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Our aim is to provide an exceptional education for girls of all abilities where they are inspired to
learn and are ambitious for the future.  Our commitment to academic excellence and personal
well-being is total. Our vision is to create a safe, caring, happy and inclusive community underpinned
by our Christian values and our motto CARITATE ET DISCIPLINA - WITH LOVE AND LEARNING. This
policy supports our vision and is to offer guidance to all staff about the appropriate supervision of all
students during the school day.
LEGAL OBLIGATIONS
The Governing Body and the Headteacher have specific obligations to ensure, as far as is practicable,
a safe place of work is established for all employees and others that enter the school. The employer
is required to ensure safeguarding and that the supervision of students throughout the school day is
adequate for their health, safety and well-being. The teacher has a duty of care to the children,
which is based on the in loco parentis principle.
All new teachers and support staff with relevant responsibilities receive induction into the school’s
expectations of the appropriate levels of student supervision. Guidance is given on areas within the
buildings and grounds that should be checked regularly when on duty outside normal lesson times
In order for teachers to carry out their duties effectively the Headteacher has certain responsibilities.
These include:
▪ formulating  the  overall  aims  and  objectives  of  the  school  and  policies  for  their
implementation
▪ ensuring that teachers at the school receive information they need in order to carry out their
professional duties effectively
▪ ensuring safeguarding and the maintenance of good order during the school day when students
are present on the school premises and whenever the students are engaged in authorised school
activities whether on the school premises or elsewhere
▪ making arrangements for the security and effective supervision of the school buildings and their
contents and of the school grounds.
NEGLIGENCE
If a claim for negligence is brought against a member of staff it is important to be able to show that a
structured supervision plan exists, is known and understood by all involved, and that adequate care
was being exercised at the time of the incident. High standards of supervision must be maintained at
all times.
Any injury to a student would not in itself be grounds for a successful action against a
member of staff. It is necessary to show that there has been negligence by the school
which has  resulted in the injury sustained by the student. The employer is responsible for any
negligent acts of their employees committed in the course of their employment. However if anything
happened to a student, the cause of which could be attributed to some lapse in the standard of
appropriate care, the member of staff could incur some legal liability.
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ARRIVING AT SCHOOL
Students do not arrive simultaneously on the school premises. Time is made available within the
agreed directed time for supervision of students before school. Our responsibility begins when the
students arrive at school. The school will inform all parents/carers of the starting time of the school
day.  Supervision  of  students before  school  begins  will  form  part  of  the  school’s  duty rota  of
supervision.  Staff are on duty from 8.15 am.
Students arrive and leave the school premises through the front gate and into the student entrance
to the side of the school. Only when students arrive late to school do they use the front entrance, or
when they have been signed out to leave the school during the day.  Once students have been given
permission, they may leave the school through the front door. There is a green exit button to the
right of the door.  At no other time should students use this button to let anyone out or into the
school via the front door.  The reception is supervised at all times and as a matter of safeguarding,
only designated staff will open the door for visitors, once they have made themselves known via the
intercom.
UNEXPLAINED ABSENCE
The responsibility to ensure that a student attends school regularly is that of the parents/carers. The
school will seek to contact parents/carers when students are absent from school without
notification. This will be flagged up when the registers are taken by form tutors (truancy call).
Parents/carers are asked to contact school, early in the morning, if their child is unable to attend
school.
LEAVING THE SCHOOL SITE
Students should not be allowed off site during school hours unless there is clear evidence of a
request (in writing, by email, in person or by telephone) from the parents/carers. Students will be
required to report to student services to sign out of school. Only then will they be given permission
to go through to the main reception, where they will be allowed to leave the building.
ILLNESS
When students are taken ill during the school day the school will contact the parent/carer whether
at home or at work. Information about contacts is kept in the school office.
EMERGENCY
No class of students should be left unsupervised for any reason. In the case of an emergency please
send a child to student services or to the Deputy Headteacher.
LESSON TIME
Students must be supervised at all times. Students should not be left in classrooms without
supervision. Students attending clubs and extra-curricular activities should not be left in school
unattended.
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UNDESIRABLE PEOPLE
All visitors to the school are expected to sign in and out. Visitors are required to wear a visitor’s
badge (see visitors to school policy). All staff should check strangers on the premises and report to
the school office if there is a concern. Parents are not allowed to approach children from other
families to sort out disputes or arguments. Staff should report any concerns to the school office.
SUPERVISION AND DUTIES
The school will ensure that there is adequate supervision both indoors and outdoors throughout the
school day:
A duty rota for student supervision will be displayed in the staff room
▪ Duty teachers and other duty staff, if appropriate, will "patrol" around the school.
▪ Guidance on break time supervision is found in the Staff Handbook.
▪ Part of the induction of new staff will include explanation of supervisory responsibilities.
▪ Staff should leave the staff room and their offices promptly to supervise the students back into
class.
▪ There are clear routines to supervise students from break time back into class. Staff should work
as a team to support one another in this process. We expect students to enter school in the
appropriate manner to ensure a positive start to the next lesson. Particular attention should be
paid to supervising students on the staircase and other congested areas.
▪ Guidance for supervision of wet break times is found in the Staff Handbook. Students should not
be left in classrooms during break times unless a member of staff is present.
▪ Staff should support each other in maintaining adequate levels of supervision during wet break
times.
▪ A designated lead will be allocated each day to ensure the duty team are at their duty point, are
on time, and are safeguarding and supervising students.
▪ The Duty lead teachers will make observations of their team and report to the SLT with
oversight of duties.  Regular observations and monitoring will take place by members of the
SLT. There will be discussion and feedback at staff briefings.
SUPERVISION BEFORE AND AFTER SCHOOL
A duty rota for supervision before and after school will be on display in the staff room. Staff will be
allocated to a particular location and will adhere to the expectations of staff on duty.
MORNING BREAK 10.30AM – 10.45AM
The members of staff on duty must be at their designated point of supervision promptly and remain
there until break ends helping to supervise students back to class. It is not possible to supervise a
large number of students without vigilance and concentration and, to this end the members of staff
on duty should not indulge in protracted conversation with other members of staff. A duty member
of staff will ring the bell outside at the end of break and together with other duty members of staff
will ensure that all students are moved on promptly to lessons.
WET BREAK TIMES
Students are allowed to be in the corridor area and only in the classroom if they are being
supervised.
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LUNCHTIME COVER (MIDDAY) 12.30PM - 1.30PM
The school has a legal duty of care over students during the lunch break. The level of supervision
provided will ensure the health and safety and welfare of the students. Supervision will consist of
staff who are on lunch duty, these include midday supervisors, SLT, Progress Leaders and other staff
who have volunteered to supervise. They will be provided with a complimentary lunch. The
lunchtime duty rota explains clearly the roles of staff at different times within the lunch break. The
outdoor areas will be supervised by staff from 12.30 pm until the end of lunch.
Staff will also be responsible for supervision of the lunch queue outside and inside the dining area.
Staff need to ensure that behaviour is appropriate and orderly.
Pastoral care and health and safety issues regarding incidents need to be followed up. Where the
behaviour of a student during the lunch break threatens the health and safety and welfare of others,
the student may be excluded from the dining area and required to have lunch in Silwood.
At 1.50pm a bell will be rung by one of the duty team and students are then expected to go to their
lessons.
SUPERVISION AFTER SCHOOL
Teachers should be satisfied that students have left the school site appropriately. Staff are on duty in
appropriate locations at the end of the school day. Any students who remain on site should be
supervised. A list of students who are at after school clubs should be in the school office and
students are expected to sign out by 4.30PM.
Parents should be given notice of students who will be late home through participation in after
school activities, revision lessons or detentions. They should be given adequate notice of any
changes to arrangements such as cancellations of school clubs and fixtures.
SUPERVISION OF SPECIAL ACTIVITIES
PHYSICAL EDUCATION
The same general principles of care apply during PE as to other school activities. It is very important
that the teacher should consider factors, such as:
▪
▪
▪
▪

safety of apparatus being used condition of the floor
suitability of student’s clothing
whether the exercises and activities are within the capability of the students
whether the activity is being taught properly, in particular gymnastics

The following procedures are also in place:
▪ Staff should wear appropriate clothing.
▪ Students should not be allowed to wear watches or any other items of jewellery
▪ If valuables are handed in to a member of staff for safe keeping the school is accepting
responsibility for them.
▪ Students should not be allowed in the gym before the start of a PE lesson without direct
supervision.
▪ Students should not be handling PE equipment without direct supervision.
▪ Students should be trained to work quietly and to leave the gym in an orderly way. Students not
taking part in games or PE remain the responsibility of the teacher taking the lesson.
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In the event of an accident any action for damages would be unlikely to succeed if the teacher could
show that he/she had employed reasonable care.
CHANGING
Young people are entitled to respect and privacy when changing clothes. However, there needs to
be an appropriate level of supervision in order to safeguard young people, satisfy health and safety
considerations and ensure that bullying or teasing does not occur. This supervision should be
appropriate to the needs and age of the young people concerned and sensitive to the potential for
embarrassment.  Staff therefore need to be vigilant about their own behaviour, ensure they follow
agreed guidelines and be mindful of the needs of the students.
This means that adults should:▪ avoid any physical contact when students are in a state of undress.
▪ avoid any visually intrusive behaviour where there are changing rooms
▪ announce their intention of entering
▪ avoid remaining in the room unless a student require it
ART DESIGN AND SCIENCE AND TECHNOLOGY
Teachers should consider the organisation of the students involved in practical activities and should
take all necessary precautions including
▪ wearing masks and goggles
▪ training in the use of tools
▪ carrying glass objects
▪ carrying hot substances
The following procedures are also in place:
▪ Students should be supervised carefully when using sharp equipment such as scissors
▪ and craft knives, Bunsen burner, and chemicals when conducting an experiment
▪ At the end of the activity, all craft knives should be accounted for and stored safely
▪ Students should not have direct access to craft knives and sharp tools.
▪ Teachers should make sure that students know how to use tools and equipment correctly.
▪ Teachers should ensure that there is an appropriate level of supervision when using glue guns.
▪ Students should be supervised directly when handling glass objects.
▪ Where at all possible, glass  containers should be avoid
AFTER SCHOOL CLUBS
Staff should take particular care when supervising students in the less formal atmosphere of an
after-school activity. However, staff remain in a position of trust and need to ensure that their
behaviour cannot be interpreted as seeking to establish an inappropriate relationship or
friendship.   Health and Safety arrangements require members of staff to keep
colleagues/employers aware of their whereabouts, especially when involved in an out of school

activity. All activities should have parental consent and staff must ensure that their
behaviour remains professional at all times.
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MONITORING AND EVALUATION OF THIS POLICY
The SLT with oversight of duties will make regular observations and monitor the implementation of
this policy.  Feedback will take place at SLT, staff briefing and to Governors as required.  Monitoring
will also take place by members of the SLT.
This policy should be read in conjunction with the following policies:
▪ Safeguarding and Child Protection Policy
▪ Visitors to School Policy
▪ Journey and Trips Policy
▪ Health and Safety Policy
▪ Staff Handbook and Quick Guides
▪ Staff Code of Conduct
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