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1 Introduction 
 
1.1 All schools are required to have guidance and procedures for the proper supervision of pupils by 
 staff in school and on visits.  This should be available to and understood by all members of staff. 
 This policy outlines the key aspects but should be reviewed regularly and updated to take into 
 account any new guidance, for example COVID restrictions and the impact to the supervision of 
 pupils. 
 
1.2 Alongside this policy runs the fact that the School’s ethos is one of caring and consideration for 
 others. Therefore all dealings of staff with pupils must be entirely professional at all times. If there is 
 any question that a pupil may be missing or has any type of problem then the issue must be 
 addressed immediately.  
 
1.3 The Staff Handbook contains detailed information about the professional expectations of staff and 
 arrangements for care of the pupils while they are on site or on school trips. 
 
 
2 Pupils’ Arrival and Departure 
 
2.1 Pupils may arrive at school from 7.30am and are expected to go home by 6.00pm unless they are 
 staying late for a function. They should enter school premises either through the main front door if they 
 are attending breakfast club or for those year 6 and above not needing breakfast club supervision 
 through the side gate any time after 8.00am.  For those on the lower school site not attending breakfast 
 club, they should arrive anytime from 8.20am into the care of their form tutor.  Those lower school 
 pupils attending breakfast club will be walked to the lower school site by the gap year student at 
 8.20am and dropped to their form room. Pupils are not allowed on site without supervision.  At least 
 one member of the teaching staff is always present on duty in order to supervise pupils whenever they 
 are in the school outside normal school hours.  All members of the teaching staff are expected to take 
 their share of early, break and lunchtime supervisory duties, as well as late duties.  
 
2.2 The main duty times are: 
 

• Early morning duty (8.20am – 8.30am) 
• Break duty  
• Lunch-time duty 
• After-school duty (4.15pm – 5.00pm) 

 
2.3 Boys on site between 7.30am and 8.20am are supervised by the Gap Year Student and the After 
 School Club supervisor is responsible for those on site at the end of the school day or after attendance 
 at a club up until 6.00 pm. At these times there is always a member of the teaching staff on site who 
 can be called in an emergency and parents are informed in the Joining literature that the boys are not 
 directly supervised by qualified teachers at those times.  
 
2.4 Arrangements are made to ensure pupils are supervised during play and concert rehearsals, or other 
 events that bring small groups into school out of hours.  Members of the PE Department supervise 
 pupils on both home and away matches. 
 

3.  End of Day Dismissal 
 

3.1 Those in reception to year 5, situated on the lower school site, are taken outside by their class teachers 
at the end of the day and are not allowed to leave until they are handed over directly to their parent 

or a person who is collecting them on the parents’ behalf, about whom the parent has previously 

informed the class teacher.  Boys in Years 6 and above are allowed to make their own way home at 
the end of the day.  
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3.2 If a boy is not collected at the correct time he is brought into After School Club to wait. After fifteen 
 minutes he goes to the school office to ask to ring home and then return. If after half an hour the boy 

 has not been collected as expected we start to ring all possible contact numbers and eventually 

 emergency contact numbers and in extreme cases parents of friends.  
 

3.3  If by the end of After School Club at 6 pm there are still boys at school, the last member of staff will 
 wait until the boys are collected before locking up. If it has been impossible to contact parents the 

 Headmaster will be informed and he will take charge of the boy. If the parent is missing in an 

 unexplained manner and the emergency contact is unable to take charge of the situation then the 
 Headmaster will contact the Police. The Headmaster will continue to supervise the boy until contact is 

 made with a family member, or contact the Social Care Duty Officer on 01494 675802.   Social Care 
 will make emergency arrangements for the child and will arrange for a visit to be made to the child’s 

 house and will liaise with the Police.  We will make a full written report of the incident. 
 

4.  Leave off Site 

 
4.1 Certain pupils in Years 11 may leave the premises at lunch-time if they have provided a permission 

 slip form their parents agreeing to this. If they do leave the premises they have to sign out and back 
 in again at Reception. All other pupils are expected to remain on site throughout the school day. 

 

5.  Registration 
 

5.1 We take a register of pupils at the start of the morning and afternoon sessions.  Parents are responsible 
 for notifying the school if their child is absent for any reason.  The school will always contact the 

 parent if a child fails to arrive at school without an explanation. 
 

Throughout the school day class teachers are expected to check the MIS at the start of every lesson 

to ensure that all pupils are accounted for. This is achieved by checking class attendance through 
individual staff timetables. Pupils that absent are highlighted with a pin icon next to their name. Pupils 

who are not pinned but are absent from lessons should be emailed to the school office immediately.    
 

6. Missing Child 

 
6.1 If a pupil goes missing at any time during the school day or while on a school trip then the procedures 

 in the ‘Missing Child’ policy will be followed.  
 

7.  Medical Support 

 
7.1 There is a fully First Aid trained member of the administration staff on duty in Matron’s room between 

 8.30 am and 4.30 pm who is available to administer first aid, to deal with any accidents or 
 emergencies, or to help if someone is taken ill.   All members of the teaching staff and non-teaching 

 staff are trained and qualified to perform First Aid at work and are able to give emergency first aid. 
 The names of First Aiders are published in the joining papers and on first aid notices that are displayed 

 around the school. Matron regularly checks and replenishes the first aid boxes.   

 
8.  Supervision whilst Travelling to and from School 

 
8.1 Parents are responsible for ensuring that their children travel safely to and from school.  Pupils are 

 not supervised by a member of staff when travelling on the school buses; but are expected to behave 

 responsibly.  We would always investigate complaints about poor behaviour. The bus drivers are 
 employed by the school and know the individual boys on their routes, and will report any unsatisfactory 

 behaviour to the School Office on arrival at school in the morning. This information is passed on to 
 the Bursar who will ensure the appropriate year head is informed to deal with the matter.  
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9.  Supervision During Educational Visits 

 

9.1 The arrangements for the supervision of pupils during educational visits and trips out of schools are 
 described in our Educational Visits policy.   

 
10.  Unsupervised Access of Pupils 

 
10.1 Pupils are not allowed into the swimming pool without a qualified member of staff in charge, nor are 

 they allowed to use gymnastic, athletic or climbing equipment without supervision.  Pupils are 

 expected to follow reasonable instructions given to them by teachers or by qualified leaders in 
 adventurous activities. 

 
10.2 We ensure that pupils do not have unsupervised access to potentially dangerous areas, such as the 

 swimming pool, the science laboratories and the design technology rooms.  Doors to these areas are 

 kept locked at all times when not in use.  All flammables are kept securely locked in appropriate 
 storage facilities.   

 
10.3 Pupils do not have access to the Maintenance, Catering and Caretaking areas of the school.  Clear 

 signs are displayed. 
 

11.  Security, Access Control and Site Safety 

 
11.1 Our policy: “Security and Site Safety” describes the arrangements for safety of the entire school. This 

 includes arrangements for Lone Working on the site. 
 

12.  Staff Induction 

 
12.1 All new members of the teaching staff receive a thorough induction into the school’s expectations of 

 the appropriate levels of pupil supervision.  Guidance is given on areas within the buildings and 
 grounds that should be regularly checked when on duty outside normal lesson times, and is available 

 in the staff handbook. 

 
13 Monitoring and Review 

 
13.1 The Headmaster and the SLT regularly review the rules that are in operation that relate to supervision 

 of pupils and small changes are made as necessary. Any issues that arise are reported to the Governing 
 Body in the Headmaster’s report. The policy is reviewed in full every two years. 

 

 
 

February 2020                 Review Date: February 2022 
           Revised 1st October 2021  

 

 
 

Signed:    _________________________________________ Headmaster 
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        _________________________________________ Chairman of Governors 

 


