[image: image1.png](@uﬁo rd

mary School




LUNCHTIME SUPERVISION POLICY

Prepared by:  
A Middleton
Date:  

Spring 2018



Review Date: 
Spring 2021
At Rufford Primary School, we employ lunchtime Supervisors.  In the course of their working day they follow the behaviour policy and this is available for all new staff and is revised at the beginning of each academic year.

PROTOCOLS AND POINTERS

Lunchtime supervisors need to be friendly and approachable.  Children need to see you as someone who is open and ready to listen to them.  Try chatting to the children about their news, interests and activities.  A cold or distant manner will stop them approaching you and gaining respect from the children.  You must also respect them.

Watch out for loners or bullying – intervene and encourage.  Organise games with the buddies and join in. 

Dealing with issues: 

· Always be positive in front of the children

· Listen to both sides

· Let them explain themselves

· Listen to someone who witnessed the incident   

· Take the misbehaving child aside and talk it through with him/her

Unruly children:

· Don’t shout or argue with the child/children
· Keep calm at all times
· Repeat requests calmly, use Sanctions system, Time out etc
· Try to diffuse the situation
· LISTEN
· Take child to one side away from others who might encourage them
· Sit down, disarm
· Respect confidentiality at all times
IMPORTANT
The children must never hear swearing and racist remarks from members of dinner staff.  If you don’t know the children’s names, refer to them as boy/girl or groups of boys/girls.  RACIST REMARKS or SWEARING in front of the children COULD BE GROUNDS FOR DISMISSAL.

ABSENCE
In the event of sickness absence, Lunchtime Supervisors are expected to inform the school office staff by 10.00 am who will make arrangements for cover.  In the event school cannot be reached by telephone, the Lunchtime Superintendent MUST be informed.

Doctors, dentist, or any other appointments, must, where possible, be arranged outside their normal working day.   Special circumstances may be discussed with the Head teacher.
Holidays during term time are not generally allowed.  Special dispensation must be discussed with the Head teacher.   

CONFIDENTIALITY
Under no circumstances must anything concerning the children, who are at Rufford Primary School, be discussed outside school.  In the event of a confidentiality being breached, proceedings will be taken which may lead to dismissal.

If a child makes any comments that could lead to concerns relating to child protection – no member of staff must question the child – just listen to what he/she has to say.  Under no circumstances must the child be promised that the information can be kept a secret.  Any concerns must be reported to a member of staff in the first instance. See the Safeguarding Policy for more information
Arrive for duties (Monday – Friday):




11.45 pm
Duties commence       “         “   :




12.00 noon
DAILY PROCEDURE
· Supervisory staff look at the wall chart to see where they are based for that day. 
· Staff are allocated to either set up the hall or the playground.
DRY DAY ROUTINES

· Reception children come into the hall at 12.00pm

· KS1 children come into the hall at 12.15pm

· KS2 children come out of class at 12.30pm onto the playground.  Lunchtime equipment should be set out beforehand.

· Supervisors to be stationed according to the plan on the noticeboard.
· The children are called into the hall according to the rota.
WET DAY ROUTINES

· Two Supervisors stay in dining hall

· Supervisors monitor allocated class – see wall chart.
· Wet play activities are used and tidied away before 1.15 pm

· Superintendent - floating

AFTER LUNCH BREAK

· Warning bell goes at 1.10 pm – begin putting equipment away, start the children walking around the playground
· Bell goes at 1.15 pm

· Line up children and wait for teaching staff

· See Lunchtime Superintendent, about any problems

· Duties finish for all lunchtime staff at 1.15 pm

FIRST AID

All dinner ladies to do general first aid – slips completed – first aid cupboards.  If serious injury occurs refer to Lunchtime Superintendent. This is particularly important if there has been a bumped head.
Asthma inhalers are to be taken to the child if needed.
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