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Data Protection Act 1998.  This form will enable us to process any information you contribute to the role profiling process and will be used by Hampshire County Council evaluation panels for job evaluation purposes.  At a later date, the information will also be used in other personnel areas, e.g. performance development review, induction, and training and development  Processing of information includes storage of records electronically and in hard copy format.  Personal data will only be made available to Hampshire County Council staff and trade union representatives involved in these processes. Any data required for statistical/research purposes will be depersonalised.
ROLE PROFILE FORM

Section A

	Department/Section:


	Education – Schools

	Role Title:


	Supervisory Assistant 

	Reports To - (Supervisor/manager’s role title) :


	Senior Supervisory Assistant/ Headteacher/ Deputy Headteacher/School Business Manager

	Role Purpose:

(why the role exists)


	 To supervise pupils during the lunchtime period and ensure that problems are resolved or referred to appropriate level.


Section B  Organisation 




Section C

ROLE REQUIREMENTS

This involves identifying the most significant responsibilities of the role. Accountability statements are key functions of the role which in combination make up the main purpose.     

	 Accountabilities
	Accountability Statements
	% of Time

	Supervision of eating activities
	· Direction and monitoring of food intake.

· Assisting pupils with food consumption (i.e. cutting food for children).

· Aiding children opening cartons/pots of food.

· Cleaning spillage and surfaces.

· Supervising disposal of foodstuffs.
	

	Pupil Supervision
	· Supervision of pupils movement around the schools premises.

· Promotion of ‘Positive Play’ ensuring productive lunch time activities for pupils.

· Ensuring hygiene – washing hands and toileting.

· Basic first aid (grazes etc.) and recording of accidents, maintaining appropriate records.

· Reporting any significant behavioural incidents over the lunch time period.

· Ensuring confidentiality of dealings in school (e.g. ensure child behaviour is not discussed with parents outside of the school)


	

	Corporate and statutory initiatives - equalities/health and safety/e-government/ sustainability
	Awareness – particularly in respect of equalities issues.

Health and Safety of Pupils

School Policies and Procedures


	


	Section D -The key decision making areas in the role

	Behaviour management – 

· Recognising when intervention is required., and acting appropriately.

· When issues should be raised with relevant staff.



	Section E - The role dimensions - financial (e.g. budgets) and non-financial (e.g. units, workload, customers/staff)

	Role holder to pupil ratio; 1 Supervisory Assistant per 30 pupils in Year R, 1 and 2
                                          1 Supervisory Assistant per 60 pupils in Year 3, 4, 5 and 6

	Section F - The main contacts – external/internal customer contacts and purpose

	 Internal contacts – 

· Teaching staff; raising behavioural issues.

· Senior Supervisory Assistant/Headteacher/Deputy Headteacher; Line manger should be kept informed of incidents.

· Kitchen Staff; issues relating to meals.

· Pupils; to ensure orderly behaviour on a daily basis.

	Section G - Working conditions – environment, and physical effort or strain.

	· Outdoors role; Precipitation creates difficult conditions to observe pupils, also increased risk of injuries/ accidents outside and inside the school as surfaces become wet.

· Physical restraint of pupils – danger of injury to both parties – need for awareness of schools policy.

· May be faced with confrontational and difficult pupil behaviour.

	Section H - Context/additional information 

	· Limited hours applicable to the role (one hour per day)

· Need for awareness of issues effecting pupils (family problems etc.)

· Crucial role within school – significant impact on the afternoon sessions in school, where pupil behaviour during lunchtime is not controlled.


 PROGRESSION IN ROLE
	Section I  - Entry: Necessary role-related knowledge, skills and experience at selection

	· Understanding and awareness of child behaviour.

· Awareness of the importance of confidentially in dealings with pupils.



	Section J – Initial induction/training required to become effective in the role

	

	Estimated time to become operationally effective: 1 week – 1 month

Awareness of schools policy and routine including:

· Behaviour management

· Emergency procedures (fire, evacuation etc.)

· First Aid

· Physical Restraint

· Lines of Communication

· Health and Safety (both staff and pupil)

Knowledge of School Site.


	
	

	Section K – Operationally effective: How would effectiveness in role be demonstrated?

	· Children should be happy and behave well during afternoon sessions.

· Communications with staff are appropriate and effective.

· Commitment to the school and satisfaction within the role; building relationships with pupils.



	Section L - Adding value: What characteristics will the advanced role holder demonstrate?

	 Perceptive insight into child behaviour – aiding teaching staff.

Confidence to make decisions which pupils, staff and parents respect.

Ability to take on Senior Supervisory Duties on an acting basis when required.

 





Senior Supervisory Assistant , Headteacher/ Deputy Headteacher or School Business Manager





Supervisory Assistant
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