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Children’s Directorate

St. Mary’s Catholic Primary School 

Lunchtime Supervisory  Assistant
      Term Time Only

Ref: 
Job Information Pack
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Job Advertisement
Children’s Directorate

St. Mary’s Catholic Primary School
Lunchtime Supervisory Assistant 
6 1/4 hours per week – Term time only

£1,397  (Subject to Job Evaluation)
St. Mary’s School is seeking to appoint two Supervisory Assistants to work during the lunchtime period, between 12:00pm and 1:00pm every day, term time only.  

Working as part of a team, the successful candidate will be required to undertake the supervision of the children in all areas of the school, and also supervising and actively engaging pupils in playground games. 

Experience of working with children, and the ability to encourage good behaviour and play amongst pupils would be an advantage, but not essential as training will be provided.  

Applicants should note that an Enhanced Disclosure Check by the Criminal Records Bureau will be necessary for the successful applicants.
Closing Date:  Noon on Thursday November 7th, 2019. 

Applications, using the CES form (which can be found on the school’s website, www.stmarys.wales under the ‘vacancies’ tab) to be returned to:

Mrs. Pamela Fullerton (Administrative Assistant) by e-mail to admin.stmarys@bridgend.gov.uk or by post to 
St. Mary’s Catholic Primary School

Llangewydd Road

Bridgend

CF31 4JW
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Job Description
DIRECTORATE:

Children’s 
DEPARTMENT:

St. Mary’s Catholic Primary School
POST:


Supervisory Assistant - Term Time Only
GRADE OF POST:

SCP 5 (Subject to Job Evaluation)
RESPONSIBLE TO:
Headteacher

JOB PURPOSE:

Responsibility for the supervision of pupils in the dining hall, playground, and school premises.

PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:

· Assisting in the supervision of children in all areas of the school and grounds, in order that Health and Safety regulations are observed and school discipline is enforced. Assisting in the responsibility for the security, safety and good conduct of pupils during the lunch break. 
· Dealing with minor problems, accidents and sickness where necessary, and reporting any serious incidents to the Headteacher or teacher where appropriate. 
· Supervising and actively engaging pupils in playground games, as well as promoting positive behaviour among pupils in line with school behaviour standards. 
· Escorting pupils to the dining area. 
· Supervising children consuming meals and packed lunches.

· Supervising queues and seating arrangements, and helping with the distribution of meals within the dining area, ensuring spillages are cleaned up and litter removed from tables as necessary.
· Providing some social training for the children in terms of good table manners.  

· Participating in any training and development activities in order to maintain own professional development or to enhance competence within job role.  Undertaking any duties and responsibilities that commensurate with the grade of the post, and participating in the regular review of the content of the job description.
GENERAL DUTIES
To undertake the Health and Safety responsibilities which fall within a

manager’s role and the personal Health and Safety responsibilities within the

HASAWA 1974.

To ensure that all activities are operated in accordance with Equal

Opportunities legislation and Best Practice.

REVIEW DATE/RIGHT TO VARY
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.
Criminal Records Bureau 
The Criminal Records Bureau (CRB) has been introduced as a result of Part V of the Police Act, 1997.  Please note that this post requires an Enhanced / Standard level of disclosure.  Further information about the Disclosure Scheme is available at www.disclosure.gov.uk or by contacting the CRB Team by telephoning (01656) 643206.
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 Person Specification
Supervisory Assistant – Term Time Only
The following attributes represent the range of skills, abilities and experiences etc relevant to this position.  Applicants are not expected to meet all of these attributes to be suitable for short listing. 

	Attributes


	Requirements
	Method of Evaluation / Testing

	Qualifications, Education & Training

	· Willing to undertake any in-service training offered which is relevant to the duties of the post.

	Interview, application form and references.

	Knowledge & Experience
	· Experience of working in a school environment.
· Experience of working with young children.
· Experience of basic first aid.
· Experience in managing the behaviour, and encouraging play among children.

	Interview, application form and references. 



	Skills & Personal

Qualities

	· Ability to work as part of a team and independently when required.
· Ability to follow instructions.
· Good communication skills.
· Ability to manage and supervise young children.
· Enthusiasm.
· Ability to relate well to children and adults.
· Good initiative in developing playground games.

· To be sympathetic towards the school’s Catholic ethos.

	Interview, application form and references.
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Employee Benefits

Supervisory Assistant – Term Time Only
Salary:   £1,397 
This post is subject to Job Evaluation, which is the process of assessing the relative value or size of jobs within an organisation. Jobs (not the post holder) are analysed against common criteria to measure the content and context of the jobs people do.

Pension Scheme 
All staff are eligible to join the Local Government Pension Scheme, which is currently a final salary scheme. It is a contributory scheme.

Maternity/Adoption/Paternity Pay & Leave
We offer a generous scheme which provides payments in addition to statutory provisions.

Subsidised Leisure
All employees are eligible to purchase a Bridgecard at reduced rates which offers discounted access to the council’s leisure centres within the borough.
Occupational Health Services
There are a range of services available to promote staff welfare. These include an in-house counsellor, fast-track physiotherapy and effective return to work programmes.

Training and Development
Our Governors recognise the importance of learning to the success of the organisation and are committed to the investment in and development of our staff. Our Governors believe that our children deserve a service from staff who are competent and trained to do their jobs.
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Conditions of Service

 Supervisory Assistant – Term Time Only
Working Hours
The working week will be 6 1/4 hours, Monday to Friday, between 11.50 am and 1.05 pm - term time only.

Location
The normal place of work will be St. Mary’s Catholic Primary School.

However, you may be required to work anywhere within the County Borough.

Medical Clearance
Any offer of appointment is subject to medical clearance. You will be required to complete a medical questionnaire, but may also require medical examination before appointment.

References
Appointment is subject to receipt of a minimum of two satisfactory references. Wherever possible these should be from previous employers.

Criminal Records 
An enhanced Disclosure Check by the Criminal Records Bureau will be necessary for the successful applicant, and appointment will not be confirmed before a satisfactory disclosure is received.

Probationary Period
New staff to Bridgend County Borough Council appointed to this post will be subject to a 6 month probationary period.

Business Travel

Should you use your own vehicle for official journeys, mileage expenses will be reimbursed based on the locally agreed rate.

If you have any queries relating to this job, please contact Human Resources on (01656) 643205
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