
Job Description        
 

Name of school : Otter Valley Federation 
Job Title  : Meal Time Assistant. 
Staff Responsible for:   
Responsible to: Mrs Amanda Parsons 
 
This job description outlines the main duties and level of responsibility of the post for the time being of 

the post of Mealtime Assistant and Play leader to indicate the level of responsibility. It is not a 

comprehensive or exclusive list and it cannot anticipate future service demands. Duties may be varied 

from time to time which do not change the character of the job or the level of the responsibility 

entailed,  for example, to cover the age and special needs of pupils and for those who eat packed 

lunches at school. There is a clear expectation of the post holder that they will make a positive 

contribution to enhancing and adapting services. 

 

 Job descriptions will be reviewed, in consultation with the post holder, at least annually or whenever 
there may be a significant change to the role of the job holder. 

 

Main Purpose of the Post. 

 
To ensure that lunchtime activities are supported and managed in accordance with 
the school’s policies and procedures under the overall direction of the Head of 
School. 
 
Main Duties & Responsibilities:- 

 

School Meals: 

 

1. Ensure that children entering Dining Hall have clean hands and remove coats 

and outside clothing. 

 

2. Encourage good table manners and orderly behaviour in Dining Hall. 

 

3. See that drinking water is provided and assist in pouring water for young 

children. 

 

4. Assist young children in handling knives and forks and if necessary cut up 

their food. 

 

5. Encourage children to eat the meal provided and encourage them in avoidance 

of waste. 

 

6. Assist young children to choose a balanced meal. 

 

7. Supervise the orderly return of empties to a given point. 

 

8. Wipe down tables between sittings. 

 

9. Clean up after spillage of food, water or sickness in dining area during the 

service of the meal. 

 

 



 

 

General: 

 

10. Undertake playground duty, co-ordinating, encouraging and leading a range of 

playground activities, supervising by circulating amongst children.   

This supervision should not be carried out by pairs of Assistants. 

 

11. Supervise children in designated areas, other than playground, during wet 

weather. 

 

12. Attend to minor accidents and complete accident record book in line with 

school procedure. 

 

13. Report to Head of School and Class Teacher any untoward circumstances. 

 

14. Ensure that children do not leave the school without permission of the Head of 

School. 

 

15. Assist Head of School as required in order to care for the safety and well-

being of children. 

 

16. Be aware of adults entering the playground/outside the boundary and report 

‘unusual’ behaviour to the Head of School. 

 

 

 

 

Promote Positive Play 

 

1. Setting up games for children encouraging participation and interaction 

2. Joining in games and refereeing 

3. Supporting children to develop their social skills. 

4. Managing conflict resolution and challenging behaviour. 

5. Rewarding positive behaviour 

6. Working as part of a team 

7. Promoting physical activity, particularly with girls. 

 

The tasks above described in this specification will form the majority of the work, 

however flexibility is required as you will work under the direction of the Head of 

School/Lead MTA to support the work of the whole team in the provision made for 

the management, supervision of the children and the promotion of positive 

experiences and healthy lifestyle during the break in the middle of the school day. 

 

 

 

 

Signed by Employee ………………………………………….. 

 

Signed by Executive Headteacher ……………………………. 


	Staff Responsible for:
	Responsible to: Mrs Amanda Parsons

	Main Purpose of the Post.
	Main Duties & Responsibilities:-


