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Purpose:

Every applicable student at Glenroy Specialist School will participate in a comprehensive mealtime program structured to meet their individual needs.
Aims:
1. To ensure the safety of students during mealtime.

2. To ensure the Mealtime Program is a learning experience
3. To ensure students eat with dignity
4. To develop and promote independence
5. To develop, improve and maintain communication skills during mealtimes

6. To encourage students to drink to promote hydration

7. To encourage appropriate social interaction

8. To build self-esteem during mealtimes
9. To ensure that students’ risk of aspiration is minimised  
10. To develop and maintain oral motor skills

11. To use the therapists’ expertise to enhance the effectiveness of the Mealtime Program
Implementation:

Glenroy Specialist School, using the expertise of therapists will provide a framework that ensures a safe, competent delivery of mealtime assistance with adequate nutrition and hydration.
The Mealtime Assistance Program will incorporate the use of real situations to engage students in active learning in the areas of communication, functional hand skills, appropriate behaviours, independence, oral motor skills, hygiene and eating/drinking skills.

Therapists provide expertise about:

· Training 

· Correct positioning / transferring students
· Individual profiles for mealtime assistance

· Eating, drinking & swallowing issues

· Appropriate equipment
· Assistance required for each student

· Oral stimulation

· Oral hygiene (specifically tooth-brushing to reduce aspiration risk)
· Developing communication skills
· Changes in eating and swallowing skills/status
In response to the educational, physical and therapy needs of students, Glenroy Specialist School (GSS) provides a number of Mealtime Assistants (MTAs), teachers and teacher assistants to implement the Mealtime Program alongside therapists. 

All aspects of the program are regularly reviewed, to ensure the most appropriate program is provided for the students and staff. 

Whilst at school, “Mealtime Assistance” incorporates:

· Morning Tea

· Lunch

· Drinks

· Oral Stimulation Program
· Tastings

· Cooking

The Mealtime Assistance Program at Glenroy Specialist School occurs daily from 12:00 – 1.45 PM. Students on the Mealtime Assistance Program each have an individualised mealtime profile to address their specific needs. 

Programs are developed for students who:  

· are dependent, semi-dependent or independent with eating / drinking

· are receiving training for increasing independence
· require reinforcement and modelling of communication 

· require reinforcement and modelling of social skills

· require specific oral stimulation to develop and/or maintain oral motor skills, 

· have oral hygiene needs

· participate in tasting experiences

Assessment:
When students commence at GSS, the Mealtime Assessment Form (MAF) is completed by relevant members of the student’s enrolment team (Speech Pathologist and Occupational Therapist). This is done in conjunction with the student and their family/carers.  

The MAF is then used to establish each student’s Mealtime Program and Mealtime Assistance Profile.  This profile is reviewed annually to ensure that the profile reflects the student’s current skills and abilities. If any person assisting the student feels that a student’s Mealtime Program and Profile requires updating, it is their responsibility to bring it to the attention of the team (the team is comprised of the class teacher, Speech Pathologist and Occupational Therapist). The team will then review the student’s skills and program so that the most appropriate program can be devised. The student’s Speech Pathologist and/or Occupational Therapist write the new profile.
Students with allergies and intolerances will have profiles with an orange alert on the profile. It will identify the specific allergens to avoid.
If students are identified as being at risk of choking, aspiration, laryngeal penetration or other safety issues, the ‘Mealtime Safety Flowchart’ will be followed. 

Training:
Initial Training Session
The Generic Mealtime Assistance Workshop, provided by therapists, must be completed by all new staff as soon as possible after their commencement at GSS.
The Generic Mealtime Assistance Workshop will cover safety (oral skills and swallowing), communication, positioning, equipment, oral hygiene and general OH&S procedures related to mealtimes. All trainees are provided with a mealtime manual that supports the learning in the workshop. 

Safe lifting practices and back care will be addressed in a separate Manual Handling Workshop. This is conducted by a Physiotherapist and an Occupational Therapist. 

Individual Training

After completing the Generic Mealtime Assistance Workshop, trainees will be trained with individual students by an approved trainer (Occupational Therapist, Speech Pathologist or teacher). Observation of the program is recommended before initial training.
At the end of each individual training session, a Mealtime Training Form (see attachment) is completed. It is at the trainer's discretion to decide the number of training sessions required and the level of competency before trainees are approved to eat with individual students.  Trainees may also request additional training sessions.
No person may assist a student until he/she has completed:

· the Generic Mealtime Assistance and Manual Handling Workshops 

· Individual training that has been signed off by an approved trainer  


Once approved, the mealtime assistant will be rostered on to assist the individual student or small group (e.g. restaurant). Re-training is available if trainee or team has concerns at any stage.
It is the responsibility of trainers to roster new trainees to eat with the student twice in the following fortnight. If this does not occur, new trainees will need to request to be rostered with the student. This may include morning tea for ES staff and teachers.
It is a priority for teachers to be trained to assist all students in their class (except where students are non-oral or only receive oral tastings). Individual training is also required when assisting students during classroom programs such as cooking. 
Mealtime Matrix
This list of approved mealtime assistants is available in each classroom. It informs as to which staff are trained to assist students in the classroom. Trainers are to update the classroom copy of the matrix after a new staff member has been trained.  
Training Review

Mealtime training reviews will occur if: 

· Students’ needs or skills change
· A Staff member requests retraining

· Staff have not assisted a student for a period of time (process for training review is outlined in the Mealtime Training Review protocol/form).  
· Concern has been raised in relation to student safety and wellbeing

· An OH&S issue has been identified
Reasons for retraining are to be recorded on the Mealtime Training Review Form. 
Trainers are:
· A Speech Pathologist who is familiar with the student.
· A teacher/OT who has been signed off by the Speech Pathologist as being able to train others for that particular student. 
Training to assist students who have complex oro-motor / swallowing problems will only be provided by therapists (usually the Speech Pathologist).
Mealtime newsletter
The therapy team has developed a newsletter as a means to communicate with mealtime assistants:
· Names of students whose mealtime profiles have been updated, as well as the relevant changes to note are added to the newsletter.

· Newsletters are updated on a needs basis; they are sent to the mealtime office to be printed and distributed to mealtime assistants.   

Annual Staff Training – Mealtime update
An annual mealtime update is provided for all staff by therapists. This will cover areas similar to the initial training session but often with more in-depth information being presented.

Mini staff development sessions are run throughout the year as requested.
           Occupational Health and Safety

           Hygiene

General hygiene standards apply. 

Gloves must be worn, ONLY when handling food/drinks or meal assisting students. 

Gloves currently provided are latex free.

When assisting a student within a restaurant group has an allergy, staff will need to change gloves before touching their food or assisting with their meal.  This may mean that staff will need to change gloves several times throughout the meal. 

Staff safety and Wellbeing

Concerns related to assisting particular students will be responded to promptly. Staff are advised to complete a Mealtime Workspace Assessment Referral form. Therapy staff will review each referral and identify measures to address each situation. 
Safety

General safety measures must always be followed, including:

· Following Mealtime Profiles 

· Any  intolerance/allergy status to be at the top of the profile in an orange box
· Ensuring that mealtime assistants always have another adult in the room or within their sight; so as to provide assistance in the event of an emergency during the mealtime period (12.00 to 1.45 pm).
· Maintaining constant supervision of students during the allocated mealtime period. 

Mealtime Program Administration

Mealtime Roster

The daily mealtime roster is prepared by a member of GSS staff.  This is done using a computer program that allocates students to appropriately trained staff who are available on the day. 

The mealtime roster is updated as training occurs. Individuals who have not assisted a student in 12 months will be removed from the roster until further training is completed. 
The mealtime roster is available by 11.45am; it is each staff member’s responsibility to check the roster daily. 

Mealtime Assistance
Mealtime Assistants assist 2 to 3 students daily from 11.45 – 1.45 PM.  MTAs that complete mealtime assistance before 1.45 pm will perform other assigned duties.
ALL trained teachers, teacher assistants, trainees and therapists should be available for mealtime (unless otherwise rostered on other duties). 
If any GSS staff member is unavailable to participate in mealtime on any day, it is their responsibility to contact the mealtime coordinator or sub school leader and this will be recorded in the book. Changes should be recorded in the mealtime book before 10.30am. Only therapists and Sub-School leaders are authorised to write in the mealtime book. 
 

Sub-School Leaders will organise assistance for morning tea and drinks, when a class is taken by a casual relief teacher (CRT).  Please refer to the Mealtime matrix.
If unavailable, Mealtime Assistants need to notify the school as soon as possible. The School Administration Staff will then notify the Mealtime Co-Coordinator and the person responsible for the roster.  
Evaluation:

           This policy will be reviewed by the Mealtime Committee annually
  Ratification by School Council: 15 October 2018
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