
CHESHIRE EAST COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	JOB TITLE
	Midday Assistant – (Special School)
	JOB REF NO
	AAAF5003A


BASIC JOB PURPOSE
To assist the pupils during the dinner-time period with feeding, toileting and playground activities, under the direction and supervision of permanent members of school staff e.g. Head Teacher, Deputy Head, Senior Supervisor
	NO
	MAIN RESPONSIBILITIES


	

	1.
	Carry out individual feeding programmes devised by the class teacher
	

	2.
	Carry out individual toileting programmes devised by the class teacher
	

	3.
	Undertake general supervision of individuals or small groups at mealtimes in hall or classroom
	

	4.
	Undertake general supervision of pupils in cloakrooms (including hand washing/teeth cleaning)
	

	5.
	Undertake general supervision of pupils in the playground
	

	6.
	Clean up hall/classroom after dinner use
	

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Head Teacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job. 




1 RESPONSIBILITY FOR SUPERVISION/DIRECTION/COORDINATION OF EMPLOYEES

Employees directly supervised by Job Holder
Not Applicable
Other Employees supervised by Job Holder (not in a direct line relationship)
Not Applicable
Does the job involve supervision, direction or management of people who are not employees? eg contractors, students on secondment 
Not Applicable

What does the supervision of these people involve?  
N/A
Does the Job Holder develop policy or provide advice and information which impacts on the supervision/direction/coordination of employees?
No  

2 RESPONSIBILITY FOR FINANCIAL RESOURCES
Give details of any direct responsibility for financial resources.
Not Applicable

Does the Job Holder develop policy or provide advice and information which impacts on financial resources?

No  

3 RESPONSIBILITY FOR PHYSICAL RESOURCES
	Physical resource
	Nature of responsibility of Job Holder
	How often is the responsibility exercised?

	Range of specialist feeding equipment e.g. cutlery, dishes etc.
	Finding/collecting appropriate individual equipment, ensuring clean and hygienic
	Daily

	Individual chairs (used for eating with positional seating, trays, head restraints etc.)
	Ensuring available, clean, hygienic, fit for use, careful use of and storage after use. Report any faults or damage
	Daily

	Moving and handling aids such as mobile hoists and tracking hoists
	Safe and careful use following Health and Safety guidelines
	Daily (depends on pupils’ level of mobility)

	· Range of toys (scooters, bikes etc.) and small PE equipment such as balls
· TV, video and playstation
	Helping pupils to use, ensuring safe, clean and fit for use and appropriate storage after use
	Daily

	Hall and classroom areas used for dining
	Cleaning up spillages and general cleaning after lunch time use
	Daily

	Manual records
	To maintain the lunchtime register and update school incident book when required
	Daily and as required.

	Pupils possessions
	To take responsibility for pupils possessions, for example medical aids, clothes etc
	Daily


Does the Job Holder develop policy or provide advice and information which impacts on physical resources?


No  

4 RESPONSIBILITY FOR IMPACT ON PEOPLE

	Task/Duty
	Who benefits?
	How they benefit?

	Settling pupils before meals, feeding them and encouraging them to eat
	Pupils with severe learning difficulties and profound multiple learning disabilities
	Receive meal in conducive environment, self help skills and independence promoted

	· Toileting pupils including changing nappies and clothing of incontinent pupils of all ages, helping them to wash hands etc.
· Cleaning and washing pupils after changing nappies
	Pupils with severe learning difficulties and with a range of diverse special needs
	A comfortable and acceptable level of hygiene and comfort maintained

	Supervision of pupils in playground either on 1 to 1 basis or in small groups and responding to any incidents that arise (The supervision of pupils is a shared responsibility but job holder is responsible for those pupils in their care)
	Pupils with severe learning difficulties and profound multiple learning disabilities
	Stimulated by play and conversation and safely supervised

	Maintaining a consistency of approach and practice
	School staff and pupil’s parents
	Consistency helps with behaviour management


Does the Job Holder develop policy or provide advice and information which impacts on people?

Yes

If yes, give details:-

Shared contribution as part of the school team for providing input into pupil behaviour management. Playground organisation (ie, where pupils may play in inclement weather conditions, the division of the playground and demarcation of agreed play areas etc).

5 KNOWLEDGE

	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?

	Specialist
	Working knowledge of
· Moving and handling skills


· Specialist feeding techniques


· Epilepsy


· Children’s behaviour management

· First Aid / emergency aid qualification
	To move pupils safely and avoid injury to them and self

To carry out individual feeding programmes

What to look for and what to do

To deal with pupils individually

To administer first aid / emergency treatment
	School based training

Training by speech therapist-updated regularly

Training

Experience on the job

Formal training 



	School policies and procedures
	· Health and safety
· Hygiene

· Food hygiene

· Fire drills

· School handbook of policies and procedures


	To ensure job is carried out according to laid down procedures with high regard for safety of pupils and self
	Induction, coaching, experience on the job and reference to manuals

	Legislation
	Child protection and health and safety
	To recognise child protection issues arising and potential safety hazards, and to carry out basic risk assessments.
	On the job experience and training

	School equipment
	Working knowledge of: hoists, chairs, specialist feeding equipment etc.
	To assist pupils and move and feed them safely. Safe use and operation.
	Experience on the job and coaching

	Languages
	Basic working knowledge of BSL – signing language and symbols
	To communicate with individual pupils using a total communication approach
	Experience on the job


How long would it take for a Job Holder to become fully operational?
It is estimated that to be fully competent & develop the knowledge & skills to deal with the full range of pupils would take from 2 terms to 1 year
6 MENTAL SKILLS

a) What sort of situations/problems does the Job Holder typically have to deal with? 

Example 

Communicating with pupils who have speech difficulties and responding appropriately.  Dealing with pupils who have behaviour problems, managing the behaviour and anticipating any disruptions.
Example  

Protecting very vulnerable pupils, eg those in wheelchairs.  Knowing which pupils can be allowed to talk to the pupil and which ones are likely to cause some harm.
b) Give an example of the most difficult or demanding situation/problem the Job Holder has to solve.

Example:  

Assisting with a child who is having a fit until assistance arrives, using the techniques learned in training to protect them, yourself and others in the vicinity from harm.
c) Approximately how often would the example in (b) occur?

	1  times per month



Give details below of the mental skills required in the job and reasons why they are needed.

	Mental Skill
	Why Needed?

	Think ‘on your feet’
	To be reactive to situations as they arise, dealing with emergencies and incidents

	Judgement
	To assess the potential of any behavioural situation arising, and respond in the most appropriate manner, determining the most appropriate moment for distraction, intervention, inception or remedial action.

	Creative
	Develop ways of encouraging children to eat their meal
Arranging appropriate activities in bad weather.

	Fact finding/observation
	If the jobholder observes an accident, the details must be reported as per procedures by completing a form

	Use of initiative/consistency/firmness & patience
	To ensure consistent practice and approach when dealing with the pupils


7 INTERPERSONAL AND COMMUNICATION SKILLS ESSENTIAL FOR THE JOB

	 Skill
	Used for?
	With whom?

	Persuasion, negotiation and cajoling
	To get pupils into a good mood, to settle and do what is required
	Pupils

	Oral  / written
	To exchange information re pupils’ health, behaviour etc.
General conversation even if unable to respond

Alerting school staff to developing pupil behavioural incidents.

Completion of routine forms
	All school staff 

	Caring
	Understanding and attending to pupils needs and providing reassurance.
Feeding

Toileting, including changing nappies & clothing

Washing

Stimulating and motivating
	Pupils with severe learning difficulties

	Use of basic Sign language and symbols
	To communicate with pupils who have speech and hearing difficulties
	Pupils

	Guiding/Motivating and encouraging
	Encourage pupils to develop  skills to do things for themselves such as walking and feeding themselves
	Pupils


8 PHYSICAL SKILLS ESSENTIAL FOR THE JOB

	Physical skill
	Used for?
	Any precision/speed requirements?

	Co-ordinate to lift and support pupils (2 people to lift)
	To get pupils into standing position from chair to wheelchair etc.
	Precision essential for safety of pupil and staff

	Hand/eye/limb co-ordination
	To operate hoists
	Precision essential

	Manual dexterity


	To change nappies and wash, clean up pupils
	Precision – knowing how much pressure to use  is essential

	Hand/eye co-ordination and spatial awareness
	To manoeuvre wheelchairs in/out of small spaces, up and down ramps etc.
	Precision essential for safety of pupil

	Hand/eye co-ordination
	To feed pupils & assess speed of feeding.
Use of any specialist feeding equipment
	Accuracy important


9 INITIATIVE AND INDEPENDENCE

Allocation of work

a) How is work allocated to the Job Holder?

A pupil or a group of pupils is assigned to the jobholder.  Guidance on how to manage each pupil is given and a timetable directing actions with the child or children for the duration of the lunch period is given.  This may be changed in the pupil’s needs change.  If the pupil is absent the jobholder would be directed to work elsewhere with another pupil or group of pupils.
b) What is a typical cycle for allocating work to the Job Holder eg hourly, daily, weekly?

Pupils are allocated on a termly basis with occasional changes to suit the needs of the school.
Scope for initiative

c) How much freedom/discretion does the Job Holder have:
to change the way work is done? to allocate their time to duties?

(e.g. recommending changes in policy, procedures, resources)

The jobholder works to a fixed timetable and follows the guidance and direction of teaching or other specialist staff  such as Occupational or Speech and Language Therapists.
d)  What is the level of guidance/instruction available? 

A Senior Midday Supervisor is always on duty (either the Headteacher, Deputy or Senior member of staff.
Classroom Assistants are always available for help and guidance.

Nominated First  Aiders.

School Handbook of Policies and Procedures
e)  What sort of direction, management or supervision is given to the Job Holder?

	Type of Direction
	From Whom
	How Often

	1 to 1 (informal)
	Headteacher
	As required

	Attendance on inset training day (optional)
	Headteacher or specialist trainers
	1 per year


f) Give three examples of problems or decisions the Job Holder would be expected to deal with themselves without reference to a supervisor/manager. How often do these occur?

NB  The jobholder always works under the observation and supervision of a supervisor

Example:  The jobholder would decide whether or not a pupil needs to wear a coat to play outdoors.

Frequency – depends on weather conditions but decision made daily.

Example:  The jobholder decides on the level of interaction required by the pupil being supported, how much to encourage and support.  This extends to looking after personal needs such as toileting and changing if they have soiled.

Frequency – Daily

Example – Unexpected problem: A pupil involved in a serious accident – job holder would use first aid / emergency aid procedures  - frequency a couple of times a year.

g) Give two examples of problems or decisions the Job Holder would be expected to refer to their supervisor/manager. How often do these occur?

Example:  Any change to the constant such as if a pupil is unwell, distressed or if there is a change in behaviour or if the pupil/midday ratio is compromised would be reported to a Supervisor.
Frequency – weeklly
Example:    The following circumstances would be reported to a supervisor.

Pupil refusing to eat; seizure activity; incidents and accidents or repeatedly failing to conform to simple requests.
Four or five times a year

10     PHYSICAL DEMANDS

	Physical Demand
	Typical

Duration
	How often?
	Other details

(eg how heavy?)

	Range of moving and handling techniques to move or support pupils:

· Assisting with manual hoist

· Supporting children to walk

· Moving pupils from chair to different chair

· Lifting to change nappies
	Several minutes for each

.
	Daily depending on needs of pupil/s being supported by jobholder
	No manual lifting – all pupils would be 1: 2/3 person lift

	Sitting on a range of seating to be at level of pupils from small chairs in the nursery
	.Several minutes
	As above – depends on pupils supported
	

	Standing for long periods – supervising feeding and outdoor play
	Half an hour indoor + outdoor
	Several times a day
	

	Bending to change pupil’s nappies or clothing


	Several minutes 
	Several times a day
	

	Toileting pupils in confined spaces – 2 staff and 1 pupil in toilet
	Several minutes 
	Several times a day
	

	Holding pupils in correct position for feeding, holding spoon at their mouth and repetitive action of feeding
	Several minutes 
	Several times a day
	

	Pushing wheelchairs & other mobility aids including up/down ramps
	Several minutes 
	Several times a day
	

	Being pulled by pupils with unpredictable behaviour
	Short bursts
	Several times a day
	

	The jobholder needs to have a high degree of stamina and resilience: as they are dealing with vulnerable pupils whilst on duty can never relax
	On going
	Daily
	


11   MENTAL DEMANDS OF THE JOB

	Nature of task
	Mental Demand
	Duration
	Frequency


	Being alert to the responses, safety and needs of pupils and pre empting any situations that may cause behavioural problems
	General awareness of what is happening. Being aware of the specific needs and likely behavioural triggers of the children in their care.
	Throughout the working day
	Daily

	Feeding pupils – listening to pupils who repeat the same phrase constantly
	Repetitive action – need to concentrate
	On-going
	Daily

	Supervision of  pupils during lunch break
	Observation and awareness of pupils’ behaviour – need to be alert and attentive
	On-going/constant
	Daily

	Listening and responding to pupils with speech difficulties
	Need to concentrate and listen intently to determine what they are trying to say
	On-going
	Daily


To what extent is the job subject to work-related pressures e.g. regular deadlines, frequent interruptions, conflicting demands?

	Nature of pressures 

/interruptions
	Source
	For how long?
	How often?

	Deadline

	Ensuring that pupil/s are fed, toileted, stimulated and ready to return to lessons within 1 hour.
This is constrained by the child’s ability and pace.
	
	


If the Job Holder is subject to any other form of mental demand, please give details below.

Not Applicable


12    EMOTIONAL DEMANDS

	Nature of the task being performed by Job Holder.
	Behaviour/source of the emotional demand
	Frequency (per day/wk/month)

	Feeding, toileting and supervising pupils during lunch break
	All the pupils by the nature of their difficulties are disadvantaged

Some pupils:
Display difficult and demanding behaviour

Are unwell and have regular fits and seizures

Have a limited lifespan or are terminally ill

Are at risk of abuse from other pupils or families

Are very frail

Are from a deprived background.
Pupils can act aggressively, pinch, kick, bite, scratch, pull hair and throw things including large and heavy objects at the jobholder or other pupils


	Daily

	Inevitably the jobholder and other staff form an attachment to the pupils due to close working relationships that is developed
	Pupils who die, sometimes unexpectedly and suddenly
	Annually but sometimes more frequently


13 WORKING CONDITIONS

a) In what kind of places does the Job Holder normally work (eg office, library, gardens, clients’ homes)? 

If more than one, give approximate proportion of time in each.

	Location of work
	Proportion of time

	School including playground duties
	100%


b) If the Job Holder works outside, are they expected to work regardless of the weather or are alternative arrangements made eg work on other duties?
If the weather is bad the pupils have indoor play
c) What unpleasant environmental working conditions or behaviour from other people are met in performing the job? (See guidance notes for examples)

	Working Condition or Behaviour from other people


	How long does it last at any one time?
	How often does it typically occur?

	Exposure to faeces & urine when toileting/changing pupils

Exposure to vomit, spittle, catarrh and other body fluids

Exposure to cleaning fluids when dealing with spillages etc.

Dealing with pupils who are physically aggressive – bite, kick, scratch etc.
	5-10 mins

5- 10 mins

5-10 mins

seconds
	Daily

Daily

Half termly

Varies according to pupils in school


d) What protection is offered (if any) e.g. against adverse weather (clothing, shelter), against infection, security measures etc.
Disposable gloves & aprons, wipes, tabards.
Training in Health and Safety working practices.

