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Twiss Green Community Primary School

JOB DESCRIPTION- MIDDAY ASSISTANT 
GENERAL:
You will be responsible, under the direction of the headteacher, for helping with the care and supervision of pupils in the school during the midday period between morning and afternoon sessions.  The work is carried out in the dining room, throughout the school building, and in the playgrounds.   The exact duties will be laid down by the headteacher, but these will normally include:

DINING ROOM:

Care and supervision of children, including:

· supervision of hand washing;

· control of groups or queues waiting for their lunch to be served
· supervision and control of behaviour at table
· control of spillages in ensuring the floor is mopped and wet areas clearly signed

· assisting with cutting up of food if necessary

· assistance with food distribution

· supervision of the return of used trays
PLAYGROUND AND OTHER AREAS:
· care and supervision of children on playgrounds and other parts of the building, including toilets, as necessary;

· activities during wet playtimes, including the distribution and children’s use of resources such as games, papers and pencils.  It is important that sufficient time is allowed at the end of the session to clear away tidily.
PLAYGROUND ACTIVITIES:
Organisation and/or supervision of skipping, ball-playing or other group games in the playground.

FIRST AID:

To be responsible for administering elementary first aid in the case of simple accidents, or for calling for assistance in more serious cases.  In the case of a more serious injury, it is essential that a child is sent to call for a HSE-qualified first-aider.  MDAs should remain on the playground supervising the children.
In the event of a head injury an Accident Incident or Illness slip will always be completed by the MDA and handed to the class teacher.  Only in the event of a more serious head injury should a HSE qualified first-aider be called for.  MDAs will still be responsible for completing the accident slip and informing the class teacher.

All significant/more serious accidents, incidents and near misses are entered into the accident log using a form HSA1, obtainable from the school office; these will be monitored on a monthly basis by the Headteacher and a member of the school’s Health and Safety Committee.  
CRITICAL INCIDENT:

In the event of a critical incident, MDAs should send a child to the Headteacher/Deputy Headteacher for a ‘purple pen’.

GENERAL:
Such other reasonable duties as the headteacher may assign.
Signed: …………………………………………………………………..

Date: …………………

June 2010
