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 Everyone deserves the Best! 

 Everyone deserves Respect! 

 

 



 

Glasshoughton Infant Academy Policy for Lunchtime Supervision 

The school has responsibility for the supervision of the pupils at lunchtime.  The lunch break at Glasshoughton Infant 
Academy is: 

• Nursery – 11:45am – 12:30pm 

• Reception from 12.00 until 1.00pm, and  

• Key stage 1 12:15pm – 1:15pm   
Children in main school eat their lunch in the hall. Children in nursery eat their lunch in the nursery. 
 
The Head Teacher, or Deputy Head Teacher in her absence is obliged to ensure that there are satisfactory levels of 
supervision throughout the lunch break.  To assist with the supervision Glasshoughton Infant Academy has 
appointed a number of Lunchtime Supervisors.  Lunchtime Supervisors have a very important role within the school 
and the contribution they make to the management of the school, and the care and welfare of the children is very 
highly valued. 
 

1. The role of the Lunchtime Supervisors 
 
The Lunchtime Supervisors should: 
 

• Oversee the care and welfare of the children during the lunch break. This includes all areas where children 
are e.g hall, playground, corridors classroom (especially during wet lunchtimes). 

• Ensure children are eating their lunches and drinking a class of water 

• Deal with minor accidents and incidents 

• Report directly to the Head Teacher or Deputy Head Teacher on issues, concerns and procedures. 

• Complete records of incidents and accidents 
 

2. General organisation 
 

Each member of the Lunch Time Supervisory Team has a specific role to play within the general organisation.  We 
are fortunate at Glasshoughton Infant Academy that we have 6 lunchtime supervisors, plus extra lunchtime 
supervisors for children with identified SEND to ensure their safety when eating.    
 
The Lunch break is divided into sittings - nursery, reception, year 1 and finally year 2;  where staff supervise and 
encourage children to eat their lunch, drink their water and afterwards when they are in the playground (or 
classroom if wet play).  
 
Lunchtime supervisors need to be at the classroom door for the time the lunchtime begins (12pm or 12:15pm) and 
children need to be settled ready to start their afternoon session for (1:00pm or 1.15pm).  Teachers will be in the 
classroom at 12:55pm/ 1.10pm to ensure there is time for any discussion before the afternoon session starts begins. 
 
The teachers of children on first sitting will begin to toilet/wash hands and ensure the children are ready for lunch. 
Supervisors on first sitting say the lunch time prayer with the children and then take them immediately to the hall. 
Teachers with children on later sessions conclude the lesson and start to get the children ready (shoes and coats). 
Supervisors on later sittings should ensure the children are all ready to go out to play and when the children come in 
for lunch should prepare the children as first sitting. 
 

3. General Duties   
 
Each member of the Lunch Time Supervisory Team is responsible for: 

• Reminding the children what colour they have chosen 

• Ensuring they move to the hall in their coloured groups 

• Using the lunchtime cards to identify the start and end of the colour, and blue to signal a child with an 
allergy. 

• Supervising children eating their lunch  



• Supporting children to pour their water and encouraging them to drink at least 1 cup 

• Assisting younger children with their meals as necessary, encourage children to finish their meals. 

• Supporting children to be independent to enable them to do tasks for themselves. e.g. using a knife and fork 
appropriately, pouring their own water 

• Praise the children for following the rules, making ‘good choices’ – stickers and counters to be given. 

• Encourage the use of good manners and clear voice when selecting lunch items. 

• Completing a niggle note when children are not eating their lunch and passing to a DSL. 

• Managing the children’s behaviour – remembering the school belief that  PRAISE pays 

• Making sure all children follow the school’s Lunchtime Checklist 

• Monitoring the playground zones, cloakrooms and classrooms 

• Follow school procedures for dealing with accidents and incidents. 
 

4. Guidelines 
 
Supervisors must at all times ensure the safety of all children all the time.   Supervisors with responsibility for a 
SEND child have responsibility for ensuring their child’s wellbeing and safety. 
 
Choosing lunch. 
At the morning dinner register children choose either 

• red – meat option 

• green – vegetarian option  or  

• yellow – jacket potato or wrap 
 

The supervisor uses the dinner register to ensure that the children are standing in the correct coloured group with 
coloured bands used at the beginning and the end of the group for the lunch ordered. Children walk round to the 
hall, hang up their belongings and form an orderly queue to collect their lunch.  
 
Hall 

• Ensure that children have the correct choice of lunch.  

• Ensure proper order in the dining hall by an insistence on orderly queuing for service,, using manners and 
that children make proper use of knives and forks, do not throw food or prevent others from enjoying their 
meals. 

• Encourage ‘family dining’ experience with quiet voices and choice of seat at the lunch table. 

• Using the challenge of the week, remind children and praise to the weekly challenge.  

• Choose 1 child per week, linked to the weekly challenge, to be rewarded by being on the golden table.  

• Ensure children have a drink of water and are drinking during their lunch.  

• Music/audio story – the music should be able to be heard while the children are eating their lunch. 
 
Golden Table – children receive an invite to join the golden table, with a member of senior leadership, to 
have their lunch as they have made good choices linked to the challenge of the week.  
 

Outside 

• Make sure you patrol zoned areas of the playground. (Health and safety responsibility).  Be vigilant especially 
of the perimeter fence/gate area  (people walking on footpath outside school). If you notice an adult talking 
to one of the children you must act even if the adult is known.  Remove the child (even if the adult is known 
to the child eg family member) and ask the adult to move away from the area (report this to the Head 
teacher). There must always be 1 Lunchtime supervisor on the playground.  Other lunchtime supervisors 
must position themselves where children are playing to ensure that children can be seen  
 
 
 
 
 
 
 
 



These are the Zones of Responsibility. 
 

 
 
 
 
 

SCRAP SHED 
 

X 1 

 
 
 

BALL GAMES 
 

X 1 (shared between the 2 zones with Play Leaders) 

 
 

TRADITIONAL GAMES 
 
 

 
 
 
 
 

 
 
 
 
 
 

• In the event of an accident/incident communicate with other LTS and  
co-ordinate responsibility. Eg – getting help from adults in school/keeping other children away/ensuring 
other children are still supervised.  

• All incidents of sickness must be cleared up – inside and outside school. Ensure the child, floor and any other 
places are cleaned.  Request help if needed. 

• Ensure that the hall is supervised until the final child has finished their lunch and walks out of the hall with 
you. 

• Toilet – when in the hall children must ask permission to go to the toilet. They use the child toilet outside the 
hall but must not lock the door. (supervise their use of the toilet). When outside children must ask 
permission. Toilet to be used is David Walliams Class (yr2 toilet).  The classroom door must always be kept 
open and only 1 child to go to the toilet at a time.  The supervisor who has given permission for the child to 
go to the toilet must observe to ensure the child returns quickly to the play ground. 

• Prevent rough play or ‘horseplay/playfighting’ which might lead to accidents, injury or incite fear in other 
children. 

• Stop children playing in any area that could present danger – out of bounds areas such as walls, railings, 
ramps, copse, bike and scooter stands).  Children must not run up and down the steps or ramp. 

• The covered seating outside is for children to have a quiet sit, chat look at books and comics. Children are 
not allowed to run around this area.   

•  Keep a close eye to as many groups as possible and report any suspicion of bullying to the Head Teacher or 
Deputy Head Teacher. Bullying can be a terrible experience for children and must be eradicated 
immediately. 

• Follow the School Behaviour Policy and Guidelines, praise pays.  If it is a minor issue, just have a quiet word 
to remind the children how they should behave.   

• Use the Behaviour Guidelines to help you report any other incidents either to the class teacher, Head 
Teacher or Deputy Headteacher. 

• First aid – where first aid, an antiseptic wipe, can be administered outdoors this should be done so by the 
first aider on duty. 

• Report all accidents to the teacher and for above shoulder or serious cuts/grazes put these in the Accident 
book and seek help if the accident is a cause for concern. Bumped head sticker (or First aid sticker) should be 
given to the child and the green strip from the Accident book should be given to the class teacher to give to 

CRAZE OF THE WEEK SKIPPING  

FIRST AIDER AND OVERVIEW OF THE LOWER 

PLAYGROUND 

Lunchtime club – indoors 

Board games/ colouring/ 

construction 



the parents.  Ensure you have informed another member of your team if you need to take a child into 
school.   

• If a child tells you something that you think might be a safeguarding concern inform the DSLs (A Walker, H 
Coulthurst, C Wilson, C Ellis). Refer to safeguarding policy. 

• If a child bumps his/her head, the class teacher must be told.  (The child will then be observed and an 
accident slip will be sent home with the child) 

• Watch the games the children are playing and join in for a short while, but do not get too absorbed, as it 
might distract you from what is going on elsewhere. 

• Do not let children spend all their time with you, as it can prevent them from mixing with other children. 

• Observe and identify any individual children who may be playing in isolation from the others. It may be 
possible to involve such individuals in the play of a group of other children but if such solitary behaviour 
persists, this should be reported either to the class-teacher, the Head Teacher or Deputy Head Teacher. 

• Avoid gossip/whispering 

• All supervisors should wear the recommended overall provided at all times and follow the guidance for 
clothing which is in the staff hand book (eg No jeans worn, tattoos covered. 

• Remember confidentiality – do not talk to parents of children about lunchtimes.  If a parent asks you 
something refer them to the class teacher. 

 
5. Treatment of Children 

 

• Praise pays – watch for children doing the right thing and praise. 

• Treat the children fairly and equally, no matter who they are,  what you know about their previous 
behaviour or if they have special needs or disabilities.   

• If a child approaches you, be friendly, give children a smile.  

• Reward children – eg for eating/behaviour in the hall and outside - use team tokens/stickers, secrets of 
success/sunshine certificates and each day give out 2 dinner time star certificates.   

• Know the children in your care. Read the Pen Portraits/care plans/medical needs of Children with needs 
including Special Needs. 

• Give children choices.  If they are choosing incorrect behaviour point this out and give them a chance to 
change the behaviour and make the right choice.   

• Treat each child with respect.  Do not make any degrading comments about them. 

• Use a firm, clear, calm and positive voice. Do not use raised or angry voices.   

• Do not threaten them physically or invade their space so that they feel intimidated. 
 

6. Children with Special needs or Disabilities 
 

• All children are included no matter what their special needs or disabilities are. Adaptations/resources are 
provided to ensure that they can enjoy their lunchtimes with their peers. Some children with special needs 
are supervised individually by special needs supervisors. It is the prime responsibility of these supervisors to 
ensure those children’s safety. The special needs supervisors may also assist with general supervision at 
lunch time if it is appropriate to do so.  The special needs supervisors should encourage the child they are 
responsible for to co-operate with other children and enjoy other children’s company. 

  
7. Support for Lunchtime Supervisors 

 
In order for Lunchtime Supervisors to fulfil their vital role at Glasshoughton Infant Academy, we believe it is crucial 
that they are valued, respected and well managed, and that their professional development needs are catered for.  
The children should also be aware that Lunchtime Supervisors have the same authority as the teachers and should 
be shown the same respect. 
 
To enable the Lunchtime Supervisors to make a significant contribution the following occurs: 

• Supervisors are consulted regarding improvements to lunch times. 

• Support is given by the Head Teacher and Deputy Head Teacher. 

• Appropriate training is provided 

• Support will be provided if there has been a serious accident 



• The Head Teacher and Deputy Head Teacher will determine the appropriate action if there has been a 
serious misdemeanour. 

 
8. Important Documentation 

 
In addition to this policy Lunchtime Supervisors should have read the following policies and documents. 
 

• Health and safety policy 

• Procedures documents – health and safety/child protection/accidents (first aid and medication) 

• Child protection and safeguarding  

• Staff handbook 

• Behaviour policy and guidelines 

• Single Equality policy 

• Child protection policy 

• Positive handling 

• Anti bullying 
 

  

Signed              Date: Sept 2021 

Mrs A. Walker Headteacher 

 

Signed     Date:  Sept 2021 

Mrs. B. Hughes Chair of Governors  

 

 

 

 

 
 

  


