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SAINT NORBERT’S CATHOLIC PRIMARY VOLUNTARY ACADEMY 
 

LUNCHTIME POLICY 2019 
 
 

“To Live, Love and Learn in the Footprints of Jesus.” 
 
UN Convention on the Rights of the Child 
 
As a Rights Respecting School, we aim to create an environment in which  
 children enjoy the right to be educated 
 children have the right to be treated fairly 
 children have the right to be heard 
 
Our children have worked with Lunchtime Supervisors to develop a shared ‘Lunchtime Charter’ which 
outlines expectations of adults and children. This has been agreed by all the children. 

 
Duty Times 
 
The Senior Supervisor (Mrs Wood) should be ready to start work at 11:30am. She will ensure that the hall 
has been set up appropriately with table numbers added and ‘dress’ the ‘table of the week’. She will also 
ensure that the First Aid box is ready (to include clean water) on her way to Nursery, where she will collect 
Classes 1 and 2. These children will be taken to wash their hands and they will say Grace before being taken 
to the hall for lunch by 11:40. 
 
Mrs Bentley should be ready to start work at 11:30am. She will collect Classes 1 and 2 from Nursery with 
Mrs Wood and assist with ensuring that these children are in the hall ready for lunch by 11:40am. On 
Mondays, Tuesdays and Wednesdays, Mrs Bentley will take her lunch at 12:00pm and will then join Mrs 
Wood at 12:30pm on the playground. On Thursdays and Fridays, Mrs Bentley will stay in the hall until all 
children have finished their lunches, before joining Mrs Wood on the playground. 
 
Mrs Brady should be ready to start work at 11:30am, and from Monday to Thursday she will join Mrs Wood 
and Mrs Bentley in Nursery to assist with Classes 1 and 2. On Mondays, Tuesdays and Wednesdays, Mrs 
Brady will stay in the hall until 12:30pm; on Thursdays she will leave the hall at 12:00pm.  
 
Mrs Amys and Mrs Hamilton will come into the hall at 12:00pm to assist and then escort Classes 1 and 2 
back to their classrooms. On Wednesdays, Mrs Hamilton will collect the children, while Mrs Amys will meet 
and greet children arriving at the Class 1 door for their afternoon session in Nursery, starting at 12:00pm.  
 
When children in Class 3 (Key Stage 1) have finished their lunch (around 12:15pm), Mrs Wood will escort 
them outside onto the playground, collecting registers and the First Aid box on the way.  
 
Mrs Bentley or Mrs Brady will remain in the hall to supervise Key Stage 2 pupils. By 12:30pm, all children 
should have left the dining hall and made their way to the playground. Mrs Brady or Mrs Bentley will join 
Mrs Wood on duty. 
 
All Supervisors will wear a red tabard whilst in the dinner hall, ensuring that hands have been washed 
before dealing with food or after touching objects. Hair should be tied back. 
All Supervisors will support children to their seats, helping to open packed lunches or cut up food as 
required.  



At the end of the lunchtime period, supervisors will ring the bell once, wait for silence and remind the 
children about walking quietly in the ‘no talking’ areas in school before ringing the bell once more to signal 
time to walk in. 
 
Seating Arrangements 
 
The children sit up to 7 or 8 at a table, headed by a self-nominated Table Monitor, who will endeavour to 
set a good example to others. Each table consists of a mixture of year groups in order to encourage 
integration, good behaviour and a calm and pleasant atmosphere to eat in. Children will sit at their 
designated table and should not change seats. 
 
 
Packed Lunches 
 
The children eating packed lunches must not be allowed to share their food with others. Sweets are not 
permitted. Water should be available for the children eating a packed lunch. Children are allowed to bring 
their own drinks. Children are asked to bring straws or cups - drinking out of bottles is not allowed. 
Children are encouraged to bring fruit for lunch, and may need help with peeling or cutting. A sharp knife is 
available, for use by the supervisory staff only, in the kitchen. 
Because of possible health and hygiene issues, children should bring packed lunches to school in an airtight 
container. Any food not eaten should be taken home, with the exception of yoghurts and other foods of a 
consistency which may spill, so that parents know how much of the lunch has been eaten and how much 
has been left. However, any left-over drink should be poured into the jugs provided on the waste table. 
 
Hot Meals 
 
Children who have a school lunch queue for their meal in an orderly way. The children clear away their 
empty plate. Should the children require anything, such as help to cut up their food, they should put up 
their hands for attention. 
 
Medication 
 
If the children have any special medication, the supervisors will be informed by the Class Teachers. 
 
Grace 
 
All children will have said grace before meals in Class. After lunch the Supervisors will ensure that the 
children say their own grace before being escorted from the hall.  
 
Outside Play 
 
The Senior Supervisor (Mrs Wood) will check the field and Adventure Playground for suitability of use upon 
starting lunchtime duty. The children will be told which class will have a turn on the Adventure Playground 
by indication on the hall door. The Senior Supervisor should remain where the majority of pupils are at any 
one time – i.e. if there are the majority of pupils in the hall, then she should be in the hall; if the majority 
are taking part in outdoor play, then she should be outdoors.  
Once children have gone out to play after their lunches, they should not be allowed to re-enter the building 
without an adult’s permission. Children should only be given permission to come inside if they have asked 
to go to the toilet or if they have an injury that needs tending to. Children should not be allowed to come 
into classrooms for their water bottles. In the event of hot weather, the children are allowed to bring their 
water bottles outside to be left in a shaded area. 



The playground is used in zones to allow children different types of play without interfering with one 
another. Small equipment should be put away by the children supervised by the Lunchtime Supervisors five 
minutes before the end of the playtime.  
The children should be kept within sight at all times, with Supervisors placing themselves apart and in 
suitable positions to monitor the whole of the playing area. The children should not be allowed to play in 
corners or on flower beds where they cannot be seen or where they may damage the environment. 
When the weather is fine during winter months, football skills can be practised on the pitch at lunchtimes. 
During the summer, half of the field is available for football skills and half for free activities. 
The pedestrian path may be used as a ‘walk and talk’ area for those children who do not wish to take part 
in physical play. The last lamp post marks a stopping point, due to the pedestrian gate. On occasion, the 
driveway area will be made available at lunchtime to create additional playing space – this will be at the 
discretion of the Lunchtime Supervisors. 
 
Quiet Area 
 
The outdoor classroom provides shelter and seating and is a designated area for quiet sitting and talking. 
 
Seasonal 
 
From time to time throughout the year there will be additional optional activities, e.g. Football, Netball, 
Speech and Drama presentation, Music, etc. 
 
Library 
 
The library may be open at lunchtimes between 12.30pm and 12.50pm. The supervisors will be able to find 
out which children are on library duty that day by checking a display on the wall indicating duty rotas. 
 
Children working at lunchtime 
 
If children are working at lunchtime, they are under the supervision of a Class Teacher. Supervisors must 
not leave their designated area in or out of school for any reason. If another member of staff is required, 
they should send a child into school to alert whoever is required. 
 
Wet Playtimes 
 
If the weather is bad, arrangements have to be made for the children to play indoors. The Senior 
Supervisor will ensure that all the Foundation Stage and Key Stage 1 children are supervised in one area, 
i.e. Class 3. Key Stage 2 will wait in the hall until Mrs Bentley or Mrs Brady escorts them to a classroom. 
 
Children’s Security and Safety 
 
The Senior Supervisor will ensure that she stays where the majority of pupils are and not leave this larger 
group. 
The Senior Supervisor is responsible for ensuring that the gates are locked before the children have access 
to the field. If a vehicle needs access to the drive, the Senior Supervisor is responsible for ringing the bell to 
ensure all children are aware that they need to stand still, silent and away from the driveway. No vehicles 
are permitted in the playground during lunchtime or break time. 
 
Children in School 
 
The main entrance door is kept closed during lunchtime play in order to discourage children from playing in 
the school building. 



 
Fire Drill 
 
At lunchtime, all registers are collected by the Senior Supervisor and placed on the table outside the 
staffroom. In the case of a fire drill, those registers should be collected by the Senior Supervisor, who leads 
the children out on to the field by the nearest safe route, in a quiet and orderly manner. As they go out, the 
Lunchtime Supervisors should check the toilets. On the field, the children should line up in their class 
groups and their names are called against the registers by the Lunchtime Supervisors.  
 
Parents 
 
Parents occasionally collect children at lunchtimes for doctor/dentist appointments. Supervisors should 
check with a member of the teaching staff before allowing any child to leave the school premises. All 
children must be signed on and off the premises in the book by the office window. 
 
Visitors to School 
 
All visitors to the school should be directed to the Headteacher or other member of the teaching staff, who 
will provide them with a protocol for visitors to a Catholic school. All visitors must sign in and out and wear 
an identity badge (i.e. visitor’s badge).  
 
Visitors to Lunch 
 
Supervisors should welcome parent visitors to lunch and support the school’s work in establishing positive 
and welcoming relationships. Supervisors are asked to give feedback on types of lunches served when 
asked. 
 
First Aid 
 
All Lunchtime Supervisors should be trained in First Aid. The Senior Supervisor should deal with all injuries 
in the designated outside area. The First Aid kits are kept in the medical room, staff room and in every 
class. If a child is injured whilst the supervisor is alone outside with the children, she should take the child 
to the nearest member of staff and ask for help. Gloves MUST be worn. Bloodstained materials should be 
disposed of in yellow bags using the receptacles located in the ladies’ and girls’ toilets. Gauze should be 
used for any open wounds. All injuries and accidents are to be logged in black ink in the accident book 
(kept in the staffroom cupboard) by the person who witnessed the accident. Parents must be informed of 
any head injuries and a form will be sent home with the child. The child should also be given a ‘bumped 
head’ sticker and the Class Teacher informed of the injury (or appropriate member of staff). Any calls home 
to inform parents of injury should be recorded in the continuity book in the main office. Any shortages of 
supplies in the First Aid box should be reported to the school Business Manager. If she is not available, a 
note should be left on her desk in the office. If parents need notifying immediately of an accident, 
emergency telephone numbers are kept in the office.  
 
Medication and Care Plans 
 
All staff should be familiar with individual children’s Care Plans. In the case of a child requiring an Epi-pen, 
this should be kept close to the area in which the child is playing. Epi-pens should also be stored out of 
direct sunlight. If any signs of Anaphylaxis are present, school policy is to administer the Epi-pen then call 
an ambulance. 
Children’s inhalers are kept in their respective classrooms.  
 
Major Accidents 



 
The Lunchtime Supervisor should send immediately for an ambulance if she feels the need to and not wait   
for the approval of another member of staff. All major accidents (broken limbs, etc) and any head injuries 
must be reported to the Headteacher or Business Manager who will give the necessary forms to be 
completed. The school accident book – kept in the staff room - is used for all injuries. 
 
 
 
 
Behaviour 
 
The children are allowed to talk quietly whilst in the dining area. If they are spoken to in a quiet, polite 
manner, they will respond in the same way. Good table manners will be expected from all children. If a child 
repeatedly misbehaves, it may be necessary to remove them from their table to sit alone. 

 If a child is misbehaving in or out of the dining room, a yellow card is issued and that child is told the 
reason why that behaviour is unacceptable. 

 If the behaviour improves, then the yellow card is collected at the end of lunchtime. If inappropriate 
behaviour continues, a red card is issued and the child is sent to the Headteacher to give an account 
of their actions. 

 
In the playground, if children argue, Supervisors are encouraged to listen to both sides separately before as 
part of the Restorative Justice programme. Different approaches are needed for different ages.  
If it is a child from the Early Years or Key Stage 1 misbehaving, the usual way of stopping this is to make 
them walk around with the Supervisor for a while, making sure they are clear why their behaviour is 
unacceptable, then let them return to play with the others. 
In the case of a Key Stage 2 child, they are asked to stand against a wall for a while, before resuming play – 
for up to five minutes. This gives them time to cool down and think about what they have done. The 
Headteacher must always be informed of children who are repeatedly misbehaving so that further 
appropriate action may be taken. 
 
The Headteacher must be kept informed of any major incidents. 
 
The Role of a Lunchtime Supervisor 
 

 The role of the Lunchtime Supervisor is important. Confidentiality and professionalism are expected 
at all times. Each Supervisor will be expected to comply with Performance Management targets. 

 Staff encourage children to respect the Lunchtime Supervisors as any other member of teaching 
staff. 

 The Supervisors endorse the Catholic Ethos of the school through support of its Mission Statement. 

 The Senior Supervisor is encouraged to take an active part in promoting good behaviour. 

 Each week, the children from one table will be nominated by Supervisors for ‘The best table award’. 
The best table will have their table decorated with a table cloth and a trophy in the subsequent 
week. 

 Other children behaving well during lunch break may be rewarded by issuing them with merit slips. 

 The Senior Supervisor is responsible for the safe use of equipment. She will also introduce children 
to a selection of games. 

 The Supervisor who is responsible for the gate access to parents will supervise football/games 
whilst positioned at the far end of the field so that she can view the whole area. 

 At the end of lunchtime, the Senior Supervisor is responsible for reporting to the Headteacher or 
Teacher-in-Charge to pass on any relevant information from the lunch break. 

 All Supervisors should be responsible for informing the Headteacher of their CPD (training 
requirements) 
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