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This policy is applicable to all pupils, including those in the EYFS, although for specific arrangements relating 

only to children in EYFS, please refer to our policy 14c EYFS Supervision 

Pupils' Arrival and Departure 

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. 

During normal school hours pupils may arrive at school from 7.30am to attend Breakfast Club which runs 

until 8:00am; boarding children are supervised by the boarding team until this time (8:00am). Day pupils 

arriving before 8.00am are supervised in the Undercroft by a Gap. Prep children are then supervised on the 

astro supervised by the duty team, where they are able to play. If wet, pupils are sent to gather in the BSR. 

 
Registration 
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. 
 
Children are registered in form rooms from 8:20am. Registers must be completed on Schoolbase by 8:50am 
- children arriving after this time will need to report to reception and will be marked as late. When children 
attend a club before school it is the responsibility of the teacher to complete a registration and pass this to 
reception for this to be entered onto Schoolbase. Children are signed in to afternoon sessions at lunchtime 
as they go into lunch - this is completed by a duty member of staff and, once complete, these details are 
entered onto Schoolbase by the afternoon receptionist before the afternoon session at 2:10pm. 
 

Sign out 

Children sign out with their form tutor at the end of the day (3:30pm in the Pre-Prep and 4:10pm in the 

Prep School) indicating whether they are attending prep or one of the after-school activities, or going home. 

Duty choristers go to Little Tea at this time under the supervision of the chorister tutors. Children attending 

Little Tea are supervised by members of the duty team. Little Tea runs until 4:30pm, at which time children 

are sent to their extra-curricular activities or prep. 
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Break and lunch duties 
All members of the teaching staff are expected to take their share of break and lunchtime supervisory 
duties, as well as late and occasional weekend duties. The main duty times are: 

●​ Breakfast club (7:30am - 8:00am) 
●​ Early morning duty in BSR (8.00am - 8.20am) 
●​ Break duty (10:40am - 11:10am) 
●​ Lunch-time duty (sign in) and lunch break duty (outside) 1:10pm - 2:10pm 
●​ Changing Room duty (sports staff for matches and lessons) 
●​ Sign out or Little Tea (4:10pm - 4:30pm) 
●​ Prep duty (4.30pm - 5.30pm) - the duty lead hands over to the boarding team at 5:30pm 
●​ Post-Prep (5.30-6.30pm) - boarders and small numbers of day children are supervised by the 

boarding staff, with additional support from the SLT as required. 
 

During break and lunch supervision it is the responsibility of duty staff to ensure they are distributed to all 
areas where supervision is needed. At break time this will include the astro, main field and Bark Park so it is 
the responsibility of the duty staff to ensure that they patrol sufficiently to cover these areas. EYFS staff 
carry a First Aid kit and mobile phone in case they need to contact reception or the matrons’ office. 
 

Out of hours arrangements 
Arrangements are made as necessary 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 sport department supervise 
pupils on both home and away matches and during occasional weekend fixtures. 
 

Boarding  
All pupils return to the boarding house at approximately 7.30pm. Specific arrangements for the supervision 
of boarders during boarding hours, can be found in the Boarders’ Handbook. 
 

Medical Support  
There is a matron on duty in school from 9.00am to 5.30pm during the week who is available to administer 
First Aid, to deal with any accidents or emergencies, or to help if someone is taken ill. A number of 
members of the teaching staff and non-teaching staff, who are trained and qualified as First Aiders are able 
to give emergency First Aid. We always make sure that a qualified paediatric First Aider is on duty whilst our 
Nursery children are in school. First Aid boxes are in all potentially high risk areas. All medicine prescribed is 
logged. 

Supervision whilst travelling to and from School  

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

Supervision during Educational Visits/Sport Fixtures  

The arrangements for the supervision of pupils during educational visits and trips out of schools are 

described in our policy: 14d School Journeys - Educational  Visits.  

Unsupervised Access By Pupils  

Pupils are not 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. We ensure that pupils do not have unsupervised access to potentially dangerous areas, such as 

the science laboratories or the design technology room, etc. Doors to these areas are kept locked at all 

times when not in use. All flammables are kept securely locked in appropriate storage facilities. Pupils do 

not have access to the grounds, maintenance and catering areas of the school and all out of bounds areas 

are clearly marked. 

Staff Induction 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 
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and grounds that should be regularly checked when on duty outside normal lesson times, and is available in 

the staff handbook. 
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