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Associated Policies:
This Policy links to Feltonfleet School Regulatory, Safeguarding and SEND Policies, as
listed on the school website.
This policy links most specifically with the policies and procedures for:

Before and After School (Wraparound care)
Uncollected Pupils
Missing Pupils

This Policy links to the following statutory and advisory documents:

Keeping Children Safe in Education
Keeping children safe in education 2021 Updated in September 2022 with Keeping Children
Safe in Education 2022

Statutory Framework for The Early Years Foundation Stage 2021
Statutory framework for the early years foundation stage

Special Educational Needs and Disabilities Code of Practice 2015
Special educational needs and disability code of practice: 0 to 25 years

Procedures for COVID Safe Practice will be reviewed in line with government
guidance and our system of controls and risk assessments will be updated and
shared with staff, parents and pupils as required.

For Reception to Year 8
Schools COVID-19 operational guidance – GOV.UK (www.gov.uk)

For Nursery
Actions for early years and childcare providers during the COVID-19 pandemic

For Wraparound Care
Protective measures for holiday or after-school clubs and other out-of-school settings for
children during the coronavirus (COVID-19) outbreak

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1007260/Keeping_children_safe_in_education_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101454/Keeping_children_safe_in_education_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101454/Keeping_children_safe_in_education_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance
http://www.gov.uk
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/schools-covid-19-operational-guidance
https://www.gov.uk/government/publications/coronavirus-covid-19-early-years-and-childcare-closures/actions-for-early-years-and-childcare-providers-during-the-covid-19-pandemic
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak


The aim of this policy is to set out a clear and consistent set of requirements and
expectations for the supervision of pupils in our care before, during and beyond their
timetabled school day.

Introduction

Feltonfleet School has high expectations of all pupils and the staff share a collective
responsibility to ensure supervision is maintained in all areas of school life. It is central to the
Feltonfleet Way and the values of the school that all individuals within the school community
behave in a positive and supportive way in and outside of the classroom.

A clear and consistent Supervision Policy means there is a determined and consistent staff
presence throughout the day. This ensures that pupils are sensitive to effective supervision of
this kind and the resulting good order is reflected in high standards of behaviour and a happy
and safe learning environment.

Supervisory Duties

All supervisory duties are important obligations and they should be carried out with the same
high professional attitude to attendance and punctuality that is applied to teaching
responsibilities. The management of large groups of pupils whilst on supervision duty comes
naturally to many teachers, but for others it can be more difficult to achieve. Therefore, the
following principles encourage a uniformity of approach and therefore a consistency of practice
across what is a large staff team. Staff are to understand that they are ‘on duty’ whenever
they are involved in school related activities and required to monitor behaviour and attitudes.

Best Practice
It is communicated clearly and frequently that effective supervision involves:

● punctuality
o being in position as soon as possible
o notifying the Assistant Head (Operations & Logistics) if completing duty is not

possible
● being an active, vigilant and proactive presence

o active - where a space is too large to be viewed from one position, supervisory
staff must constantly be on the move to ensure all areas are visited repeatedly
and frequently

o vigilance - staff must check the welfare sheet and have knowledge of LE docs to
ensure that pupils of particular need and concern are given enhanced attention

o proactive - staff should read the supervised space and intervene at the earliest
point when they have a concern

● following the procedures outlined below for specific duties
● acting swiftly to investigate any situations or incident which may be a cause for

concern, both calmly and without initial judgement
o as the ‘first responder’, it is critical to manage situations early and to identify

who was involved and who may have witnessed a given incident
● communicating concerns to the Year Leader or SLMT if necessary or other staff at the

point of hand-over
o thoroughly, factually and without adding opinion

Whilst there is room for an individual approach, it must largely remain within the principles set
out so there is no confusion where pupils are concerned.

Nature and Organisation
In order to support the Behaviour Policy system and to ensure the smooth operation of other
necessary aspects of school life, members of staff undertake supervisory duties. All duties are
published in advance allowing staff to make changes by mutually agreed arrangements with
other staff members.

Unforeseen absence (rather than known absence e.g. attendance at a course) should always
be covered by a member of the staff duty team where possible.



Specific supervision responsibilities are defined below:

Start of School Day
There are members of staff on duty who ensure that the pupils are using the correct entry
points safely and following school procedures.

Pre-Prep pupils may be booked in to attend breakfast in Calvi House from 7.30am -
8.15am.  All other pupils, except those who arrive by school bus,  can arrive from 8.15am.
They will be supervised by Pre-Prep staff either outside or in classrooms.

Prep school pupils may be booked in to attend breakfast with boarding pupils at 7.30am.
All other pupils should arrive from 7.55am.  Pupils who attend Peri lessons prior to 7.55am
should be received by the Peri teacher on entry to the campus, from the parent.  This must
be pre-arranged by both parties.

Registration
All form staff should be in their form rooms by 8.10am at the latest.

Pre-Prep registration is at 8.45am and 1.15pm.

Prep pupils are registered in the morning between 8.10am and 8.30am by their form tutor.
The afternoon register is completed prior to, or during the lunch period, by the class teacher
or a member of SLMT.  Any pupil arriving after 8.25am must register at Reception.

The school office monitors registration vigilantly and any unaccountable absences are
followed up immediately by contacting a member of SLMT, dependent upon timetable
availability on a given day.

Boarders are registered before entry to the evening meal at 6.00pm.

Dining Rooms

Nursery, Reception and Year 1 dine in Calvi Hall. Each Pre-Prep table is attended by a
member of Pre-Prep staff.

Year 2 pupils dine in the Prep School dining hall and are supervised by 2 or more Pre-Prep
staff.

Prep pupils are supervised by 2 members of staff. When room permits, staff are strongly
encouraged to join the pupils for lunch to ensure that there is a happy, healthy civilised
atmosphere in the Dining Room.

Break times
Staff on duty must ensure that they follow the Best Practice principles, as noted above, and
are a visible and vigilant presence at all times, covering all areas of the outdoor space at
break.  Staff who are supervising break times on the Prep School site must wear high visibility
vests, collecting and returning them to the staff room.

Procedure for wet breaks

Pre-Prep pupils will be supervised in Calvi Hall or their classrooms at break times  if wet,
cold or windy weather is excessive or dangerous. In most cases, pupils will be encouraged
to dress appropriately and go out in all weathers.

Prep school pupils are to report to assigned areas and are supervised by prefects and the
duty staff. The assigned areas are posted in the duty rota.

Pre-Prep Specific Activities



Pre-Prep children are escorted to and from the  swimming pool by the Pre-Prep team. Secure
handovers between Pre-Prep staff and specialist staff take place for lessons that are not taught
by the Pre-Prep team and those that do not take place in Pre-Prep buildings.

Children in EYFS
Supervision and Care in EYFS is planned and organised in accordance with the ratios set out in
EYFS 2021. Most staff in Pre-Prep have qualifications that are relevant and equivalent to at
least Level 3. Where any member of staff does not have a suitable, full and relevant
qualification, they will be paired with or grouped with staff who have.

Changing Rooms
Pupils are actively supervised in the changing rooms by SPORTS staff, or duty staff, following
the key principles detailed below.

The aim for staff is to ensure that all pupils are safe, that appropriate behaviour is taking place
and supporting pupils to change as efficiently as possible. With younger pupils, support may be
needed with top buttons and ties. Apart from in Pre-Prep, where children change together with
Pre-Prep staff in attendance, staff members of the opposite gender do not access or supervise
inside changing rooms but will remain a presence outside the changing room door so that any
issues can be dealt with quickly. Staff will not be inside the changing room for swimming but
will wait at the open door as a visible and audible presence. Staff should remain in position
until the last pupils have exited the changing rooms. Staff should encourage pupils to leave the
changing rooms in a clean and tidy state.

Key Principles
● Staff must have a working understanding of the welfare sheet and have knowledge of

LE docs to ensure that pupils of particular need and concern are given enhanced
attention

● Staff will circulate the space to ensure that they see all areas
● When the number of pupils in the changing area reduces to 2, the staff member must

stay by the door, with the door open, in order to safeguard all parties
● Staff members should be a visible and audible presence, directing instructions using

command words, both proactively and in response to concerns

PE Lessons
In some situations, such as a PE lesson, there may be one member of staff with both
gender labelled changing rooms to cover. In this situation, the staff member must move
back and forth between the two changing rooms.

Showers
See Appendix 1 – Supervision of Showers

Toilets
Pupils are allocated specific toilets per age and stage of school. In general, beyond Pre-Prep,
staff do not enter toilet spaces. There are however times where it will be necessary to enter
the toilet space, such as when searching for a missing child or when there is an emergency. It
is also good supervisory practice to routinely check the toilets during break supervision. Staff
must adhere to the following procedures.

Break Time Checks
To check if pupils are loitering in the toilets.
1. Knock the door loudly and announce your presence and purpose, then wait a moment
2. Open the door slowly, and only enough to be audible, whilst calling in
3. Enquire if everybody is okay and moving along pupils who appear to be loitering

Missing Child
As part of the necessary check of the school site for a missing pupil.
1. In the first instance, ask an appropriate pupil to check the toilet space first - this could

avoid the need for the member of staff to enter



2. If no pupil is available, and the toilets are designated for another gender, ask another
member of staff if possible

3. If neither 1. or 2. is possible, then staff should open the door and call inside first,
repeating their purpose and intention clearly. If there is no response, they should
proceed audibly and with caution to check the unseen spaces.

Emergency
Following the raising of the alarm that a pupil is in need of immediate support.
1. Open the door and call inside. If a response is received, identify if entering the space is

absolutely necessary.
2. If entering the space and able to do so, acquire the support of another member of staff,

or 2 appropriate pupils in the event that no staff member is present, if at all possible.
3. If no other staff member is available, you must proceed on your own, to come to the

aid of the pupil. In this event, you should prop the door open and calmly call for
assistance whilst aiding the pupil.

After School
This period of time refers to supervision of pupils at the end of the timetabled day.

Pre-Prep pupils will be handed over to parents by classroom staff. See After School Care
Procedures and Policy for Uncollected Children.

Those who are attending clubs, Family Care or Owls will be handed to relevant staff and
numbers confirmed. Any details of adults collecting or accidents / first aid having occurred
during the day  will be handed over with the pupils.

Years 1 & 2 pupils who attend a club until 16:15 are the responsibility of the staff member
taking the club until they are handed back to Pre-Prep staff for Handover to their collecting
adult.

Any Pre- Prep pupil who has not been collected by 15:30 and was not booked into Owls or
Family Care will be handed over to Owls and parents will be contacted. If parents do not
respond, emergency contacts will be called.

If the duty Pre-Prep team staff members need to leave school, any pupil not collected by
18.00 (Monday - Thursday) will be handed to the Boarding Staff by the Head or Deputy
Head of Pre-Prep, following discussion with SLMT, parents or emergency contacts.  On a
Friday, this will be at 16:30 and handed to the SLMT duty staff.

Prep school pupils will be chaperoned to either their parent collection points or the school
bus assembly location.  Year 3 to 6 will always be supervised and Year 7 & 8 pupils may be
permitted to exit and cross with the crossing patrol to the Astro.

In the event that no contact can be reached for an uncollected child, the School may call
Children’s Services for advice or the Police if an emergency situation is believed to have
occurred. A member of the DSL team must be informed. See Uncollected Child Procedures.



Supervision of Pupils in Pre-Prep

Whenever a class or group moves from the playground back into the Calvi House or  Year 2
House, or from Calvi or Year 2 House to another part of the school, careful attention will be
given to counting children to ensure no child is left behind. When moving around the school
site between Calvi House and the Prep or Year 2 House, children must be safely accompanied
by an adult and where the number or age determines that one adult cannot safely supervise a
group, two adults will escort them, one at the front and one at the back.

Time Pupil Activity Responsibility

07:30 – 08:00 Breakfast, Calvi House Pre-Prep staff

08:00 – 08:15 Breakfast pupils play outside Pre-Prep staff

08.00 - 08.15
(approx) Any PP children arriving on buses

Bus staff take children to
office for handover to
Pre-Prep staff

08.15 Y2 Breakfast pupils escorted to
Fountain Courtyard Pre-Prep Staff

08:15 – 08:45

Supervision and early activities
Fountain Courtyard and Year 2
House  (Y2)
Calvi House (Nursery, Reception
and Y1)

Pre-Prep Staff

08.45 Registration Pre-Prep Staff

08.45 - 11.45
Nursery, Reception, Year 2
Lessons / Child Led Activities/
Breaktimes

Pre-Prep Staff

11.45 - 12.45

Year 2 Lunch and Play (Main
School)
Nursery, Reception and Year 1
Lunch and Play (Calvi House)

Pre-Prep Staff

12.30 Handover of Nursery Morning
Pupils Pre-Prep

12.15 - 1.15 Year 1 Lunch and Play
(Calvi House) Pre-Prep Staff

12.45 - 15.40
Reception, Year 2
Lessons / Child Led Activities Pre-Prep Staff

12.45 - 15.40
Nursery
Lessons / Child Led Activities Pre-Prep Staff

1.15 Registration for all Pre-Prep Pre-Prep Staff

1.15 - 15.40 Year 1
Lessons / Child Led Activities

Pre-Prep Staff

15.40 - 15.50 Nursery Handover  Calvi House Pre-Prep Staff

15.40 - 15.50 Reception, Year 1 Handover
Calvi  House Pre-Prep Staff

15.40 - 15.50 Year 2 Handover
Fountain Courtyard Pre-Prep Staff

15.50 - 16.00
Children who are not going home
are handed over and registered
into Owls afterschool care

Pre-Prep Staff

15.30 - 16.15 Clubs - bookable for Year 1 and
Year 2

Pre-Prep Staff
External Club Providers



16.15 Clubs Handover
Calvi House Pre-Prep Staff

15.50 - 18.00
(Monday -
Thursday)
15.50 - 16.30
(Friday)

Owls - bookable Owls Team

Supervision of Pupils in the Prep School

Staff duties
In addition to their teaching commitment in the classroom, all members of staff are required to
perform a number of supervisory duties around the school.

While on duty, members of staff are responsible for the order, safety and discipline of pupils. If
the member of staff designated to be on duty is, for very urgent reasons, unable to fulfil this
obligation, he or she must inform the Assistant Head (Operations & Logistics) at once, or in
their absence, another member of the SLMT.  A member of staff who wishes to change a duty
must first obtain the agreement of the Assistant Head (Operations & Logistics). The duty rota
may not otherwise be altered.

Procedure if a Year 3 or 4 pupil is not collected by 4.15pm
From Monday to Thursday, if the parent is known to be arriving shortly, the pupil may be
supervised by the Reception staff.  A longer or uncertain delay will lead to the pupil being
taken to a non-paid club or Lower School Prep.  If the pupil is still not collected by 5.00pm,
they will be supervised as a Day Boarder until collection, and the SLMT duty staff will be
informed.  On a Friday, the SLMT member of staff will chaperone the pupil to Reception and
request parental contact.

Procedure if a Year 5 to 8 pupil is not collected by 4.30pm
From Monday to Thursday, if the parent is known to be arriving shortly, the pupil may be
supervised by the Reception staff.  A longer or uncertain delay will lead to the pupil being
taken to a non-paid club or Senior School Prep.  If the pupil is still not collected by 5.15pm,
they will be supervised as a Day Boarder until collection, and the SLMT duty staff will be
informed.  On a Friday, the SLMT member of staff will chaperone the pupil to Reception and
request parental contact.

Years 3 & 4

Time Pupil Activity Responsibility
07:55 – 08:10 Arrival Duty staff
08:10 – 08:45 Registration and Form period Form Tutor
08:45 – 10:15 Lessons All staff
10:15 – 10:45 Break Duty staff
10:45 – 12:15 Lessons Teaching staff
12:15 – 13:15 Lunch & break Duty staff
13:15 – 15:45 Registration & Lessons / Games Teaching / Games staff
15:45 – 16:00 Form Time & Dismissal Form Tutor
16:00 – 17:00 Break, then Clubs or Prep Designated staff



Years 5 & 6

Time Pupil Activity Responsibility
07:55 – 08:10 Arrival Duty staff
08:10 – 08:45 Registration and Form period Form tutor
08:45 – 10:45 Lessons All staff
10:45 – 11:15 Break Duty staff
11:15 – 12:45 Lessons Teaching staff
12:45 – 13:15 Lunch & Register Teaching staff
13:15 – 13:45 Break Duty Staff
13:45 – 16:15 Lessons / Games Teaching / Games staff
16:15 – 17:15 Break, then Clubs or Prep Designated Staff

Years 7 & 8

Time Pupil Activity Responsibility
07:55 – 08:10 Arrival Duty staff
08:10 – 08:45 Registration and Form period Form tutor
08:45 – 10:45 Lessons All staff
10:45 – 11:15 Break Duty staff
11:15 – 13:15 Lessons Teaching staff
13:15 – 13:45 Lunch & Register Teaching Staff
13:45 – 14:15 Break Duty Staff
14:15 – 16:15 Lessons / Games Teaching/Games staff
16:15 – 17:15 Break, then Clubs or Prep Designated staff

Additional Detail
● Wednesday lunch timings: Upper School & Lower School swap lunch timings and Lower

School have an additional supervised break. On this day, SLMT complete the Y3 & 4
register.

● Prep Registers are taken in all sessions and form part of the Exit Registration system.
● Lower School pupils are dismissed by Lower School staff.

Ewan Carradine
Senior Deputy Head & Deputy DSL



Appendix 1 - Supervision of Showers

Procedures

Showering is not generally used at all outside of the boarding environment.  In the event that
someone does need to shower following sport, the following procedures will be followed.

Ensure that:

1. You do not allow pupils to begin showering until both members of staff on shower duty
have arrived and are in attendance.

2. Colleagues station themselves as far from the shower area as possible.

3. Direct observation of children changing is avoided.

4. Children are not assisted with their changing and only in exceptional circumstances with
another colleague present.

5. You make it clear to pupils by gaining their attention in advance that in the event of any
misbehaviour in the showers you will need to enter the outer shower area to restore
order – use of a whistle might be considered (e.g. three loud blasts and everyone
stands still).

6. You do not insist that pupils shower from head to toe, or remove their towel or under
garments – we ask that pupils do at least wash mud from limbs and face.

7. Both colleagues are present until the last children have finished changing.

8. You avoid entering the immediate shower area.

9. Boarders shower in the boarding house after games unless for very good reason
supervision cannot be provided.

It is strongly recommended that:

1. Staff running a game accompany them to the sports hall and hand over to staff
supervising showers.

2. Supervising staff have a task to do to deflect attention away from their presence in the
changing area – e.g.leaning towards the wall.


