporting the situation to the relevant member of staff.
· Setting up and removing playground equipment.
· Undertaking an agreed programme of training

General Requirements 

· You must promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with
· Responsibility for safeguarding and protecting the welfare of all students, being cognizant of the Safeguarding and Child Protection Policy and related procedures 
· Carry out all duties regarding the school’s policies and in compliance with the Trust’s Equal Opportunities, Health & Safety and Code of Conduct procedures.  
· Undertake necessary training associated with the post  
· Ensure that duties and responsibilities are carried out in accordance with Trust policies 
· Maintain confidentiality of information acquired in the course of undertaking duties  
· Be a role model for students and staff 
· Attend meetings, training sessions, after-school events and courses as required  
· Participate in a program of self/professional development to ensure skills, knowledge and understanding are added to and kept up to date  
· Comply with health and safety procedures, information and resources in line with school policy 
· Undertake any reasonable duties as requested by the principal or nominated delegate
· Maintain a positive ethos 



Vantage CE Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf. This post is subject to an enhanced DBS check. We value variety and individual differences, and aim to create a culture, environment and practices at all levels which encompass acceptance, respect and inclusion. All our colleagues are expected to demonstrate a commitment to The Trust’s values and principles.

REVIEW ARRANGEMENTS The details contained in this Job Description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required, and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, Vantage CE Academies Trust will expect to revise the Job Description from time to time and will consult with the post holder at the appropriate time.



Job Description prepared/revised:	 May 2025
Prepared by:				Jane Buckley (HR Officer)

























Person Specification
Lunchtime Organiser

We are looking for a candidate who meets the following requirements:
	
	
	Assessed by:

	No.
	CATEGORIES
	Essential/ Desirable
	Application Form
	Interview/ Task

	QUALIFICATIONS

	1.
	Good qualifications in both English and Maths
	E
	✔
	

	2.
	Current first aid qualification (or willing to work towards)
	D
	✔
	

	KNOWLEDGE AND EXPERIENCE

	3.
	Previous experience as a lunchtime organiser or in a childcare setting.
	D
	✔
	

	4.
	Awareness of child protection/safeguarding with up-to-date training (annual training will be provided)
	D
	✔
	✔

	5.
	Knowledge of school standards and procedures or willingness to train
	D
	✔
	✔

	6.
	Knowledge of health & safety regulations within a school environment
	D
	✔
	✔

	7.
	Experience of managing the behaviour of groups of children on a voluntary or paid basis
	E
	✔
	✔

	8.
	Experience of working in a socially and culturally diverse school community
	D
	✔
	✔

	9.
	Knowledge of how children interact, play, and resolve conflicts.
	E
	✔
	✔

	BEHAVIOURS AND SKILLS

	10.
	Tact and diplomacy in all interpersonal relationships
	E
	✔
	✔

	11.
	Personal commitment to excellence in service delivery
	E
	✔
	✔

	12.
	Confident in maintaining order and promoting positive behaviour during lunchtime.
	E
	✔
	✔

	13.
	Self-motivation and personal drive to complete tasks to required time scales and quality standards
	E
	✔
	✔

	14.
	Discretion in dealing with confidential and sensitive issues
	E
	✔
	✔

	15.
	The ability to understand as well as supervise children and young people
	E
	✔
	✔

	16.
	Ability to respond to everyday situations
	E
	✔
	✔

	17.
	Ability to communicate with others and deal with emotional situations
	E
	✔
	✔

	18.
	Ability to maintain discipline, command attention and encourage high standards of pupil behaviour at all times
	E
	✔
	✔

	19.
	Ability to work under supervision, as a member of a team and individually.
	E
	✔
	✔

	20.
	Ability to respond to minor accidents or injuries (training may be provided).
	D
	✔
	✔




	Note to Applicants: Please try to show in your application, how best you meet the above requirements
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