HILLSIDE SPECIAL SCHOOL

MIDDAY SUPERVISORY ASSISTANT
JOB DESCRIPTION


LEVEL DESCRIPTION

All duties will be carried out within recognised procedures or guidelines and may include some ad hoc duties, which require some initiative and there may be some need to interpret information or situations and to solve straightforward problems. Exchanges, orally or in writing, for a variety of information may be required. All problems should be referred to the line manager. There is no direct responsibility for supervising others, but the post holder may be asked to demonstrate duties or give advice and guidance to new employees or others.

MAIN DUTIES AND RESPONSIBILITIES

To work with pupils throughout the school as directed by the Headteacher, or members of the Senior Leadership Team.

LUNCHTIME
· Help pupils improve their skills of eating and drinking under the direction of the class teacher
· Encourage communication skills
· Encourage pupils to be as independent as possible at lunchtime
· Support the class team with medical duties such as gastrostomy feeding, under the supervision of the Class teacher

PERSONAL HYGIENE
· Ensure that the pupils are given as much privacy as possible, whilst still ensuring the safety of the pupil
· Follow the hygiene routines that have been designed for the pupils
· Fill in and record forms that may be in operation
· Bring to the attention of the teacher or teaching assistant any problems that may occur during the routines
· Encourage independence in all activities
· Talk to the pupils about the routines that they are undertaking

PLAYTIMES
· Encourage a range of play skills with the pupils
· Be actively involved in developing pupils’ play 
· Be aware of the need for safety and report to the teacher on duty any hazards that you might find
· Help set out and clear away any equipment that may be used
· Encourage communication with the pupils

All duties listed above are examples of the duties at this level and other duties of a similar level / nature may be undertaken by individuals and are not excluded simply because they are not itemised.

ESSENTIAL TO BASIC PERFORMANCE OF THE JOB

KNOWLEDGE
· Ability to follow written and oral guidance and procedures
· Knowledge and ability to use security devices, there are electronic and coded door locks

MENTAL SKILLS
· Ability to identify and resolve straight forward problems e.g. minor disagreements between pupils
· Ability to refer more complex problems to a member of staff

INTERPERSONAL AND COMMUNICATION SKILLS
· Ability to empathise with pupils in order to maintain appropriate behaviour
· Sensitivity to pupils’ needs when providing personal care
· Ability to provide straight forward advice to pupils
· May be required to record incidents in appropriate record books
· Ability to use alternative communication methods under the guidance of a class teacher. 

PHYSICAL SKILLS
· Ability to use hoists and other equipment
· Ability to move pupils according to their care plans
· Ability to cut food for the pupils
· Ability to set up and clear away tables and chairs if require
· Ability to clear and clean the dining areas if required
· Ability to physically play with pupils outside
· Ability to push wheelchairs

OTHER ATTRIBUTES
· Works within the guidelines and procedures

REQUIRED FOR FULLY COMPETENT PERFORMANCE OF THE JOB
· Basic knowledge of first aid
· Basic knowledge of how to deal with an epileptic seizure
· Knowledge of simple Makaton signs
· Knowledge of appropriate school policies and procedures


















OTHER DEMANDS

PHYSICAL 
· Considerable physical demands may be placed on the post holder when helping pupils with mobility, attending to personal care, in emergency situations or due to pupils’ challenging behaviours
· Midday supervisory assistants will be required to help move and handle pupils either with other staff or through the use of a hoist.
· Tools and equipment may be heavy e.g. wheelchairs, frames

MENTAL 
· Due to the nature of the pupils there is considerable demand for alertness both during specific activities and through the lunchtime period
· Awareness of pupils’ behaviour is required when supervising in the classroom and playground 

EMOTIONAL 
· The position is emotionally demanding due to the high level of needs of the pupils 
· Ability to recognise and resolve/refer problems or changes in pupil behaviour

RESPONSIBILITY FOR PEOPLE
· Pupils 

RESPONSIBILITY FOR SUPERVISON (EMPLOYEES)
· None

RESPONSIBILITY FOR FINANCIAL RESOURCES
· None

RESPONSIBILITY FOR PHYSICAL RESOURCES
· None

WORKING CONDITIONS
· Working within the school environment 
· Wear protective clothing where necessary e.g. when attending to a pupil’s personal care needs
· Work in all weathers, although pupils may be indoors during bad weather
· Post holders may experience physical and / or verbal abuse from pupils
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