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Midday Meals Supervisor – Job Description and Person Specification 
 
Salary: £19,311 (Pro rata £4,469.05) 
Salary Scale: Scale 1, point 10  
Weeks per year: 42 weeks per year (0.23 FTE) 
Hours per week: 10 hours per week; 2 hours per day (term time only) 

 
Hours: 11:30 – 13:30  
 
Key Contacts: Pupils, parents/carers, Head of School, Deputy Head of School, other members of 
staff. 
Job Description 
 
Reports to: Senior Leadership Team (SLT)  
 
Main Purpose of this role: 

 To ensure that lunchtime is an opportunity for learning.    

 To be responsible for the health, safety, conduct and well-being of all pupils. 

 To ensure the smooth running of the meal arrangements by anticipating and dealing with 
problems, promoting etiquette and encouraging social interaction.  

 
Responsibilities:  

 The post holder is responsible to the Senior Leadership Team (SLT) for his/her duties, 
responsibilities and tasks. 

 The post holder will adhere to the school’s values and vision; abiding by the agreed policies and 
procedures to ensure provision is of the highest quality 

 The post holder undertakes support for the teachers of the children within the school and the 
associated pastoral and administrative duties in respect of those pupils as well as the general 
responsibilities in the school as agreed with the SLT. 

 The post holder will interact on a professional level with all colleagues and establish and 
maintain good working relationships which will promote the development and effective delivery 
of the school curriculum and maximise children’s achievement. 

 The post holder will be responsible for the pastoral care and safeguarding of the children within 
their session, class or groups, ensuring that children’s safety, wellbeing and welfare are at the 
forefront of all they do.  

 
Specific Duties 
 
Support for Pupils / Families: 

 To deliver pastoral support to pupils. 

 To administer basic first aid as necessary. 

 To support pupils consistently whilst recognising and responding to individual needs and provide 
advice to assist their social, health and hygiene development. 

 To promote the inclusion and acceptance of all pupils and to encourage pupils to interact and 
work co-operatively with others and engage with them appropriately.  

 To work with pupils, understanding how to motivate and encourage them to develop and 
achieve. 

 To act as a role model for pupils. 

 To adhere to the behaviour policy in promoting descriptive praise. 

 To understand de-escalation strategies. 

 To deal with minor incidents, health and hygiene, where appropriate. 
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 To ensure that the meal arrangements comply with all school policies and provide a safe 
environment for pupils, including those with special needs. 

 To ensure that the children to make healthy eating choices. 

 To ensure that pupils who have special dietary needs receive the correct meal. 

 To encourage pupils to be independent in clearing away after a meal and to teach the pupils to 
keep their eating area clean. 

 To establish constructive relationships with pupils and interact with them according to individual 
needs.  

 To promote the inclusion and acceptance. 
 
Support for the Class Teacher: 

 To communicate any general concerns to the Classroom Teacher at the end of lunch time. 

 To undertake administrative tasks associated with the role as necessary. 
 

Support for the School: 

 To report all concerns regarding child protection and health and safety to the DSL and / or 
Health and Safety lead. 

 To be aware of, and support difference and ensure all pupils have equal access to opportunities 
to develop. 

 To ensure the pupils are always supervised, arrive punctually to their classroom, and the area is 
tidied up each day. 

 To appreciate and support the role(s) of other professionals. 
 

Special Education Needs: 

 Where appropriate, continue to provide support for children with special needs. 

 To attend and participate in relevant meetings and training as required. 
 
GENERAL: 

 This is not an exhaustive list of duties and responsibilities, and the post holder may be required 
to undertake other duties which fall within the grade of the job, in discussion with the manager. 

 This job description will be reviewed regularly in the light of changing service requirements and 
any such changes will be discussed with the post holder. 

 The post holder is expected to comply with all relevant policies, procedures and guidelines, 
including those relating to Equal Opportunities, Health and Safety and the Confidentiality of 
Information. 

 The post holder may be required to work outside normal school hours on occasion, with due 
notice. 

 Because of the nature of the post, candidates are not entitled to withhold information regarding 
convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as 
amended.  Candidates are required to give details of any convictions on their appointment form 
and are expected to disclose such information at the appointment interview. 

 Because this post allows substantial access to children, candidates are required to comply with 
departmental procedures in relation to Police checks.  If candidates are successful in their 
application prior to taking up post, they will be required to give written permission to the 
Department to ascertain details from the Metropolitan Police regarding any convictions against 
them and, as appropriate the nature of such convictions. 
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Personal Specification 
Mid-day Supervisor 

 Essential Desirable 

Experience  Experience of working with, or caring for 
pupils of relevant age. 

 

Knowledge An understanding of relevant policies, 
legislation and codes of practice, eg. child 
protection, health and safety etc. 
 
Be familiar with child development and 
learning. 
 
Understanding of positive / descriptive 
praise. 
 

Able to communicate in an additional 
language. 
 
Current First Aid certificate/training. 
 
Positive handling strategies, e.g. de-
escalation. 
 

Skills Maintains a professional and friendly 
outlook and approach to work during 
busy times. 
 
Able to deal with difficult situations in a 
calm and professional manner. 
 
Able to convey information clearly and 
accurately. 
 
Able to provide contingency plans to 
address the unexpected. 
 
Demonstrates clear and logical thinking in 
working through problems. 
 
Possesses confidence in dealing with 
young people, maintaining discipline, 
motivation and ensuring the well-being of 
children including acting on bullying. 
 
A good acquisition of Standard English. 
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 Essential Desirable 

Skills Cont. Able to work effectively and efficiently 
within a busy and hectic environment. 
 
Able to interact with people at a variety of 
levels with politeness, sensitivity, tact and 
with a respect for confidentiality. 
 
Able and willing to work in a flexible 
manner. 

 

Accountability and 
Freedom to Act 
 

Able to make routine decisions based upon 
guidelines and procedures laid down 
within established frameworks. 

 

Other Displays and maintains a high standard of 
personal hygiene. 
 
Willingness to participate in development 
and training opportunities. 
 
Fit and able to carry out the duties of the 
role. 

 

 
 

This post requires a DBS check as there may be periods of unsupervised access to children. An 

Enhanced DBS and satisfactory references would be obtained prior to commencement of 

employment. 

 

This is a description of the main duties and responsibilities of the post at the date of production. The 

duties may change over time as requirements and circumstances change. The person in the post may 

also have to carry out other duties as may be necessary from time to time. 

 


