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Barningham CEVC Primary School

Mid-Day Supervisor Role

Our Role

· We believe that our job is to be there for the children; to make their lunchtimes happy and safe.

· We believe that food should be eaten in a calm and friendly atmosphere.

· We believe that play is important and will try to help this take place whenever possible.

· We believe we need to ensure that we listen to what the children are telling us.

· We believe that we need to earn the children’s respect so that they in turn will show respect to us.

Our Problems

We may consider these things to be difficult:
· Getting children to listen
· Guiding children to play safely and follow the Golden Rules

· Helping children to eat a balanced diet
· Dealing with children who do not behave acceptably, e.g. not always doing as told, poor attitude etc.
Key Guidelines for Getting Children to Listen

· Use words children understand
· Use the child’s name when talking to them
· Make eye contact and get on the same level as the child.

· Speak calmly – a bit louder possibly but please DO NOT SHOUT
· Look and sound confident and be firm
· Be friendly – smile!

· Have fun within limits
· Listen to children – remember they learn by copying!

· Always do what you say you are going to do
· Take a child to the side and talk to them on a 1:1
· Try clapping hands to get the attention of the children
· Stand quietly to get attention
· Explain why you are doing something
· Apologise to a child if you are in the wrong.  You earn their respect by showing you are prepared to do this.

We must ensure that children understand that the following are unacceptable:

· treating people in a way you would not want to be treated

· refusing to do as an adult asks

· fighting including play fighting

· rudeness/ being cheeky.
Daily Routines

On arrival:

· Mrs Griffin will update everyone on any news, new children, changes to the normal routine

If you are unable to work:

· Telephone school as soon as possible, after 08.30 a.m.

· If you will be absent for more than 5 working days a doctor’s certificate will be required

· Please keep school informed about when you will return to work.
Rewards and Sanctions

Rewards 

We use the following rewards to support positive lunch times:
· Stickers
· Rainbow Ladder
· House points

· Praise
· Certificates for presentation at the next Celebration Assembly
· Feedback to child’s teacher.
Sanctions

We use the following sanctions, which vary according to the severity of the ‘offence’.

· Verbal warning by Midday Supervisor

· Time out on the bench
· Loss of lunch time play

· Referral to Senior Teacher or Head Teacher

· Name recorded on Pastoral Behaviour slip and passed to teacher.
Mid-day supervisor responsibilities - playground and field
· Be watchful to ensure the physical safety of the children.
· Read the Risk Assessments for Playing in the Playground, on the field and icy conditions
· Talk to the children, particularly children who do not appear to be involved in games and activities with their peers.

· Encourage Playground Friend to play games with the children.

· Initiate, participate in and monitor games with groups of children whilst also monitoring the rest of the children.

· Keep an eye out for children who are inside – they shouldn’t be there unless they have permission. 

· If a child has an accident or needs clean/ dry clothes it is the responsibility of the MDSA to deal with this using the First Aid equipment provided and spare clothes in First Aid area cupboard. Teachers are having their lunch and preparing for the afternoon session so must not be disturbed unless in an emergency/ if an ice pack is required for a head injury.

· If a child needs changing or hurts themselves and needs to have clothes removed or changed this will be done by an MDSA. Please ensure that another MDSA is in the vicinity in order to comply with safeguarding procedures.
· NEVER leave the children unattended

· Think MUM/DAD – how would you like your child treated?

· Have fun with the children – you will get the very best from them.

· If the playground surface is wet then the midday supervisor will decide which toys/ equipment are appropriate.

· All mid-day supervisors to carry a whistle at all times.

· The red card can be used to alert staff in the staffroom that they are needed in the playground or field in case of an emergency.

· Whilst a supervisor is on the playground alone he/ she must stand so that the whole playground can be seen 
· When two or more supervisors are on duty they are to stand apart to supervise/ initiate games with children unless passing on information.

· Pupils are to be allowed on the field only when the two supervisors are on the playground.

· When the children are in the field one supervisor monitors/ plays with the children and the other supervisor are on the playground supervising the rest of the children.
· The bell will be rung at 1.10pm to indicate the end of lunchtime. The pupils line up ready to be collected by teachers at 1.15pm. If the bell is rung too early then the children are standing for too long before collection by their class teachers.
· At the end of playtime a child will ring the bell.  The children should line up quietly (but not necessarily silently). 
· When lining the children up MDSAs will encourage the children to stand quietly using class challenges and positive praise.
Mid-day Supervisor Duties – Hall

· Children are sent to the toilet and wash hands by teaching staff before they enter the hall.

· Children are sent to a table by their teacher and are told when to collect their lunch by the MDSA supervising in the school hall.
· Help generally e.g. open packets, cut up school dinner etc.

· Encourage children to eat their lunch if they are reluctant eaters.

· Wipe up any spillages, encouraging the older children to assist where possible.

· Supervise behaviour.  Lunch time should be a sociable time; encourage sensible behaviour; encourage good table manners; sociable noise levels!

· Unwanted food should be put back into lunch boxes for parents’ information.

· When most of the children in EYFS/ KS1 have finished eating they are taken outside by the designated EYFS MDSA . DO NOT SEND A LARGE GROUP OF EYFS CHILDREN TO GET THEIR COATS ON WITHOUT ADULT SUPERVISION
· Encourage all children to clear away any food from the tables into the waste trolley/ recycling bins.
Wet Playtimes

· Once the children have finished their lunch they go to their designated area
· Children can play games in the hall, computers in Badger classroom and a film/ story in Squirrel classroom
· An MDSA must accompany the children in EYFS/ KS1 to their area. THEY MUST NOT BE SENT TO THE AREA UNACCOMPANIED 
· At 1:10 children will be asked to tidy up and then to sit quietly in the carpet and wait for their class teacher. 
· Children are not to be left to run or wander around school unsupervised. 

· Try to make lunchtime a happy time for children; talk to them; be friendly – smile.
Protocol for parents and carers who are Midday Supervisors
If you are a parent or carer of a child at the school and a MDSA then we have a protocol in place which states that you must not deal with any incident which involves your own child. If an incident occurs then you must refer this to another MDSA to deal with and absent yourself from the situation. 
You must ensure that your child is not advantaged by having you there and that your child knows that you are employed to look after other children within school.

If an incident occurs between your child and another then the matter must not be discussed with other parents outside of school. All matters are confidential and will be shared by class teachers if we believe that it needs to be followed up. 

General reminders
· Children are encouraged to wear coats when they go outside to play when the weather is cold, although children often become over heated if they run around and as a result do not need their coats throughout break. Midday Supervisors will need to be mindful of this and be flexible in their approach.

· Although children have been to the toilet at the start of lunch, they may also need to go to the toilet during lunchtime.

· If children are running around and playing games, they will need to have a drink..

· Class liaison books can also be used to identify excellent behaviour.

· If Midday Supervisors do not agree with judgements or actions carried out by another Midday Supervisor, these must not be addressed in front of children, staff or parents. Midday Supervisors act as role models for children and must show respect for one another at all times. Any issues are to be raised with the Head Teacher.

Reporting accidents/ incidents 
· All accidents should be recorded in the First Aid Accident Book.
· Incidents in which an injury has occurred or a child/ren have displayed a behavioural difficulty must also be recorded on a Pastoral Behaviour Sheet so that the class teacher is fully aware of any issues which have occurred at lunchtime.
· Please complete this book in pen along with the full names of children involved, date, time and your initials so that teachers know who has dealt with the incident.
First Aid

· Children will be dealt with on the playground if they require First Aid by trained First Aiders only. A list of who these are is written on the front of the First Aid cupboard.
Confidentiality

This is a very responsible job and our ability to maintain confidentiality is vital.  If parents ask us questions about other children or ask us to tell them who their child plays with etc. we should refer them to the Head Teacher.  This is as much for our own protection as for that of the children.

We should not pass on any information gained during the course of our job to anybody other than another employee of the school.
Child Protection Procedures

In the course of your work a child MAY disclose some information to you regarding suspected abuse.  You MUST pass this information to the Designated Safety Lead (Mrs Parr) or Alternate (Mrs Pipe), who will then deal with it.

It is important that you DO NOT QUESTION the child, as you could invalidate any information received.

This is a difficult part of the job, but one which is very important, and vital that it is dealt with through the Head Teacher.
Staff should remain vigilant for signs of abuse and radicalisation.

Staff also have a duty and expectation to follow the Code of Conduct.

All staff are expected to undertake training every three years, including updates for Prevent.
Fire Procedures for breaks and lunch-times

The procedure in the event of a fire will be as follows;

· Children will gather at their usual fire assembly point on the playground
· Adults will be expected to respond to the alarm in the way they would if they were with their class

· Midday Supervisors will be responsible for any classes without a teacher

· Senior staff on duty will take charge as soon as the bell is sounded including collecting fire registers etc (see Emergency Evacuation Procedures).
Training

All staff, including MDSAs are expected to have annual Performance Management reviews. These will identify possible training needs. 
Support

All staff, including MDSAs, are part of the EAL Well-Being Scheme. This can provide support for a wide number of issues and is free to all staff.

There is a named governor, Mrs Surridge who will act as liaison for MDSAs.

There is a lead MDSA, Mrs Griffin, who will coordinate and take responsibility to oversee.

The Head Teacher and lead MDSA will ensure that there are regular and minuted meetings to discuss issues and raise questions.
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