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West Lodge School 
Pupil Supervision Policy 

 

This policy also applies to the Early Years Foundation Stage (EYFS) and before 
and after school activities. 
 

We believe it is essential to have in place procedures for securing the safety, 
hygiene, welfare and good conduct of all pupils during breaktimes and the midday 

break period. 
 

Aims 
 To ensure the safety of pupils at breaktimes and the midday break period. 
 To ensure the maintenance of good order and discipline. 

 
Strategy 

 
Line Manager 
 The Head Teacher, Deputy Head Teacher or member of the SMT acts as line 

manager at breaktimes when teachers and support staff are on duty. 
 At lunchtime a member of the SMT acts as line manager to the other midday 

supervisors. 
 
Lines of Communication 

 Good lines of communication are in place to ensure the overall safety of the 
pupils at these times. 

 
Duties 
 Procedures and duties are clearly understood by all involved with pupil 

supervision. 
 

Rota 
 Supervision is organised by a series of rotas. 
 

Discipline 
 Discipline is maintained by everyone building a strong rapport with the pupils. 

 A reward and sanction system is in place to ensure good discipline. 
  
Accidents 

 Procedures for dealing with accidents are in place. 
 All accidents are recorded in the appropriate accidents books. 

 Parents are notified of any accident especially head injuries. 
 
First Aid 

 Nominated Staff are trained in emergency first aid. 
  

Activities 
 Pupils are encouraged to take part in structured playtime activities. 

 
Equipment 
 All equipment is maintained or replaced. 
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Review 

 Periodic reviews of all procedures, duties and rotas take place and appropriate 
changes made. 

 
We believe the above strategy is effective in ensuring the safety and security of 

our pupils at breaktimes and at midday break. 
 
 

 

INTRODUCTION 
 

All schools are required to have guidance and procedures for the proper supervision of 
pupils by staff in school and on visits that is available to and understood by all 

members of staff.  EYFS pupils require additional supervision and protection, both on 
site and during visits. 
 

PUPILS’ ARRIVAL AND DEPARTURE  
 

Pupils may arrive at school from 8.15am, and are expected to go home by 5.30pm 
unless they are staying late for a function. 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 early 

morning, break and lunchtime supervisory duties. The main duty times are: 
 Early morning duty (8.15am – 8.30am and 8.30am – 8.40am) 
 Break duty: EYFS and KS1 ( 10.15-10.30am) 

                   KS2 (10.30 – 10.45am) 
 Lunch-time duty: EYFS and KS1( 12.15 -12.30pm)  

    EYFS : ( 12.30 – 1.00pm ) and (1.00 -1.25pm) 
    KS2 : (12.30pm – 1.00pm) and (1.00 – 1.30pm) 

 After-school duty for SMT (3.30pm – 5.30pm) 
 
Arrangements are made to ensure pupils are supervised during play and music 

rehearsals and clubs 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. 

 
REGISTRATION 
 

We take a register of pupils at the start of the morning and afternoon sessions.  
Parents are responsible for notifying the school if their child is absent for any reason 

on the first morning of absence by 9.10am.  The school will always contact the parent 
if a child fails to arrive at school without an explanation. 
We will only release a child at the end of the school day into the care of a parent or 

other individual whose name has been notified to us by the parent in advance. 
 

EYFS: We operate identical registration procedures to the 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 by the parent in advance. 

 
LUNCHTIME SUPERVISION 

 
Overall Aim 
 

The pastoral welfare of all the pupils during lunch times as in break times is of no less 
importance than the care shown within the classroom.  
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The children in the care of Midday Supervisors should, at all times feel safe and secure 
without fear or anxiety. 

 
Our school recognises that effective and efficient midday supervision calls for 

significant patience, energy, skill and common sense.  
 
The school also acknowledges that high quality supervision which is firm but fair and 

strongly based on kindness not disapproval can assist greatly in creating a positive 
environment which will impact on the afternoon learning sessions. 

 
It is hoped that our school provides enjoyable, stimulating and innovating lunchtime 
sessions for all pupils. 

 
Lunchtime Supervision is to be undertaken by a team of Lunchtime Assistants under 

the direction of the School Cook, and teachers and Teaching Assistants , who in turn 
report to the Head Teacher or Deputy Head Teacher. 
 

There is a Lunchtime supervision rota/timetable so that all staff are aware of the 
persons on dining hall duty, playground duty or classroom duty at any particular time. 

 
 
Checklist for all staff to promote understanding of the school rules 

 
 The school rules and agreed school policies are well known and can be 

communicated accurately and clearly to the pupils at an age appropriate level 
and pace.  

 

 The school rules and agreed school policies are applied fairly, consistently and 
in an appropriate manner to all pupils. 

 
 Children are reminded, warned or corrected with minimum delay or referral to 

an appointed member of staff. If advice is required, seek assistance from a 

senior teacher or the Head. 
 

 Potential and actual conflicts are identified and action is taken to deal with the 
incident as set out in the school procedures for positive behaviour 

management. 
 

 All incidents, accidents action and responses to be handled with strict 

adherence to the school’ confidentiality policy. 
 

 Recognise when bullying, intimidation or fighting is occurring and acknowledge 
that certain triggers may have contributed to the situation. Possible triggers 
may include distress, worry, aggression, discrimination, conflict, isolation, 

appearance or difficulties at home. Report details of any incidents/concerns to 
appropriate staff. 

 
 Develop good rapport with the children and offer to support pupils when 

problems are perceived or known. Advice is to be given in a constructive and 

helpful manner.  
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MEDICAL SUPPORT 

 
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. The names of First 
Aiders are published on first aid notices that are displayed around the school. We 

always make sure that a qualified paediatric first aider is on duty whilst our EYFS 
children are in school. First aid boxes are in all potentially high risk areas, as well as in 
the School Office. The School Secretary regularly checks and replenishes the first aid 

boxes. Those children who are injured in the playground and can’t be treated by 
playground supervisors using a first aid box are sent to the office. All children with 

head injuries are automatically sent to the School Office. 
 
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 

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

of schools are described in our policy: “Educational Visits.”  Our arrangements for the 
supervision of EYFS children on visits is described in our “Policy for Educational Visits 
by EYFS Children”. 

 
 

UNSUPERVISED ACCESS BY PUPILS 
 
Pupils do not have access to the Catering and Caretaking areas of the school. 

 
 

SECURITY, ACCESS CONTROL AND WORKPLACE SAFETY 
 
Our Security Policy and Employee Handbook describe the arrangements for safety of 

the entire school. 
 

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 
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