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SOMPTING ABBOTTS SCHOOL 
 

Pupil Supervision Policy 
The Policy is for the whole school including EYFS and Before and After School Care 

 
Introduction 
 
The purpose of this policy is to offer guidance to all staff about the appropriate supervision of 
all pupils throughout the school term. The Management and the Headmaster 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 that the 
supervision of pupils throughout the school day is adequate to ensure their health, safety 
and welfare. 
  
The teacher has a duty of care to the children, which is based on the principle of loco 
parentis. This can be thought of as the standard of care expected of prudent parents in the 
care of their children. In order for teachers to carry out their duties effectively the 
Headmaster has certain responsibilities.  
 
These include:  
a) Formulating the overall aims and objectives of the school and policies for their 
implementation.  
b) Ensuring that teachers at the school receive information they need in order to carry out 
their professional duties effectively.  
c) Ensuring the maintenance of good order and discipline at all times during the school day  
(including breaks) when pupils are present on the school buildings and whenever the pupils 
are engaged in authorized school activities whether on the premises or elsewhere.  
 
DfE guidance states during the time pupils are in school, staff are under a legal duty to 
exercise ‘reasonable’ care to see that all pupils are kept safe. Staff cannot be expected to 
keep a constant vigil over every pupil, accidents will happen even in the best-regulated 
schools. However, Sompting Abbotts School demonstrates a regard for the ages and 
capabilities of pupils to safety in the light of foreseeable risks.  School rules that have been 
drawn up to seek to eliminate (or significantly reduce) anticipated risks, and these rules are 
known to all pupils.  Risks are kept under review and rules and procedures changed as 
necessary, especially to meet the needs of particular pupils in particular circumstances.  
Where there has been an accident/incident, which had not been foreseen, the risk of a 
repetition is considered and an appropriate course of action will be taken. 
 
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 break and lunchtime supervisory duties, as well as evening duties if they teach a 
half timetable or more. At these times, they must ensure there is a visible staff presence. 
The Director of Studies prepares duty rotas.  
 
Since Sept 2018, parents are asked to leave at least two contact numbers to assist the 
school should they need to contact them in emergency. 
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1. Pupils’ arrival and departure 
Pupils may arrive at school from 8 a.m., and are expected to go home after lessons finish, 
unless they are staying late for prep, a club, an activity, or a function. Main School Pupils 
arriving early may go to their classroom, the Library or the Assembly Room. A duty teacher 
is assigned each day to patrol these areas.  
 
In the Pre-Prep staff provide an Early Room from 8.00-8.30 a.m. mainly for the children of 
working parents. A member of staff is on duty each morning in the Activities Room next to 
the gym. There is also a Late Room available to those children and any with siblings in the 
Main School. This operates from 3.15 to 4.30 p.m. in the Pre-Prep building; at 4.30 p.m. 
remaining pupils are escorted to the Main School Library. The Early and Late Room are 
supervised by a teacher but the activities are child led. Children can choose to read, draw, 
play, use the computers and sometimes watch a film. We do not provide breakfast in Early 
Room; parents can supply a snack or treat for their child to enjoy in the Late Room. There is 
no additional charge for the Early Room and Late Room facilities. 
 
Lessons finish at 3.20 p.m. in the pre-prep and 4.30 p.m. in the Main school. Pre-Prep pupils 
will either be delivered to parents or carers unless staying for a club. If they stay after 4.30 
p.m. then they will be taken by a member of staff to the Library and handed over into the 
care of the evening duty teacher. Pupils may stay to do prep from 5-6 p.m. and this will be 
supervised by a member of staff. After the last pupil has been collected the duty teacher may 
leave (see Evening Duty policy). 
 
Arrangements are made to ensure pupils are supervised during play and choir 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.   
  
2. Registration  
We take a register of pupils at the start of the morning and afternoon sessions. Parents are 
responsible for notifying the school, by telephone or email, 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. There is a signing out book for staff and pupils being taken out during the 
school day.  
  
In the Pre-Prep, we operate identical registration procedures to the Prep School, but in 
addition, we will only release a child at the end of his or her session into the care of a parent 
or other individual whose name has been notified to us in writing in advance.  (Further 
information see Registration Policy) 
 
3. Supervision during break-times  
During Prep school morning and afternoon breaks there will be two members of staff on 
duty: one member of staff patrolling the front area of the school (front lawn, pitches and, 
tennis courts); and one patrolling the rear area between the Pre-Prep and staff car-park.  
 
Pupils should not be inside at break-times unless with a member of staff or doing music 
practice. If it is ‘wet break’, pupils must be in their classrooms; duty staff with the help of 
Year 8 pupils will supervise the form rooms. Pupils may use the computer suite at wet break 
times with the permission of a member of staff – it is that member of staff’s responsibility to 
ensure that the pupil is using the computer sensibly and in accordance with applicable 
directives set out in the e-policy. 
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Arrangements for the supervision of Pre-Prep pupils at break time are in accordance with the 
regulations regarding EYFS staff ratios. There is always a minimum of 2 staff on duty, one of 
whom is a paediatric first-aider.  
  
4. Supervision during mealtimes 
At lunch all pupils are seated on a table with a member of staff who will monitor their eating 
and their table manners. Any concerns are recorded in the ‘Welfare Book’ kept by the 
Principal and this will be discussed at staff meetings, monitored and acted upon as required. 
 
5. Supervision during PE and Games 
At the start of the school year, the Head of PE is responsible for producing a staff rota 
supervising pupils changing. Following PE or games, it is the responsibility of the games 
teacher in charge of that class to supervise their changing or liaise with another member of 
staff to make sure adequate supervision is in place. When no female member of staff is 
available to supervise Girls’ changing for PE, Mrs. Sinclair will arrange appropriate 
supervision. 
  
6. Unwell Pupils  
If a student has to be sent home unwell, they will not be allowed to leave the school 
premises until their parent, guardian or host family is aware of the situation. In the unlikely 
event of a student needing to be taken to hospital in an emergency, a member of staff will 
accompany the student until the parent or guardian assume responsibility. 
 
A number of members of the teaching staff are trained and qualified as First Aiders are able 
to give emergency first aid. The names of First Aiders are displayed around the school. A 
qualified paediatric first aider is on duty whenever our EYFS children are in school. First aid 
kits are kept in the Medical Room and Mrs. Sinclair’s office. These kits are checked and 
maintained by Mrs. Sinclair. (See First Aid Policy). 
  
7. Supervision on School Visits 
The arrangements for the supervision of pupils, including EYFS, during educational visits, 
and trips out of schools are described in our School Visits Policy. 
 
8. Out of Bounds  (for a full list see Bounds document) 
We ensure that pupils do not have unsupervised access to potentially dangerous areas, 
such as the swimming pool and the science laboratories. Doors to the latter are kept locked 
at all times when not in use. All flammables and laboratory chemicals are kept securely 
locked in appropriate storage facilities.  Pupils do not have access to the Maintenance, 
Catering and Caretaking areas  
of the school.  Pupils are reminded by the Headmaster at the start of each term where is out 
of bounds and these are marked on a map displayed on the notice board of the corridor. 
 
9. In the event of a pupil’s unaccountable absence 
If any student fails to arrive to a lesson, practice session or prep, all efforts are made to 
establish the whereabouts of any missing pupil urgently. A member of management must be 
notified at once. Staff must make a thorough search inside the school, if unsuccessful, the 
outside bell must be rung – a signal to all pupils to return inside the building. If after three 
minutes, there is still no sign of the pupil, a search of the grounds must be co-ordinated and 
the child’s parents notified.  Following consultation with the parents, the police may then be 
alerted. (see Missing child policy) 
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10. EYFS Pupils 
EYFS pupils are closely supervised at all times. Staffing ratios are in accordance with EYFS 
regulations.  
  
11. 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 and grounds that should be regularly checked when on duty outside normal 
lesson times, and is available in the staff handbook.  
 
 
DB/PMS 
 
Sined: S. Douch, Head   Date: 
 
September 2018 
 
This document is reviewed periodically 
 
 


