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Children & Young Peoples Service - Declaration of Criminal Record

Please read the below notes carefully before completing the reverse of this form

Why do you need to declare any criminal record/s you have?

It is Haringey Schools’ policy to safeguard Children, Young People and Vulnerable Adults and it is our aim to require successful applicants to disclose certain information regarding any previous criminal records they may hold. This does not mean that possession of a criminal record will automatically prevent you from working for a school. All information declared will only be considered in the light of it’s relevance to the post for which you are applying. In most cases a particular conviction will be of no relevance and can be disregarded for the purpose of your application. In order to assess your suitability for the post the Council on behalf of schools complies with the Code of Practice, which is recommended by the Criminal Records Bureau. You must clearly state on the reverse of this form any convictions, cautions, bind overs, reprimands or final warnings you have or any pending prosecutions. 

Why is the Rehabilitation of Offenders Act 1974 exempt?

Under the provision of the Rehabilitation of Offenders Act 1974 applicants do not have to disclose information on certain convictions after a specific time, for example, when they have become spent. However, staff employed to work with Children, Young People and Vulnerable Adults are ALL required to disclose ALL spent and unspent convictions, cautions, reprimands, bind overs and final warnings. Due to the nature of the work for which you are applying this post is exempt from the provisions of section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. This therefore means that applicants are not entitled to withhold any information regarding convictions, cautions, bind overs, reprimands or final warnings which for other purposes are ‘spent’ under the provisions of the Act. All successful applicants are required to undergo an enhanced CRB disclosure check.

How will the Council use the information I provide?

The Council will use the information you and/or the Criminal Records Bureau Disclosure Service provide to assess your suitability for such jobs. Any failure to disclose all or parts of your criminal record could result in dismissal or disciplinary action by the School. Any information you give us about your criminal record will be kept confidential and will only be considered in relation to the job for which you are applying. 

Should you have any queries or require further assistance please do not hesitate to contact the CRB Officer in Schools’ Personnel on 0208 489 3497. 


	Nature of Offence (s)
	Name of Court & date of Sanction (If applicable)
	Sanction (s)

	
	
	



	Details of alleged offence/s
	Name of Court & court date if known

	
	



Job Title:

School Meals Supervisory Assistant




Grade 1B

Supervisor:
Head Teacher/Senior SMSA

Purpose of Job

To supervise pupils, during the lunch period, in dining hall, playground areas and school premises, ensuring the safety, welfare, physical and mental well-being of pupils and the maintenance of good order and discipline.

Main Duties

1. To report to the Head Teacher/Senior SMSA at beginning of the lunch period and receive instructions with regard to duties e.g. special attention certain pupils may need, any special dietary needs, pupils who are to be allowed off school site etc.

(a) Dining Hall duties

2. Before pupils enter the dining hall, to ensure that pupils have visited the toilet and washed their hands where appropriate.

3. If a pupil has messed him/herself, wash child and change clothing where appropriate and in accordance with the Council’s infection control procedures.

4. To organise dinner queue and entrance of pupils into dining hall and from dining hall to playground; ensuring good behaviour and calm atmosphere. To deal with any bullying/fighting that may occur using own judgement (to intervene or call for assistance), report incidents to Head Teacher/Senior SMSA according to severity of incident.

5. To direct pupils to seats; decide on seating arrangements, and separate problem pupils where necessary.

6. To encourage pupils to eat (including those with packed lunches) especially those with special needs or disabilities and to assist children with cutting up food where necessary.

7. To encourage social skills and good table manners, ensuring safety with knives and forks; to assist in pouring gravy or water where appropriate and to organise scraping and stacking of dinner plates/beakers and ensure cutlery is not thrown into food waste bucket if, or as required by the Headteacher.

8. To clean up spillages when food is spilt or dropped where such spillages are hazardous to pupils/staff.

9. To deal with body spillages in the dining hall in accordance with the Council’s infection control procedures, to change clothing and wash pupil if necessary and to ensure that pupil goes to medical room.

10. To have shared responsibility with other SMSA’s and/or teachers for the maintenance of order and discipline in the dining hall.

(b) Playground duties

11. Where appropriate, to collect pupils from classroom if going straight into playground, and to ensure that they are adequately dressed for the prevailing weather conditions where necessary.

12. To supervise and control entrance to school during the lunch break to ensure children do not leave the playground. Check on any strangers who may enter the school premises, be observant of any loiterers and report to Headteacher/Senior SMSA.

13. To direct pupils to playground and supervise their activities. To monitor the behaviour of pupils in the playground, ensuring their safety and well being, providing emotional support where necessary.

14. To prevent bullying, counsel children, be aware of changes in friendships, encourage socialising, play etc. and occasionally participate in games.

15. To discourage any dangerous activities. To deal with any bullying/fighting that may occur using own judgement (to intervene or call for assistance), reporting incidents to Head Teacher/Senior SMSA according to severity of incident.

16. To report any bad behaviour, assaults, carrying of weapons by pupils or theft of belongings which may occur during the lunch break to the Headteacher/Senior SMSA.

17. To ensure that pupils who leave the school site have permission to do so (only if required by the Headteacher/Senior SMSA).

(c) Other duties

18. To lock and secure classrooms which contain personal belongings of staff and pupils.

19. To supervise and control pupils on the school premises (hall and classrooms etc); movement of pupils on stairs and through corridors, when they are not allowed outside in inclement weather.

20. In inclement weather the decision as to whether the SMSAs take the pupils into the playground or stay inside will be made following consultation between the Headteacher and SMSAs. As a general rule, SMSAs will not take pupils into the playground if it is raining, snowing, foggy or extremely cold.

21. To be aware of the cultural differences of pupils and of the Council’s policies on equal opportunities, especially with regard to racism and sexism. To deal with any incidents of racism and sexism in accordance with the Council’s policy and any agreed procedures within the school.

22. To check toilet areas regularly for signs of pupils smoking/vandalism/blockage of toilets and wash basins and to ensure pupils are not loitering or playing in toilet areas. To report any damage or blockages to Caretaking staff.

23. To report any incidents of body spillages outside dining hall to the Senior SMSA/Headteacher.

24. To ensure that all pupils who suffer any injury/accident are dealt with appropriately in accordance with the school’s agreed procedures.

25. To undertake such other duties consistent with the purpose of the job and/or main activities or duties.

PERSON SPECIFICATION

E – Essential

D - Desirable

1. Some experience of working with young children. (D)

2. Ability to talk to/with children in a friendly and positive way. (E)

3. Ability to lead and engage groups of children in play activities.  (E)

4. Ability to manage groups of children. (E)

5. Ability to remain calm, friendly and work as part of a team. (E)

6. Ability to establish good relationships with children. (E)

7. Good sense of humour. (E)
Has any child or children in your care, or a child, or children within your household in which you live or have lived been subject to an investigation under safeguarding children procedures process? Yes or No


Have you previously been disqualified from working with children or young people by an order under the Criminal Justice and Court Services Act 2000? 


Yes or No





Have you previously received a final warning from an employer? Yes or No


Have you previously been suspended or deregistered for professional misconduct by any professional register or had your employment terminated for unprofessional behaviour? Yes or No


Have you ever been listed upon Section 142 of the Education Act 2000 (formerly List 99)? Yes or No








Using the guidance on the reverse please list all your unspent and spent cautions, reprimands, bind overs, final warnings and criminal convictions below.  If you do not have a criminal record then please state none.  











 SECTION B:  Please circle YES or NO for each of the 


following questions:








 SECTION A:  Criminal Record – Spent & Unspent Cautions/ Reprimands/ Final Warnings/ Convictions





Please note: If you have answered yes to any of the above please provide details. If necessary please attach a continuation sheet.





Pending Prosecution (s)


Please include any details of pending prosecutions in the box provided. If there is none please enter none.








 SECTION C:  I certify that to the best of my knowledge the information on this form is true, accurate and complete. I understand that if the information I have supplied is false, misleading or incomplete in any way it may automatically disqualify me from appointment or render me liable to dismissal without notice.


Print Name: __________________________________________  Position applied for: ____________________________________ School: _________________________________


Signature:   _____________________________________________


Ed: ____________________








