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LUNCH HOUR SUPERVISION at NHS
Thank you for your interest in being a lunch hour supervisor at New Horizons School. The role as
supervisor is an important one as we work together to make our school and play area a safe and caring
place.

We hope this information booklet will provide you with useful information that will help clarify the role of
lunch supervisor and answer any questions you may have.

Time Commitment and Honoraria
Payment
Lunch hour supervisors at New Horizons School receive an honoraria for each hour of service. One lunch
hour constitutes one hour.
The honoraria rate for 2016-2017 is $16.25.
Time Commitment
Those interested in lunch hour supervision may choose to supervise once a week or daily on a weekly basis.
Some may choose to be “on call” to fill in gaps.

Time of Duty
Lunch Hour Schedule: Regular Day
Check-In Time

11:50 a.m. Please arrive on time. Arriving late creates a safety issue for
students and a burden on other supervisors.

Outside Recess

11:56-12:16

Inside Lunch

12:16-12:41 p.m.

End of Supervision

Remain in the classroom until the teacher arrives. Complete any reports (see
page 8) and submit them to the office staff.

Lunch Hour Schedule: Short Day (Every First Wednesday of the Month)
Check-In Time

11:25 a.m.

Outside Recess

11:32 a.m. – 11:52 a.m.

Inside Lunch

11:52 a.m. - 12:17 p.m.

End of Lunch Recess

Remain in the classroom until the teacher arrives. Complete any
reports (see page 8) and submit them to the office staff.
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Grade or Classroom
Supervisors may request to supervise a particular class or grade. We typically honour such requests, but
depending on number and schedule needs, we may ask that an alternate class be assigned.

How To Become a Lunch Hour Supervisor
If you are interested in assisting us with lunch hour supervision, please contact Lisa Richardson at
lrichardson@newhorizons.ca or phone the school at 780-416-2353.

• Those interested in supervision will be required to complete a Lunch Supervision Application Form.
• Supervisor applicants may be asked to be interviewed by the principal.
• Supervisors will be required to
• Complete the New Horizons Volunteer Registration and Confidentiality Form available on our
website. This form must be completed annually.
• Obtain a Child Intervention Check
• Obtain a Criminal Record Check

Other Supervisors
• A teacher supervisor will be on outside supervision. Please contact the office immediately if
there is no teacher on duty in Zone 2 (see map at the end of this document).
• There will be a minimum of 4 supervisors on duty. Each supervisor will be assigned to a
particular zone.
WHEN YOU ARRIVE
General Routines
• Check into the office and sign in (red binder on the cabinet to your right when you enter).
• Report to the secretary to
• receive a supervisor lanyard
• check for any special instructions
• find out the zone to which you are assigned. (see the attached maps that identifies zones and
classrooms. These maps will also be posted in the office.)
• Zone 1 supervisors will be responsible for escorting kindergarten students to the school. Check
with the office secretary for the number of kindergarten students in attendance.
• Pick up a lunch supervisor pack located inside the cabinet to your right when you enter the office. The
pack contains
• latex gloves and gauze
• note pad and pencil
• washroom passes
• list of students who are anaphylactic
• Supervisors must wear vests outside. They are located in the cabinet.
• There is one communications radio per zone. Please check with office staff for instructions on their use.
• Zone 1 Radio : located in the office.
• Zone 3 and 4 Zone Radios: Located in Ms. Vigfusson’s classroom (for Zone 3) and Ms.
Mackinnon’s classrooms (for Zone 4).
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• “In” Days During Inclement Weather
• In-days occur when the wind chill temperature reaches -23˚ C.
• In-day occur at other times such as excessive wind & rain.
• Check at the office to find out if an in-day has been called. Supervisors will remain inside with
the students on “in” days.
WHAT IF I CAN’T MAKE MY SHIFT?
If you will be late or cannot make your supervision date, please contact Lisa Richardson at
lrichardson@newhorizons.ab.ca or phone the school at 780-416-2353 as soon as possible.
OUTSIDE SUPERVISION
Exits and Entrances For Supervisors and Students
• Zone 1: Use Main Entrance #2. Kindergartens use this entrance.
• Zone 3 and 4: Use entrance by Ms. Vigfusson’s class.. If the “crash bar” is in lock position, use the allen
wrench located in the unlocked locker with no number near that exit to unlock the crash bar. See the
office for instructions.
Zones
The outside play area is divided into three zones (see attached map at end of booklet).
• Zone 1: play equipment area (north side)
• Zone 2: play equipment area and inner field (teacher zone)
• Zone 3: basketball courts and field
• Zone 4 : outer field
While In Your Zone
• Make yourself visible to as many students as possible by moving around your zone. Be proactive
preventative by intervening when you sense something is not right.
• Remain focused on the students:
• Please do not “group” with other supervisors. Spread out. Supervisors may be near one another in
their respective zones; however, please ensure you maintain a constant visual on your zone and focus
on the students.
• Refrain from engaging in lengthy conversations with other supervisors.
• Many students like to visit with supervisors. While developing positive relationships is important,
maintain a focus on the supervision duties.
• Refrain from cell phone use during shifts, other than to check the time or make emergency phone
calls.
• Intervene when a student is not meeting behaviour expectations (see p. 8).
• Respond to student concerns (see p.10).
• Note any safety concerns (faulty equipment, hazards, sharp objects that require removal, etc.). These
should be reported at the end of your shift.
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Washroom Passes
These are given to students who need to use the washroom while outside. When given out, record the
student’s name. The passes are returned to the supervisor who distributed it. If the student does not return
for an extended period of time, contact the office using your radio.
Zone 1: Students use Main Entrance #2.
Zone 2,3 & 4: Students use the back/side entrance by the basketball courts.
First Aid
Your pack contains gloves and gauze. For minor injuries (cuts, scrapes, bleeding nose), use the materials in
your pack to cover the wound. Contact the office and a staff member will come and escort the student to the
office where the wound will be treated.
An injury report should be completed in the office after your shift.
For serious injuries, contact the office immediately and await instructions.
See page 14 for more details regarding injury and medication.

2-Way Radio
If at any time you need assistance (emergencies, immediate concerns, etc.), use the two-way radio to
communicate. Instructions on its use will be provided on your first duty.
End of Lunch Recess
• The teacher on duty will blow a whistle indicating the end of lunch recess.
• At the end of the outside portion of lunch, students may begin entering the school.
• There is no line-up for grade’s 3-9 who will use the side entrance by the basketball courts.
• Grades 1-2 use the back entrance facing the field. To prevent crowding in the narrow entrance,
students are expected to line up. A staff member will be at that entrance to assist with lining up and
entry.
• Supervisors in Zone 1 goes to the sidewalk by the playground and wait for the kindergarten
students. They are escorted to the main entrance.
• The teacher on duty will be the last to enter to ensure all students have entered the school.
• Supervisors should enter the school as quickly as possible to their assigned classroom.

LUNCH PROGRAMS
Hot Lunch
• Hot lunch is provided every Tuesday and Wednesday.
• FANHS volunteers and student volunteers distribute the hot lunches.
Special Events During Lunch
At times the school will have special events during lunch recess that may impact supervision. Such events
will be communicated when you check in at the office.
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INSIDE SUPERVISION
Student Expectations and Routines
• Students’ outside shoes are to be taken off when they enter they school. Students are expected to wear
indoor shoes at all times when in the school.
• Student shoes/boots, jackets, etc. should be hung up or placed in their proper location on coat racks or in
lockers. Remind students to neatly align shoes and hang up outer wear.
• Remind students to wash or sanitize hands before lunch.
• Students must get permission to leave to the washroom.
• In most cases teachers will have a space on the board where students sign their name.
• If possible, note the time the student leaves.
• Allow no more than two students per gender at a time to leave.
• If a student is gone for a exceptionally long time, use your radio to contact the office or send a
runner to the office.
• Students are to be seated while eating. After eating, students tidy up their eating area and may use
available classroom resources for free-play.
• Direct students to clean up their space on the desk and floor.
• Students should begin a general clean-up and prepare for afternoon classes when the warning bell rings.
• Remain in the classroom until the teacher arrives

Computer and Personal Electronic Device Use at Lunch
• Students (generally 6-9) require permission from a teacher for the use of a school computer at
lunch. They must produce a signed “Computer Use at Lunch” form. If use is granted, the
supervisor should monitor computer use.
• Ensure that students do not have food or beverages while using computers.
• Students from grades 6-9 may use their own personal devices at lunch.

AFTER SUPERVISION
• Return all supervision items.
• Complete any incidents encountered using the “Incident Report Form” “Injury Report Form,” or “Safety
Concern” form located in the office.
• Complete time-sheet in the folder by the sign-in book.
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STUDENT BEHAVIOUR EXPECTATIONS
Our Social Contract
All members of New Horizons School (students, staff, parents and visitors) are expected to behave in a way
that reflects what we believe as a learning community and reflected in our school social contract.
Our school is a place of learning.
It is a place where we treat each other with respect and honesty.
We learn and play in a way that is safe and fair.
We all need a time for fun and freedom. Lunch hour is a time that students have to fill these needs. While
on the playground and in the lunch-room, students are expected to play in a way that respects our social
contract.
General Student Expectations
The supervisor is expected to intervene when student expectations are not being met.
Generally, students are expected to
•
•
•
•
•

listen to the supervisors and respect their requests and directions,
use language that is respectful, avoiding insults, swear words, or other hurtful words,
respect the property and personal space of other students,
solve conflicts without verbal abuse or physical contact,
play in a safe manner (avoid roughhousing, grabbing, etc.)

Be Proactive
Supervisors should be aware of the students around them and how they are behaving. Being observant and
intervening before an incident escalates is an important part of supervision.
Note: What follows is not an exhaustive list. Please refer to the social contract on the previous page to help
decide what is or is not appropriate behaviour. If you encounter behaviour that is in your judgment unsafe
or inappropriate, do intervene.
Outside Expectations
Students are expected to
• avoid throwing objects such as sand, stones, branches, snowballs or any other objects that are not made
for throwing,
• play without rough-housing (clutching, grabbing, kicking or other potentially hurtful physical contact),
• climb only on structures that are part of the playground and avoid climbing fences, buildings, trees, or
any other structure that is not a part of the playground,
• remain in the designated play areas, remaining visible to the supervisors at all times
• play safely on any equipment (e.g. avoid blocking the end of the slide or climbing on the equipment in
an unsafe manner, no “jumping” off the swings),
• obtain a washroom pass from a supervisor, if needed,
• play fairly by following the rules established by those playing,
• listen to the instructions and directives of supervisors, and
• resolve conflicts without using verbal abuse or physical contact.
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Inside Expectations
Students are expected to
• wash/sanitize hands before eating,
• avoid throwing objects in the classroom,
• remain in their seats while eating,
• keep voices to a reasonable level,
• respect teacher desk and storage areas,
• remain in the classroom unless permission is given to leave,
• not share food or drinks with others,
• listen to the instructions and directives of supervisors, and
• resolve conflicts without using verbal abuse or physical contact.

RESPONDING TO STUDENT BEHAVIOUR
Minor Behaviour Incidents
The vast majority of incidents that occur during lunch are of the minor nature. All but the last two
expectations in the lists on the previous page are minor incidents. Minor incidents can be dealt with
immediately by the supervisor.
In many cases, supervisors can help students become more in control of their behaviour by using the
following set of questions using a calm, not-threatening tone:
• What are you doing?
• What should you be doing?
• Will you do that?
Supervisors are invited to complete an “Incident Report” if they feel the behaviour they dealt with warrants
a review or follow up by the principal.

Serious Behaviour Incidents
Serious behaviour incidents include
• using physical means to resolve a conflict
• using inappropriate language to resolve a conflict
• defiance
• threats
• behaviour that causes injury, whether accidental or purposeful

When intervening with a serious behaviour incident, use the radio to communicate the incident to the
office, and follow the instructions given.
If the incident involves a conflict between two students, the supervisor’s main role is to keep both students
calm until the incident is handed over to the appropriate staff member.

Supervisors must complete an “Incident Report” for all serious behaviour incidents.
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RESPONDING TO STUDENT INJURY or MEDICAL CONCERNS
Anaphylaxis
Some of our students are at risk for anaphylaxis resulting from an allergy to various sources including nuts.
Students who are at risk for anaphylaxis have their pictures and names posted in their classrooms. Names
of all students are also included in each supervisor pack.
Lunch hour supervisors must meet with the principal to review response procedures for a severe allergic
reaction.
Minor Injuries
Supervisors are permitted to distribute or apply bandages to students with minor cuts and scrapes. If in
doubt, please contact the office. Never apply things like Polysporin or alcohol pads.
Serious Injuries
• For serious injures (deep lacerations, serious sprains or broken bones, back injuries, eye injuries, etc.)
please contact the office immediately.
• You are the calm voice. Maintain calm to keep the injured student calm.
• Never leave a child with a serious injury unattended.
• If possible, disperse crowds that may gather.

Medication
Other than an EpiPen for an allergic reaction, supervisors should never supply or administer any
medication (including pain relievers) to students.
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RESPONDING TO SCHOOL - WIDE EMERGENCIES
Emergency Response Manual
Each classroom has a red Emergency Response Manual located on or near the classroom exit. The two
emergency responses that lunch supervisors must be familiar with are emergency evacuations and
lockdown.
Lockdown:
•

Review Procedures with the principal.

•

Use procedures in the Emergency Response Manual.

Emergency Evacuation:
When the alarm sounds, do the following
1.

Takes the Emergency Response Manual
a. Lead the students in single file to the muster point behind the school (identified on attached
map).
b. Last student closes the door.

2.

Each classroom has an evacuation map by the door. Use the exit identified on the map.
a. Hold exit door open until the class has exited.

3.
4.
5.

Once at muster point, line up students in order of grade.
Teachers will meet you and the students at the muster point.
The teacher will complete a roll call and report to the Administration Center (School
Administration/Office Staff) in the following manner:
a) if all students are accounted for, the teacher will display a green card clearly in front of
them,
OR
b) the teacher will display a red card if any students are unaccounted for or there is a
concern.

6.

If a red card is displayed, an Administration Center representative will immediately go to the group
and assess the concern.

7.

Keep students outside until the signal (whistle) to re-enter the school has been given.

8.

Outside Classes:
a. If the alarm goes while outside, assist in organizing students in lines at the muster point.
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SUPERVISION ZONES MAP
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TWO-WAY RADIO LOCATIONS
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