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JOB DESCRIPTION 
 

Lunchtime Supervisor  
required for September 2019 

Part time, term-time only  
Monday to Friday 11.45am to 1.15pm (1.55pm alternate weeks) 

 
Job Title: Lunchtime Supervisor  
Reporting Line: Head of Pre-Prep and the Deputy Head Pastoral 
Location: Hampton Pre-Prep and Prep School 
 
The closing date for applications is 9.00am on 22 August 2019. 
 
HAMPTON PRE-PREP AND PREP SCHOOL 
 
Hampton Pre-Prep & Prep School is an independent preparatory school for girls ages 3 to 7 years and 
boys 3 to 11 years.  We are currently seeking a committed Lunchtime Supervisor to join our team from 
2 September 2019.  The position is term-time only and the hours are 11.45am to 1.15pm (1.55pm 
alternate weeks). 
 
Hampton Pre-Prep & Prep is a small and friendly school with high standards, educating pupils from 3 to 
11 years old. The successful applicant will spend time at both departments and will work closely with 
one other Lunchtime Supervisor.  
 
Our Pre-Prep (Kindergarten to Year 2) is situated in Wensleydale Road and occupies two residential 
homes linked to form one building, with Kindergarten in a separate contained unit at the rear.  The style 
of the property helps to create a secure and homely feel for the children in this early, yet very formative 
stage of their schooling.  The older Prep pupils (Years 3 to 6) are located on Gloucester Road in a brand 
new state-of-the-art building. 
 
We are looking for an enthusiastic and committed person to care for and supervise our children during 
the lunchtime period in a happy and forward-thinking school.  Applicants ideally need to have previous 
experience of working in this environment or a passion for working with children. They need to be able 
to work on their own initiative, be organised and methodical in their approach, cheerful, well-presented, 
work co-operatively within the team and be prepared to assist with appropriate tasks as directed.  
Enthusiasm, flexibility, self-motivation, interpersonal skills and being able to work in a team are essential 
for this key role in our friendly school.  A good rapport with children is also essential for this role. 
 
Role Summary 
On a daily basis the School Lunchtime Supervisor is responsible to the Head of Pre-Prep and the Deputy 
Head Pastoral.  
 
Principle duties are set out below, however, please note the employee may be called on to perform 
other tasks as directed by the Head of Pre-Prep, Deputy Head Pastoral, Deputy Head Academic, 
Headmaster, Deputy Bursar, or anyone acting on their behalf.   
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Main responsibilities  

• Supervising children in the dining room and assisting with the serving of food and maintaining 
Health and Safety standards 

• Being responsible for pupils in the playground during their daily lunch break 

• Organising games and activities for the pupils during this time 

• Overseeing sensible use of playground equipment 

• Taking an interest in each child and making sure they are all well cared for and occupied. 

• Any other jobs deemed to be reasonable and appropriate to the role upon request from the 
Head of Pre-Prep and/or Deputy Head Pastoral or anyone acting on their behalf. 

 
Training 

• Where necessary, to undergo on the job training under the general direction of the Head of Pre-
Prep and the Deputy Head Pastoral to increase competence, proficiency and safety awareness  

• First Aid training will be provided 

• Attending CPD training outside the School where appropriate. 
 
Please note that there may be some changes and additions to the above, which will be discussed before 
implementation and changes may occur as the post develops.  This document is designed to provide 
applicants with a ‘flavour’ of the position and responsibilities. 
 
The School Lunchtime Supervisor, as a member of the Support staff, is ultimately accountable to the 
Deputy Bursar.  However, on a day-to-day basis he/she will work under the supervision of the Head of 
Pre-Prep and Deputy Head Pastoral, and be expected to work in co-operation with all staff at Hampton 
Pre-Prep & Prep. 
 
The employee may be required to become a registered first aider and, if so, will be required to attend 
a First Aid at Work Course and such additional and refresher courses as may be advised.  You will also 
be required to act as Fire Marshal as required. Training will be provided. 
 
PERSON SPECIFICATION: 
 

Personal Qualities 

• A good sense of humour 

• Committed and enthusiastic 

• Calm, supportive and approachable to others 

• Positive, resilient outlook 

• Flexible and creative in approach 

• Commitment to an involvement in the wider school life 

• A willingness to be a part of a team, by establishing constructive working relationships 
with others 
 

Knowledge/Experience/Qualifications 

• Experience of working with children or a passion for working with children is essential  

• Knowledge and appreciation of child development is desirable  

• Childcare qualifications Level 3 or above is desirable or a desire to work towards childcare 
qualifications 
 

Skills 

• High levels of written and oral communications skills 

• Ability to communicate effectively with a range of audiences 

• Work effectively as part of a team 

• Able to use own initiative and motivate others 

• Able to relate to and empathise with pupils, developing trust and respectful relationships 
with them 
 



 

Page 3 of 6 

Safeguarding (Essential)  

• Respect for confidentiality of information concerning individual pupils and ability to use 
discretion in circumstances of disclosure 

• A commitment to abide by and promote Equal Opportunities, Health and Safety, British 
Values and Child Protection Policies 

• Post holder will require an enhanced DBS 

• Post holder will complete a Self-Declaration Form to comply with the ‘by association’ rule. 
 
It will be a requirement of employment that the employee agrees to a Criminal Background Check 
including full disclosure (including spent convictions) and that such check reveals nothing that would 
render him/her unsuited to working in a school.  All employees are also required to complete a self-
declaration form to comply with the ‘by association’ rule. 
 
Equal Opportunities 
 
It is the policy of the Hampton School Trust to provide equal employment opportunities for all 
qualified individuals; and, to prohibit discrimination in employment on any basis protected by 
applicable law, including but not limited to race, colour, religious creed, marital status, sex, sexual 
orientation, ancestry, national origin, age, medical condition or disability. Hampton School promotes 
equal employment opportunities in all aspects of employment through positive employment policies 
and practices. 
 
If any special requirements are required to attend an interview please inform the School. 
 
 
SALARY AND OTHER BENEFITS – LUNCHTIME SUPERVISOR 
 
Salary  
The salary will be based on the Hampton School Scale for Support staff.  The rate of pay from 
September 2019 will be £12.43 per hour (including holiday pay).  This will be paid in 12 equal 
payments by bank transfer on the 25th of the month, or next working day thereafter.   
 
Hours and Holidays  
The salary is for a term time appointment 11.45am to 1.15pm (and 1.55pm alternate weeks).   
Holidays cannot be taken during term time. 
 
Notice  
The appointment is probationary for the first year of employment after which it will be confirmed, or 
extended for a further period not exceeding 6 months.   The minimum period you are required to give 
to terminate your employment is as set out below: 
 

Period of continuous service Minimum Notice 

Less than one year 1 month 

One year or more  2 months 

 
Without prejudice to the Employer’s right to summarily dismiss for gross misconduct, the minimum 
period of notice to which you are entitled is as set out below: 
 

Period of continuous service Minimum Notice 

Less than one year 1 month 

One year or more  2 months 

Eight years but less than twelve years One week for each year of continuous 
employment 

Twelve years or more Twelve weeks 
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Offers of employment will be made on merit and suitability of qualifications and experience, in pursuit 
of our policy of equal opportunities.   
 
The School reserves the right to offer the post at any stage in the appointment process. 
 

Non-contractual Benefits to Members of the Common Room 
 

Common Room Drinks and Snacks 
Staff are provided with tea/coffee and light snacks in the Common Room kitchen area at no 
charge. 

Counselling 
Members of staff are able to use the in-house School Counsellors, subject to availability.   

Cycle-to-Work Scheme 
The School allows members of staff with an employment contract for 12 months or more to 
purchase a bicycle though the ‘cycle-to-work’ scheme in order to travel to/from work.  Further 
details are available from the Bursary. 

Death-in-Service Benefit 
In addition to any Pension Scheme benefits, the School currently has an insurance policy which 
pays two years’ salary in the event of the death of a member of staff to nominated dependant(s).  
Age restrictions apply to this policy.  Members of staff are automatically covered by this insurance 
policy. 

Employee Loan Policy (including Season Ticket and CPD loans) 
The School offers an interest-free loan scheme to permanent members of staff; the loan is subject 
to the terms and conditions of the policy and the School’s eligibility requirements.   

First Aid  
The School Nurse/s are based at the senior school and are available for emergency First Aid for 
members of staff.  Please note that members of staff must only seek medical advice from their GP 
or consultant.  

Health Care Insurance 
The School provides Health Care Insurance for all permanent members of staff earning above an 
annual threshold only if they join at the start of their employment and subject to any terms and 
conditions and the School’s eligibility requirements.  Further details may be obtained from the 
HR Department and Bursary.  A Medicash healthcare cash plan is also offered as an ‘opt-in’ 
insurance policy. 

IT Equipment  
Members of the Common Room are issued with a laptop and/or iPad if this is relevant to their role 
at the School and subject to the Common Room Acceptable IT Use Policy.  School mobile phones 
are also available for School trips and business.  

Lady Eleanor Holles (LEH) Swimming Pool 
Members of the Common Room may use the pool at our neighbouring girls’ school, LEH, for 
recreational purposes and subject to LEH terms and conditions.  Further details are available from 
the HR Office. 

Library  
Members of staff are welcome to use the School Library.  Resources include a collection of over 
19,000 fiction, non-fiction and reference books, a wide range of journals and periodicals, five daily 
newspapers and a collection of videos and DVDs.  The Library also subscribes to a range of online 
information resources for the use of members of the Common Room. 

 Fitness Suite  
The School Fitness Suite is available for use by members of staff.  Induction is required and 
conditions apply.  Further information is available from Carlos Mills (Director of Sport).  The School 
accepts no liability for use of the Fitness Suite by staff.   

On-site Parking 
Staff parking on site is currently permitted, subject to availability of an approved, marked parking 
space.  All members of staff who wish to park on-site must obtain a permit from the Bursary. 
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Pension 

The School offers the Teachers’ Pension Scheme for teaching staff and a money purchase scheme 
for support staff.  Further details are available from the Bursary. 

Personal Accident Insurance 
Members of staff are covered for partial or permanent disability resulting from an accident, 
whether at School or elsewhere.  Further details are available from the Bursary. 

Personal Mail and deliveries  
Members of staff are able to have personal, reasonably-sized mail and deliveries addressed to the 
School for collection from the School Keepers’ Room. 

Private Vehicle usage 
Subject to their journey being approved by the Facilities Manager, Deputy Bursar, Bursar or The 
Headmaster, members of staff may use their private vehicle for journeys on School business.  Such 
approved journeys will be covered under the School insurance policy and mileage expenses may 
be claimed. 

Sabbaticals (subject to eligibility)  
Sabbaticals are awarded to members of the Common Room for their professional development 
and personal refreshment, subject to eligibility requirements and successful application to The 
Headmaster.  Please consult the Sabbatical Policy documentation on Firefly for further details. 

School Fee Reduction 
Children of staff members at Hampton School may, upon meeting the requirements of the 
entrance assessments, be eligible at the discretion of the Governors for fee remission on the basic 
tuition fees.  Currently, members of staff with children at our neighbouring girls’ school, LEH, 
receive a reduction in tuition fees (subject to meeting LEH entrance requirements).  Subject to any 
terms and conditions and the School’s eligibility requirements.  Please see the Bursar for further 
details.  

School Lunch 
A School Lunch is provided for staff at no charge.  Members of staff at the senior school currently 
benefit from use of a private staff dining room.  Members of staff at Hampton Pre-Prep and Prep 
School have lunch delivered to the School.  

Sporting Facilities 
Use of the School’s sporting facilities is possible, subject to availability.  Any such use must be 
agreed in advance with the Bursar or Deputy Bursar, who will consult with the Director of Sport or 
the relevant Sport & PE Department staff.  Please note that any use for events such as private 
parties will be charged as a formal letting. 

Sports Injury Clinic 
Members of the Common Room have access to the School’s Sports Injury Clinic which has a 
Chartered Physiotherapist on site. Further information is available from the Director of Sport or 
the relevant Sport & PE Department staff. a charge may be incurred if prolonged Physiotherapy  is 
required. 

Weekend Sport Travel Expenses 
Staff taking a School sports squad may claim reasonable expenses for travel to/from School for 
fixtures. 

Wellbeing  
The School’s staff wellbeing programme is available to all members of staff and offers activities 
such as yoga, fitness clubs & facilities, staff book club, mindfulness and counselling.  Please note 
that these are sometimes chargeable.  The School also hosts many staff social events, including 
Summer and Christmas Common Room parties.  In addition, many music and drama and dance 
performances are staged at the School throughout the year, all of which colleagues are welcome 
to attend.  Discounted Hammond Theatre tickets (Live performance, National Theatre Live and 
Royal Opera House Live) are also available. 
 

 
The above non-contractual benefits are currently available to members of the Common Room.  They 
are provided at the discretion of the Governors, who reserve the right to withdraw them without 
notice. 
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Further details of the School are available on the website. 
 
Please note all appointments are subject to the Hampton School Trust Recruitment, Selection and 
Disclosure Policy and Procedure. 
 
July 2019 

 

 
 


