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School vision
Together, we will create a calm and welcoming learning environment and work together to secure success for all. We will strive to create a safe, caring, supportive and inclusive school. Our school will equip pupils with the skills that society and the local community demand. We will value the knowledge and learning that children need to look after themselves, their families and their mental and physical wellbeing. We will teach the whole child to create lifelong learners and proactive citizens.
Ethos
1. All children can learn; all staff and pupils recognise the value of learning.
2. Staff at Bentley New Village have consistently high expectations of children’s learning potential, attitudes and behaviour and take shared responsibility for this across school.
3. Learning happens across the school day — inside and outside the classroom.
4. Children will be taught how to learn and to become outstanding learners.
5. Consistently challenging, engaging and empowering teaching supports excellent learning and helps every child to fulfil their potential.
6. Staff will value every child’s contribution and create a learning environment that brings out their full potential.
7. Rigorous monitoring, evaluation and accurate analysis of teaching are essential to improving practice.
8. Learning at Bentley New Village will develop skills that last a lifetime.
9. We are committed to continuous professional development for all staff.
10. All children will be encouraged to develop as individuals, with their creativity, talents and uniqueness celebrated.
School values
Determination — Resilience — Tolerance — Cooperation — Creativity — Curiosity
Our mission statement, “What Challenges us, Changes us”
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[bookmark: _Toc232958189]Rationale:
At BNVP we aim to have lunchtime breaks that leave pupils and staff refreshed and ready for afternoon school.  Eating together and playing together are social occasions.  Our KS1 hall becomes a dining room where good manners and sensible behaviour are vital.
Lunchtimes can be problematic for children as they are in school but outside the normal classroom environment.  In primary schools, most incidents of poor behaviour and up to three-quarters of bullying takes place in the playground.
[bookmark: _Toc175730559][bookmark: _Toc232958190]Aims:
· At our school we aim to ensure that lunchtimes are a constructive time for recreation, exercise and social interaction. 
· We expect the same school rules and standards of behaviour to apply as during the rest of the school day. 
· We expect children to respond to the authority of lunchtime supervisors and treat them with the same respect as other adults in the school. 
 
Related documents: Managing Emotional Development and Behaviour Policy, Anti-Bullying Policy, Safe Hold Policy, Safeguarding and Child Protection Policy. 
1. [bookmark: _Toc232958191]School Meals
A healthy school meal is available to every child on roll from F2 to Y6.  Lunch is served from 11.45am to 1pm in the Dining Hall.  The school menu is developed to ensure that school meets the School Food Standards.  The School offers a Halal and Vegetarian Option.
The menu is changed termly and is available on the school website.
Children make their food choices daily and are allocated a coloured ticket.  This allows for reduction in food waste. 
2. [bookmark: _Toc232958192]Allergies
(See Food Allergy Policy).  Parents should inform the school immediately of any allergies that their child may suffer from.  These will be recorded on the medical tracker
3. [bookmark: _Toc232958193]Packed Lunches
Good nutrition in childhood can help to prevent a variety of health problems, both in the short term and later in life.  There is increasing concern that many children are consuming too much fat, sugar and salt and too little fibre, fruit and vegetables.  Packed lunches can contribute almost a third of a child’s weekly food intake and therefore needs to be balanced and nutritious.  Children’s packled lunches should be based on the new school Food Standards (See Appendix A)
Nuts must not be sent into school as part of any child’s packed lunch
The school will provide storage trolleys for packed lunch bags, in the most convenient and appropriate place possible.  However, the school cannot provide cooled storage areas and heating facilities and therefore school cannot take legal responsibility for foods prepared at home and then brought into school.
4. [bookmark: _Toc232958194] Role of the Lunchtime Supervisor
The role of the Lunchtime Supervisor is to support a safe, healthy and fun lunchtime for all children at the school.  This includes appropriate supervision on the playground and during the serving of school meals and the supervision of packed lunches.
The school has  X lunchtime supervisors at present.  The School Business Manager is responsible for ensuring that adequate cover is given to both the Dining Hall and the playgrounds during lunchtimes.  All Lunchtime supervisors are responsible for the safety of children at lunchtime and should report any concerns and accidents to the class teacher at the end of lunch.
[bookmark: _Toc232958195]Duties in the Hall
· Seating children at the tables promptly
· Knowing the children’s requirements for lunch e.g. vegetarian, allergy, halal etc
· Replenishing the water
· Reporting back to staff those children who have struggled to eat
· Cleaning down tables during each sitting
· Managing the behaviour of the children by rewarding good behaviour and addressing poor behaviour
· Supporting children (but not doing it for them) in cutting food and scraping plates
[bookmark: _Toc232958196]Duties on the Playground
· Supervision of all children in the playground to ensure safe play
· Acting as a point of contract for children with concerns
· Basic First Aid treatment (light grazes and bumps) and competition of medical tracker 
· Behaviour management of all children
· Engaging children in games to keep them active and occupied
[bookmark: _Toc232958197]Other Expectations include: 
· No children are permitted to remain in the school building during playtimes and lunch breaks without adult supervision. 
· Lunchtime Supervisors use the walkie talkies to call for support if needed for first aid or behaviour
· If a child is ill or parents have requested that they are absent from the playground for a limited period, the child may stay in their classroom, with adult supervision and an activity to do.  
· If a child demonstrates unsafe behaviour repeatedly, phase leaders may make the decision to provide supported lunchtime.  
	
	F2
	Y1 & 2
	Y3 & 4
	Y5 & 6

	11.15
	MDS go to assigned rooms to support with interventions, phonics or reading

	11.45-12.00
	In hall eating lunch
	
	
	

	12.00 – 12.15
	Outside playing – any children remaining in dining hall must be supervised
	Sitting 1
Staff member outside – preparing activities
	Washing hands 
Outside playing – supervised by at least 1 adult
	Washing hands 
Outside playing - supervised by at least 1 adult
MUGA available but must be supervised

	12.15-12.30
	Outside playing
	Outside on play areas supervised by at least 1 adult

	Sitting 2
	

	12.30-12.45
	
	
	MUGA available – maximum number of children 20
Outside playing – supervised by at least 1 adult
	Sitting 3

	12.45-12.55
	
	
	
	Outside playing – supervised by at least 1 adult

	12.55
	Children line up, enter building a class at a time.  All teachers to collect children or to monitor corridor behaviour and reinforce expectations
	Equipment away- Lunchtime supervisor rings bell
Children line up, enter building a class at a time.  All adult to collect children or to monitor corridor behaviour and reinforce expectations

	1.00 – 1.15
	Children are settled back with class teachers and dojo’s awarded.  
Feedback to class teachers/LSA (without disturbing the smooth transition into afternoon lessons), Complete Lunchtime behaviour form and share with Office staff
Complete Medical Tracker
Check first aid boxes



[bookmark: _Toc232958198]5. Structuring Lunchtimes:
The school’s playground environment is carefully organised to offer space for educational, social, physical and creative activities, reduce boredom and therefore bad behaviour. 
[bookmark: _Toc232958199]KS2 Playground
· Active Zone – football, skipping, running, basketball, hoops
· Creative Zone – chalk, drawing, colouring, construction
· Quiet Zone – reading, puzzles
· Games Zone – board games, card games, hopscotch
[bookmark: _Toc232958200]KS1 Playground
· Climbing Area
· Football Area
· Astro turf and Shelter act as a quiet area.  In Summer Months large bean bags will be taken outside and a variety of books made available
· [bookmark: _Toc175730565]Benches for creative activities, colouring and construction 
[bookmark: _Toc232958201]Activities Not Permitted: 
· “Play” or “Fun” fighting/ wrestling 
· “Bull dog” or other games used as an excuse for overly physical contact 
· Football with more than 10 players in total per game 
· More than 2 games of football at any one time 
· Climbing on/jumping the benches or tables 
· Hanging/swinging on trees and perimeter fencing 
· No sweets, crisps or gum 
· No littering 

[bookmark: _Toc232958202]EYFS Quad
At least 2 staff should be ‘on duty’ in the Quad, one should be actively involved with teaching games and supporting play, the other responsible for resolving conflicts, first aid and personal care.
[bookmark: _Toc175730560][bookmark: _Toc232958203]6. Strategies to Develop Constructive Lunchtimes:
[bookmark: _Toc175730561][bookmark: _Toc232958204] 6.1. Regular Communication: 
Efficient communication between lunchtime supervisors and teachers is assured through the use of the record book as well as regular meetings and verbal exchange. 
All lunchtime staff on playground duty use record books.  It provides a written record of rewards and sanctions for misdemeanours. 
A senior lunchtime supervisor oversees the work of others, ensures effective communication, acts as the main contact point with the lunchtime supervisors and ensures the reporting of incidents to class teachers.  The record books are monitored by the senior lunchtime supervisor who then discusses any follow up needed. 
The lunchtime supervisor in charge meets with the School Business Manager at least monthly to keep everyone fully informed of events and discuss any problems arising. 
 
The Line Manager and/or Headteacher meet with all lunchtime supervisors to discuss development points and check the implementation of the policy and procedures at least once every half term. 
[bookmark: _Toc175730562]  6.2. Clear Expectations: 
School rules should be known and understood by all children and adults in school and fairly and consistently enforced by all staff.  The same codes apply during lunchtime as with the rest of the school day in order to ensure consistency and high expectations. 
Kind Hands, words and feet

In addition to these rules we remind children that: 
· We are caring, kind and considerate.  
· We always show respect to other people and their property.  
· We keep to safe play area, keeping off the grass and other areas when told.  
· We are always honest. 
· We use manners and say please and thank you.  
· We share and take turns. 
· We ask children on their own if they’d like to join in with our games. 
· We put our litter in the bin. 
· When we need to leave the playground, we ask for permission.  
· We keep to areas designated for ball games.  
· We do as we are told the first time the person on duty asks.  
[bookmark: _Toc232958205] Our Line up Code: 
· Bell is rung and children stand still
· Bell is rung again and children walk to the end of the line 
· Leave a person space 
· Keep hands and feet to yourself
· Keep quiet and still. 
· Wait for adult to walk inside

[bookmark: _Toc175730564][bookmark: _Toc232958206]6.3. Areas out of Bounds: 
· All grassed areas in unsuitable weather 
· On walls or fencing 
· Garden or planters 
· Behind bushes/trees 
· Around the back of school unless in sight of adults
· Car park 
· Toilets (unless for proper use). 
· No access to the cricket field to retrieve balls, even with MDS
 
In suitable weather conditions the field may be used at lunchtimes.  This is the decision of staff on duty. 
[bookmark: _Toc175730568] 6.4. Rewards and Sanctions: 
All staff should be fully aware of playtime procedures, rules, sanctions and rewards (see Managing Emotional Development and Behaviour Policy) and apply them consistently.  Record books needs to be taken out every playtime to record the application of these procedures and track the behaviour of individuals (including times during the lunch period).  
Lunchtime supervisors’ authority is acknowledged, by them operating rewards and sanctions, with the full support of teaching staff. 
Rewards: 
Dojo awards for demonstrating our 6 key values.  In addition, dojos can be awarded for good manners.  Children are informed by Lunchtime Supervisors why they are being rewarded these should then be entered onto the computer once children return to the classroom. 
Sanctions: 
· Sanctions must be fairly and consistently applied and be seen to match the offence in order to be most effective.
· For regular misdemeanours, teachers will be informed and the child will receive additional sanctions such as loss of playtimes.
· For persistent misdemeanours, parents will be informed and the child will receive further addition sanctions such as loss of playtimes, supported lunchtime, etc. 
Unacceptable behaviour would include:
· Fighting
· Bullying (physical and verbal)
· Racial or sexual abuse
· Vandalism
· Theft
· Verbal/physical assault on adults 
(See extended list in  Behaviour Policy). 
 
All incidents of this type must be dealt with in a more formal way and it is the responsibility of the class teacher to follow school policy. 
 Incidents should be recorded on the lunchtime behaviour form – they should use the actual words/actions heard or seen along with the name of the victim and signed by the person making the report.   This should be shared with the Admin Assistant to record on CPOMs.
 
If there is any doubt as to how to respond to a particular incident, seek advice from the Inclusion Manager, member of SLT, or Headteacher (in this order). 
 
Sanctions available: 
· Referral to Inclusion Manager/Assistant Heads/Headteacher  
· Removal from playground under adult supervision 
· Class teacher informed 
· Parents/carers informed 
· Lunchtime exclusion 
· School suspension 
 
If a child receives three behaviour incidents in one term and the problem is not resolved, s/he will be excluded  (through supported lunchtime) from outdoor lunchtimes for a minimum of one week and a maximum of two weeks. 
 Serious incidents involving violence, abuse or vandalism need to be responded to on an individual basis with appropriate sanctions including immediate exclusion, if necessary. 
 
Some general advice:
· Choose to reward those behaving well rather than focussing on those who are not. 
· Avoid ignoring bad behaviour. 
· It is important always to label the behaviour and not the child (e.g. “It’s dangerous to run in the corridor someone could get hurt” and not “You naughty boy you will hurt someone”.)

[bookmark: _Toc175730570][bookmark: _Toc232958207]6.5. Dining Hall Procedure: 
There are a minimum of 2 lunchtime supervisors on duty for each sitting one of which should have a current first aid certificate. 
[bookmark: _Toc175730571][bookmark: _Toc232958208]Basic Expectations for all:
· We only eat and drink sitting at a table
· Children to use a knife and fork
· We talk in quiet voices to ensure the noise level in the dining hall is conducive to relaxed chat
· We help serve others on our table with water (provided on tables with water jugs)
· Everyone is responsible for clearing away rubbish, cutlery, crockery and trays and wiping up spillages.
· Food waste should be put in the bins provided.
· Each child has a seat 
· All children collect their packed lunch or hot dinner 
· Lunchtime supervisors continuously circulate assisting children and watching behaviour. 
· Children raise hands to gain attention; shouting out should be ignored and addressed. 
· Dojo’s should be frequently awarded in the dining hall as well as on the playground.  

[bookmark: _Toc175730572][bookmark: _Toc232958209]Foundation Stage 2: 
· Supervisors go into FS2 and KS1 and help with toileting, hand washing and supervising children to the dinner hall.  FS2 teachers assist and lead children a group at a time to the hall, avoiding congestion 
· FS2 children are served their meals for the first half term or until deemed to be independent enough to collect their own meals. 
· Lunchtime supervisors supervise children in the hall: collecting dinners, modelling the cutting of food, distributing drinks etc.  They circulate the hall maintaining maximum visual overview. 
· Noise level is monitored and children are stopped if the noise level is inappropriate. 
· Dinners and packed lunches are monitored closely. 
· Children put up their hand if they have finished and are asked to clear away their plates etc, under adult supervision.  
· Children line up at the door once everyone on their table has finished.  A group at a time are taken back to the EYFS unit.  This avoids congestion with the remainder of school
· The use of polite manners are modelled by all staff 
[bookmark: _Toc175730573] Key Stage 1 & 2:  
· Posters for each class/year group are shown in the playground so children know when it is their time to line up ready to come in for lunch. Children should have washed their hands before leaving their classrooms.
· Children enter the Dining Hall then collect food, children should be reminded to use manners to ask for food.  Children then walk with their tray and a supervisor directs them to seats.  Staff in the hall to fill tables at a time.
· In the hall, children should be encouraged to ask to leave the table before taking their trays or packed lunch boxes away so that what they have eaten is monitored, to encourage good table manners and to have positive interactions with the adults in the hall. 
· One supervisor should be on each playground to supervise children exiting and to maintain visual supervision of the playgrounds.
· On exit the children should be encouraged to put their pack up boxes on the appropriate trolley and to put their coats on before lining up to leave the hall. 
· At the end of the lunch period the teacher for each class arrives and asks the children to line up. Teachers relieve lunchtime supervisors and collect their class from the playground.  If for whatever reason the teacher does not appear on time, Lunchtime Supervisors, should stay with the class until the teacher/TA arrives to collect them.   
  
[bookmark: _Toc175730575][bookmark: _Toc232958210]6.6. Indoor Lunchtimes: 
In poor weather, duty staff may decide that children should not go outside at lunchtime.  In such cases all classes should be purposefully occupied with table-top activities and games. No class should be left unsupervised. Teachers should leave the classroom with activities for the children to do or a DVD and supervisors should bring additional paper based activities.  Children should not be using best paper or interfering with displays etc
The senior lunchtime supervisor or deputy lunchtime supervisor ensures smooth transition to and from the hall. 
[bookmark: _Toc175730577][bookmark: _Toc232958211]6.7. Play leaders & Monitors:
EYFS - Pupils from Year 5 and 6 volunteer to support play within the Foundation area.   They also assist with the younger children, helping with coats, playing games etc., but must never be left to supervise children alone.
KS1 – Pupils from Year 5 and 6 volunteer to support and develop play with KS1 children.  Play Leaders will support MDS by teaching playground games e.g. what time is it Mr Wolf, Duck, Duck Goose, Beans
KS2 – Pupils from Year 5 and 6 will support the MDS by leading games activities with their peers
Play Leaders in all areas to help MDS to get out and tidy up equipment for children to use (e.g. board games, hoops, skipping ropes).  In all areas they should:
· Teach new games
· Organise simple games
· Include isolated children
· Encourage turn taking
· They report potential unrest,
In addition to Play Leaders, you could engage different children in the role of monitors at lunchtime to give them responsibilities and purpose.  Some ideas are:
· Toilet monitor
· Equipment monitor
· Music helper
· Litter pickers
· Playground librarians
[bookmark: _Toc175730578][bookmark: _Toc232958212]6.8. Lunchtime Supervisor Guidance: 
· Use the ‘First 5 minutes’ strategy – for the first 5 minutes at lunchtime adult actively engage children, ensure games start immediately and equipment is ready
· DO NOT SHOUT - If staff shout, children will only shout louder! 
· Unless in an emergency, walk to an incident rather than raising your voice. 
· Use a quiet voice when talking to individuals. 
· Use whole school strategies of raising hand to settle children)
[image: ]
· LISTEN - Every child has the right to be heard but they also have the responsibility to listen to others. 
· Always allow both sides to be heard, calmly and without interruption. 
· BE POSITIVE – show an interest and listen to the children
· Try to see good things being done in the hall, corridor and playground i.e. helping others, walking sensibly, playing co-operatively etc.  Praise them and offer rewards. 
· Try to give at least 5 dojos each day. 
· Try to make at least 5 positive comments for every one negative.
· PLAY WITH THE CHILDREN! 
· Try to engage target children in constructive play.  Prevention is always better than cure! 
· When on duty, staff should circulate and take the opportunity to socialise with children, whilst maintaining an overview of the play area and spotting potential problems before they escalate.  One member of staff per playground area maximises levels of visual supervision. 
 
IMPORTANT
No child should ever be “sent to the Head” as a sanction, as there is no guarantee that the child will arrive or that the Head will be available.  If, in exceptional circumstances, a child needs to be removed from the playground the class teacher should be sent for.  If unavailable, a member of SLT should be called. 
 
If a child should run out of school for whatever reason, staff should not overreact and must never run after them.  The Inclusion Manager, Assistant Headteachers or Headteacher should be informed immediately via walkie talkie. If none of the mentioned staff are available, then a member of the SLT should be informed. 
 In most cases the child will quickly return, remain on site or stay within visual contact.  Once the child has calmed down, the SLT member, will attempt to approach the child and calmly persuade him/her to return to school and discuss the situation. 
 
If the child refuses or leaves the site, parents should be informed immediately and asked if they would like the police informing.  If parents and emergency contacts are unavailable the police should be informed directly.  (See Absconders and Missing Children Policy)
 
[bookmark: _Toc175730579][bookmark: _Toc232958213]7. Accident and Injury: 
Please refer to First Aid Policy
First aid boxes are stored in each classroom and in the hall, a separate box is available for Lunchtime Supervisors, for initial treatment.  A first aider will always be available at lunchtimes in the hall.  
Major injuries should be reported to the Senior Lunchtime Supervisor, as soon as possible who will inform Senior Leadership. 
 
All injuries need to be recorded on medical tracker.  Children are given a note (and wrist band for head injuries) to inform class teacher of injury so they can adequately monitor the child.  The note should also indicate if parents could be contacted over lunch.  Where parents have not been reached it is essential that staff inform parents at the end of the school day of the injury and any received.  Parents should be informed in all instances via phone. 
[bookmark: _Toc232958214]8. Role of Catering Staff
The school contracts out its catering provision to Schools Catering.  Schools Catering staff ensure that school meals are provided on time and in accordance with Food Safety Standards.
Schools Catering staff support the school by setting up and clearing away the tables in the Hall, cleaning the tables and floor after lunchtimes and plating up school meals for the children
[bookmark: _Toc175730580][bookmark: _Toc232958215]9. The Role of the Class teacher and wider school staff: 
If a matter is brought to the attention of a member of staff it is the responsibility of that staff member to follow up.  At all times, whilst on the premises, the welfare and safety of pupils is paramount and it is a corporate responsibility to follow up. 
 Teachers can help improve lunchtime behaviour; 
· By helping children learn to play in more imaginative and constructive ways by teaching playground games/songs and using playground equipment during PE lessons. 
· By supporting lunchtime supervisors and treating them as full staff members, thus raising their status and authority in the eyes of children. 
· Keeping lunchtime supervisors informed of any children with problems or who are experiencing particular difficulties. 
· Checking the record book regularly and following up entries with the children concerned. 
· Ensuring that lunchtime rewards are of high status, so that children strive to achieve them, and that successful classes are always rewarded. 
· Using circle-time, drama and PSHE to explore themes such as bullying, self–esteem, manners, school rules and resisting peer pressure. 
· Providing activities, games or a DVD during wet lunchtimes. 
· Being on time to collect children from the playground at the end of lunchtime
· Ensuring Walkie Talkies are charged and on in case of Emergencies
· Call MDS using their title – Miss/Mrs/Mr
[bookmark: _Toc232958216]10. Safeguarding
Any major faults or severe hazards with equipment, plant or procedures should be reported to the Headteacher, Assistant Heads or member of SLT immediately.  Minor faults or potential hazards should be reported to the Business Manager or Site Manager the same working day. 
· Never tell a child you can keep secrets
· Confidentiality – NEVER discuss anything about children in school with others
· Any concerns you have should be discussed sensitively with the class teacher
· Be aware of children leaving the premises without permission and contact a senior member of staff immediately
· Be aware of children calling to members of the public through the perimeter fence
· Be aware of a stranger in the playground or at the fence
· Ensure all outside perimeter gates are shut and locked before the children are allowed onto the playground.


[bookmark: _Toc232958217]
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