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Purpose 
 
The Governors and Staff of Abberley Hall School (‘the School’) are very aware of the 
importance of maintaining a high level of personal security within the School and for 
safeguarding pupils when they are in the charge of School staff. 
 
The purpose of this policy is to set out the measures that will be taken in the event that a 
child is unaccounted for and his or her whereabouts are not known. This is a whole School 
Policy including Prep, Pre-Prep and EYFS and it applies to all staff employed at the 
School. For the sake of this policy, references to ‘Pre-Prep’ include EYFS.  
 
 

Responsibilities  
 
Management responsibility for the security of pupils is shared between the Governing 
Body and the Headmaster.   The School has drawn up the following arrangements to 
enable this responsibility to be effectively discharged.   The identified person for day-to-
day responsibility for security of pupils is the Headmaster or, in his absence, the Head of 
Pastoral Care or the Deputy Head. Abberley Hall is required to ensure that the supervision 
of pupils throughout the school day is adequate to ensure their health, safety and welfare.  
Teachers have a duty of care to the children, which is based on the principle of loco 
parentis. All staff should be aware that professional judgement is needed and should take 
into account a pupil’s age and the activity in which they are participating.  
 

Supervision  
 

Boarding hours (7.00pm until 7.45am) 
Direct supervision by the Head of Boarding, Girls’ Houseparent, duty boarding staff and 
onsite staff. During breakfast, boarders are under the supervision of boarding and onsite 
staff. 
 

Morning supervision 
It is acknowledged that pupils do not arrive simultaneously on the school site and during 
the school week, boarding pupils will be on site before the school day starts. They are 
supervised until 7.45am at which point staff are on duty to supervise all children, including 
boarders and day pupils.   

 

Start of school day  
(Prep School 7.45am – 8.05am, Pre-Prep 8.00am – 8.45am)  
 
Pupils are dropped off in one of two designated car park every morning before School 
between the times given above. Whilst the responsibility of supervision begins when a 
child arrives at school, no supervision of a day child will commence before 7.30am, unless 
they are participating in an organised School activity or unless a specific arrangement has 
been made. Staff are designated to be on duty from 7.45am and this rota is managed by 
the Deputy Head. 
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Before registration (7.45am to 8.05am) 
In addition to the two car parks, staff are on duty in social areas (e.g. Day Rooms) and the 
designated Form rooms and are responsible for all pupils onsite. Pupils should only be in 
their Form Room or Day Rooms during this period, unless they are participating in 
organised and supervised activity such as Music practice.  
 

Registration 
During the school week, Form Tutors, Heads of Section and Class Teachers are expected 
to follow school procedures for attendance and registration. Registration is carried out at 
the following times:   
 
• Morning Registration at 08:05 for the Prep School and at 8.45am for the Pre-Prep 
• Afternoon Registration for the Prep School is at 2.00pm (at beginning of period 13) and 

1.30pm for the Pre-Prep 
• After School Care Tea tick list (Pre-Prep) 
• Tea tick list (Prep School) 
• Boarding House Check List (between 7.30pm and 8.15pm)   
• Bedtime Check List (Lights Out)  

 
*Registration must always be completed by a member of staff. 
 
On Wednesday and Saturday afternoons registration for the Prep School is taken at 
1.40pm in the Ashton Hall. This is normally overseen be a member of the SMT and / or 
Director of Sport. 
 
If a day pupil cannot attend school, their parent should obtain permission from the 
Headmaster in advance, or telephone the School Office first thing in the morning. If the 
Office has not been informed of an absence then they will ascertain the whereabouts of 
the pupil as soon as possible. If they cannot quickly ascertain the whereabouts of a child 
then the Missing Child procedure will be followed.  
 

Missing Child  
The Missing Child Policy should be followed when a child is unaccounted for during the 
School day.  
 

Child Missing Education  
The Child Missing Education Policy should be followed if a we have concerns about a 
child’s school attendance.   
 
Absentee Lists for Educational Visits  
(please see Section 6 of the Staff Handbook for further details).   
If permission has been granted for a group of pupils to be absent from lessons (for 
example, if they are on an educational visit or on an ‘away’ match), teachers should 
ensure that the pupil(s) are assigned ‘out of school’ on iSAMS and the correct paperwork 
completed and made available in the Staff Room and / or Office. Any pupil missing from 
class, who is not on an official list, should be reported as missing to the Office as soon as 
possible.   
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Lessons and timetabled activities  
All teaching staff should be in the teaching classroom for the start of their timetabled 
lesson. Pupils should not be in the classroom unsupervised. If a member of staff is unable 
to make the start of the lesson, they should make arrangements for another member of 
staff to supervise the group until they are available. 
 
All timetabled lessons are allocated to a specific teacher. If that member of staff is unable 
to attend that lesson, then the Head of Academic Operations should be informed, and 
cover provided (please see Section 4 of the Staff Handbook for further details). If they are 
unavailable the member of staff should contact another member of the SMT. 
 
In the case of a class having to be left at short notice and for a short period of time, then it 
may be acceptable for a class to be supervised by a teacher in a neighbouring classroom, 
if available and appropriate for the age and needs of the group being taught. In this event, 
both classroom doors must be kept open and the supervising member of staff must 
circulate between both rooms. If it is inappropriate to leave the class and another member 
of staff is not nearby, a member of SMT should be contacted to help organise the covering 
the class. 
 

Morning Break (Bun Break) (10.20am – 11.00am)   
 

• Pre-Prep:  Class teachers and TAs directly supervise all pupils within clearly defined 
and secure play areas.  At least three members of staff will be on duty at any one time, 
including one fully qualified teacher. 

• Prep School: Duty teaching staff are assisted by Gap Students. 
All pupils must remain within designated and supervised areas in the school buildings or 
use the school playing fields and play areas, which are within defined boundaries. The 
Deputy Head is responsible for ensuring areas are appropriately supervised by staff ‘on 
duty’. Pupils should not be in a classroom, unless it has been organised and appropriately 
supervised by the teacher. 
 

Lunch Time (Pre-Prep 12.00pm – 12.30pm and Prep School between 12.20pm and 
2.00pm) 
 

• Pre-Prep: Teachers to escort all pupils to the MDR or PDR where they will supervise 
lunch. Pupils are then escorted back to the Pre-Prep area, where they are supervised 
within clearly defined and secure play areas. 

• Prep School: Duty teaching staff assisted by Gap Students. 
 
Prep School pupils take supervised lunch in the MDR, PDR and Sky Room in staggered 
sittings from 12.20pm to 13.30pm. During lunch breaks, all pupils must remain within 
designated and supervised areas in the school buildings, use the school playing fields or 
attend other supervised activities. For example, DM or Music. Pupils should not be in a 
classroom, unless it has been organised and appropriately supervised by a teacher. 
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End of the School day 

 
Pre-Prep 
• The day ends at 3.45pm unless children are staying for After School Clubs of After 

School Care, in which case they may stay until 5.00pm. 
• Parents and Guardians are required to sign their child out before removing them from 

the Pre-Prep. Signing in and out sheets are situated by the entrance to each teaching 
block.  

• Pupils remaining for After School Care or After School Clubs are directly supervised by 
duty Class Teachers, Teaching Assistant or the member of staff allocated to take their 
club TAs.    

 
Prep School 
• The school day ends at 5pm and parents are expected to sign pupils out from the Palace 
• On Wednesdays and Saturdays the school ends at different times depending on Games 

commitments.  
• Children in Years 3, 4 and 5 are welcome to stay for After School Activities from 5pm – 

6pm whilst children in Years 6, 7 and 8 are welcome to stay for Prep.  
• Many parents collect children at 6pm and, again, the are expected to sign their children 

out.  
• Some day pupils and all boarders go to Tea at 6pm 
• Eventing Activities take place (Monday, Tuesday, Thursday, Friday) from 6.30pm to 

7.45pm  
• After Evening Activities, any remaining day pupil will be collected and sign out. Boarders 

will report to their Boarding House where they will be supervised by boarding staff.  
 
*The duty teacher will check the signing out boards every day. To ensure all pupils have 
signed out and to check who is still onsite. This list also acts as the Fire Register.  
 
Away fixtures and trips 
All pupils participating in away sports fixtures, trips and off-site activities (where they have 
not been transported to the venue by parents) will be brought back to school and day pupils 
will be supervised until they have been signed out by parents from the Palace. Parents 
wishing to collect children directly from the away venue must arrange this, in advance, with 
the School Office and the teacher in charge must be aware. The teacher in charge will then 
sign these pupils out upon returning to school. 
 

Tea  
All pupils who are still onsite after 6.00pm must attend Tea in either of the supervised 
dining rooms. These are staffed by the duty teachers and Gap Students. 
 

Evening activities  
Staff maintain responsibility throughout evening activities and should conduct registers 
and risk assessments should be completed and authorised in advance where appropriate. 
All staff should ensure the member of staff in charge is aware of their intended location 
and activity. 
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Weekends 
Duty teams are allocated for all weekends where the children are on site. The weekend 
team leader will establish who is on duty and at which times. It is their responsibility to 
distribute information to the team and the boarding staff at the beginning of the week. A 
weekend programme is then produced and sent out to catering staff and all members of 
the duty team, in addition to the Head of Boarding and House Parents. There are 
additional roll calls on weekend afternoons and evenings, as well as a register during Tea. 
There should be at least three roll calls on Sundays, at times to suit the weekend 
programme and at the discretion of the weekend leader. This is in addition to registering at 
every meal time. 
 
Organised activities should be supervised by members of staff. ‘Free time’ should always 
be supervised and pupils should only go to those places that have been designated by the 
weekend leader and that can be supervised adequately by staff. 
 

Supervising Changing areas 
Children 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 pupils. This means that adults should:  
 
• Avoid using mobile devices unless absolutely necessary; 
• Avoid any physical contact when children are in a state of undress;  
• Avoid any visually intrusive behaviour; 
• Announce their intention of entering the room; 
• Avoid remaining in the room unless necessary; 
• Avoid being in a one-on-one situation. 
 

Being Alone with a Child  
Staff should be wary of being alone with a child and should consider potential risks in 
some of the following situations:  
 
• Running an extra lesson outside of lesson time, possibly in an isolated or quiet part of 

the building; 
• Running a breaktime detention;  
• Working with Scholarship candidates; 
• Running Learning Support or Music lessons; 
• Calling a child into an office for disciplinary or administrative reasons; 
• Checking the toilets/changing rooms as part of a duty responsibility. 

 
A good degree of the risk can be reduced by having doors and curtains/blinds open in 
rooms, giving other staff an easy access to your working environment and informing others 
of your timing and plans for any given appointment. If anyone has concerns after taking 
account of the risk, then it is entirely correct to discuss the matter with the Head of 
Pastoral Care or Headmaster, as appropriate. Also please refer to the Safeguarding 
Policy, if necessary.  
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There are circumstances where individual children may give cause for concern, usually 
because they have problems of their own; they may have special physical and/or 
educational needs, be distressed or perhaps violent. Such situations are rare but not 
unknown. Refer to the Physical Restraint Policy  

 

School Events  
Supervision of major school events (for example, Speech Day) are organised by the 
Deputy Head and other allocated staff. Risk assessments are completed by the Deputy 
Head. Other minor events such as plays and concerts are supervised by the teacher in 
charge and supported by other staff in attendance. 
 

School Trips and excursions 
The arrangements for the supervision of pupils during educational visits, trips and sporting 
events are described in the Offsite Visits Policy and the specific Risk Assessment for 
Sports fixtures and sporting events.  
When members of staff are supervising pupils on an educational trip it is essential to 
carry a working mobile phone. Contact details for all members of staff on the trip and the 
point of contact (‘on call’) back at school must be taken by all individuals involved, in 
addition to the School Office.  
 
The trip leader should have the contact details of parents to hand and should inform them 
of any accident or injury in which their son or daughter has been involved, as soon as is 
practicable. Supervising staff are in loco parentis and are, therefore, accountable to 
parents.  
 
When pupils are being coached or taught by outside staff from other organisations or 
centres, there is still an obligation on Abberley Hall staff to supervise them adequately and 
with care. Abberley Hall staff should not hesitate to intervene if they consider that an 
activity is unsafe or unsuitable, or if such a person is acting in an unsuitable or unsafe 
manner.  
 

Risk Assessments 
Specific Risk Assessments should be carried out so that the staffing ratio is appropriate to 
the circumstance. See the document for Off-Site visits and the Risk Assessment Policy.  
 

Staffing Ratios   
Staff to pupil ratios for trips must be set according to school policy, whilst also taking into 
account the nature of the trip and activities, and the ratios agreed must be adhered to at all 
times. The criteria should be recorded on the trip form and approved by the Headmaster or 
Deputy Head beforehand.  
 

Guest speakers and educational visitors 
Please refer to the Visiting Speaker and Education Visitor policy with regards to 
appropriate supervision. 
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Specific rooms and areas (not exhaustive) 

 

Library 
Children are permitted in the Library to read the paper or their book unsupervised during 
break times with the door left open and duty staff patrolling in the day room areas, as per 
the departmental risk assessment.  

 

Art Room 
Pupils are allowed to use the Art Room unsupervised with the door open and duty staff 
patrolling, as per the departmental risk assessment. However, they should not be using 
any specialised equipment. 
 

DT Workshop 
Pupils are not permitted to be in the workshop unsupervised. Doors should remain locked 
when not in use. 
 

ICT suite 
Pupils may use the ICT suite, if there is a member of staff present or a duty member of 
staff patrolling in the building. Doors should remain locked when not in use. 
 
Science Laboratories  
Pupils are not permitted to be in the workshop unsupervised. Doors should remain locked 
when not in use. 
 

Sickbay and Surgery 
A medically trained member of staff is on duty during the school day in the Surgery, or On 
Call nearby.   The School Nurse lives in Yates House and is on call overnight.  

 

Sports Hall  
All activities in the Sports Hall must be supervised either by members of the PE 
department (lessons), teachers in charge (games sessions) or by duty members of staff, 
either during break time, free-time, or at weekends. Pupils should not be using the Sports 
Hall unsupervised. Doors should be locked when not in use. 
 

All-weather pitch 
Pupils should not be on the all-weather pitch unless they are supervised by a member of 
staff. The gate should remain locked when not in use. 
 

Swimming Pool 
No children should access the pool area or changing room, unless supervised by a 
lifeguard or suitable member of staff.  
 

Changing rooms  
Pupils should only use the Changing Rooms when supervised by a member of staff. Doors 
should remain locked when not in use. 
 

Supervision of the Shooting Range  
The shooting range is only used when there is a suitably qualified person in charge. 
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Outdoor Education area and Tree House 
Pupils should not be in the Outdoor Education area or Tree House, unless they are 
supervised by a member of staff. The doors to the Tree House should be locked when not 
in use. 
 

School bounds 
Pupils should stay within the ‘School bounds’ during all times of day, unless participating in 
a supervised activity. NB areas out of bounds include roads, paths, woodland, valley of the 
rocks and the ponds. The Deputy Head is responsible for ensuring that the bounds are 
clearly displayed and explained to the pupils. 

 
 
Appendix A   
 
EYFS Supervision of Pupils  
 
The following arrangements apply specifically to pupils aged 2 – 5 years in Nursery 
including those in EYFS, After School Care and Breakfast Club. 
 
Teachers at Abberley Hall have a duty of care to all pupils in the School.  It is the school’s 
responsibility to ensure that high standards of behaviour and discipline are maintained 
throughout the time that the pupils are present on the School site, as well as during 
activities either on or off the campus.  It is also our responsibility to ensure that there is 
effective supervision of the school buildings, and that the site is secure. 
 
Duty of care is a legal requirement.  We are required to ensure, as far as is practicable, 
adequate supervision of pupils throughout the school day to ensure their health, safety 
and welfare.  We are also required to ensure, as far as practicable, that the School is a 
safe place of work for employees and for others who enter the site. 
 
Staff on duty must be outside immediately at the beginning of playtime.  It is essential that 

supervision at playtime is pro-active.  The children must be aware that members of staff 

are alert and observant, ready to intervene to pre-empt any potential disputes or to assist if 

there is an accident.  Staff on duty might also comfort children who, for whatever reason, 

might be sad or lonely.  It is important therefore, that staff on duty do not stand together 

but patrol as much as possible and interact with the children. 

 

Supervision during the school day 

Supervision in 

EYFS 

EYFS children are registered and supervised in their classrooms on 

arrival from 8.15am. A formal register is taken at 8.40am.  All Early 

Years Practitioners are on duty in EYFS.  Strict ratios are adhered 

to throughout the school day.  In our Reception class the teacher 

has QTS and can be responsible for up to 13 children.  In Nursery 

the leader has Early Years Professional Status, this allows her to 
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work to a 1:13 ratio.  Other Early Years Practitioners have NVQ 

Level 3 or equivalent and therefore work to a 1:8 ratio.  Children 

who are under 3 are supervised on a 1:4 ratio throughout the day.  

This is maintained in classrooms, all learning environments and in 

the Dining Room.  At the end of the school day pupils are dismissed 

by the class teachers between 3.30pm and 3.45pm or from the 

After School Care Team before 6.00pm  

After 3.30pm (Nursery) and 3.45pm (Reception) children in EYFS 

are in the care of the After School Care Team.  A register is taken 

at this time. 

Before School 

Breakfast Club 

7.45am – 8:15am 

The school buildings open daily at 8.15am 

Children who have signed into Breakfast Club can arrive at 7.45am 

and are in the care of staff with a NVQ Level 3 qualification and 

work within a 1:8 ratio.  Children in Breakfast Club are delivered to 

their classroom by NVQ Level 3 member of Breakfast Club staff. 

Morning 

Registration 

8.15am – 8.40am 

Class teachers are responsible for pupils at this time.   

8.45am – 9.15am On certain days, pupils will have form time or assembly.  These are 

supervised and all are expected to attend. 

Break Time The EYFS children are supervised by 1 member of qualified staff 

and a gap student with other EYFS qualified staff in surrounding 

buildings and therefore to hand to assist if needed. 

KS1 pupils are supervised by 1 qualified member of staff with 

others to hand in surrounding buildings to assist if needed. 

The members of staff on duty will accompany the pupils back into 

the building. 

Lesson Time Teachers are responsible for the supervision of their classes. 

No class should be left unsupervised for any reason.  In case of any 

emergency teachers might: 

• Summon another teacher from an adjacent classroom to 

supervise both classes whilst the incident is dealt with; 

• Call / email the School Office 

Pupils will be excused from lessons to go to the lavatory or attend 

individual music, LAMDA or speech therapy sessions.  Children will 

be collected and delivered to and from these lessons by the 

session’s qualified member of staff.  
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Lunch Time All pupils are supervised by qualified members of staff, who 

undertake lunch duty on a rota basis.  Staff on duty are expected to 

sit with the pupils and supervise them at this time.  All EYFS pupils 

are then supervised by 1 member of qualified staff and a gap 

student on the EYFS playground from 1.00pm to 1.30pm or by 2 

members of qualified staff on the clock tower bank between 

12.45pm and 1.15pm when pupils return to their classrooms for 

registration. 

Afternoon 

Registration 

Completed by 

1.30pm 

Class teachers register their classes prior to afternoon lessons 

beginning. 

End of school 

After School 

Activities and 

After School Care  

Children who are going home at 3.30pm or 3.45pm are dismissed 

from their classrooms by the class teacher. 

When the after-school club begins the member of staff running the 

activity is responsible for supervising the children until its conclusion 

when they are either collected by parents or taken to After School 

Care.   

Children staying at school up until 6.00pm are booked in via the 

School Office. The After School Care Team is responsible for the 

supervision of these children until they are collected.  All children 

are signed out when collected. 

EYFS children are either supervised by the member of staff running 

the activity for its duration or supervised by the After School Care 

Team until 6.00pm   

 

Pupil Absence 

If a pupil is unable to attend school because of illness, his/her parents/guardians are 

asked to contact the School Office and give the reason for absence and likely duration 

of the absence. 

 

Visitors 

As part of the School’s requirement to protect pupils in its care, ALL VISITORS to the 

School are expected to sign in and out at the School Office where they will receive a 

pass, which they are expected to wear for the duration of the visit.  Fire and 

safeguarding procedures are displayed and explained.  All staff should be prepared to 

challenge strangers on the premises, and to immediately report concerns to the School 

Office. 
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Classrooms 

Pupils should not be left unsupervised in classrooms outside lesson times. 

 

Supervision of pupils on trips 

For detailed guidance on the appropriate supervision of pupils on trips, see Educational 

Visits Policy. 
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