
 

 

Lancaster Girls’ Grammar School 
 

Role Profile 
 

Post title:  Student Supervision / Departmental Support Assistant (Temporary / Part-Time) 

Hours of Work Monday to Friday,  Term Time Only,  8.30 am – 3.30 pm 

Pay Rate Points 4-6, £18,933 (actual salary £13,998 per annum) 

Responsible to Assistant Headteacher / Head of Curriculum Department 

Responsible for None 

Job Purpose 

To work as part of a team, ensuring the supervision, safety and welfare of students 
during break and lunch times.   
Under the general guidance of the relevant Head of Department, to contribute to 
the smooth running of the school by carrying out a range of duties, including 
preparation of resources, materials and displays;  and departmental administration. 

 

Principal Responsibilities 
 

1. To supervise students arriving at school in the morning 

2. To supervise students during  break and lunchtimes 

3. To help to ensure the health, safety, welfare, good conduct and safeguarding of pupils during lesson 
breaks 

4. To report accidents and request first aid assistance in line with school policy  

5. To adhere to school policies and procedures relevant to the role (fire evacuation, accident 
reporting, no smoking, etc) 

6. To liaise with colleagues on how to meet any individual pupil needs (e.g. SEN). 

7. To report to the senior staff member on duty, or to the Deputy Headteacher, any incidents 

- where students have acted in a manner dangerous to themselves or others 

- where students have acted in an inconsiderate or discourteous manner 

- where students have disobeyed school rules 

8. To supervise students in the dinner queue, ensuring that students line up in an orderly fashion 

9. To supervise students in the dining room and / or the gym 

10. To ensure that any spillages are cleaned up promptly 

11. To supervise the clearing of tables 

12. To ensure waste food and litter is placed in the bins provided 

13. To supervise students in classrooms, corridors and grounds as appropriate 

14. To ensure that students do not access areas which are out of bounds during lesson breaks and that 
they stay only within their assigned ‘bubble areas’ 

15. To provide general clerical and administrative support to curriculum departments as required  

 
Other duties as may reasonably be allocated by the Headteacher 
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This role profile sets out the area of work in which duties will generally be focused, and gives an 
example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is 
for  guidance only.  Postholders are expected to be flexible and to operate in different areas of 
work/carry out different duties as required.        

 

Equal opportunities 

We are committed to achieving equal opportunities in the way we deliver services to the community 
and in our employment arrangements.  We expect all employees to understand and promote this policy 
in their work. 

 

Health and safety   

All staff have a responsibility for their own health and safety and that of others when carrying out their 
duties and must co-operate with us to apply our general statement of health and safety policy. 

 

Safeguarding Commitment  

The school is committed to protecting and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment.  The successful candidate will be required to 
undergo an enhanced Disclosure and Barring Service check. 

 


