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Mission Statement

Liverpool College values the dignity of each individual and promotes the development of character and learning through a commitment to high standards within a caring community.

Core Values

We recognise that all pupils have different talents and strive to ensure that every pupil has an equal opportunity to find and develop the talents they do possess

We believe that the development of character, creativity intellect and spirituality, are the primary aims of education.

We work together to create a happy and caring school community which is engaged in our local community and the wider world

We pursue high standards in every area of school life

Introduction

The purpose of this policy is to offer guidance to all staff about the appropriate supervision of all pupils throughout the school day.  Every member of staff is on duty throughout the school day with a break of a reasonable length either between school sessions or between the hours of 12noon and 2pm (STPCD).

                        Under the Every Child Matters Framework Liverpool College strives to ensure that all children attending the school are (i) healthy; (ii) stay safe; (iii) enjoy and achieve; (iv) make a positive contribution; and (v) achieve economic well-being.

            This Policy is focussed on ensuring that children “stay safe” in accordance with obligations under the Every Children Matters Framework. 

It also sets out the procedures which Liverpool College staff need to be aware of if children are uncollected at the end of a school day. 

Our primary duty is to safeguard and promote the welfare and well-being of all children and Liverpool College has the highest regard for the safety of the children in our care from the moment they arrive until the moment that they leave. 

Guidelines issued in the document, ‘Guidance for Safe Working Practice for the Protection of Children and Staff in Education Settings’ (DFES 2006) were also taken into account during the revision of this document. 

This policy is a whole school policy and applies to EYFS, Pre Prep and Prep School. It also applies to the After School Club and Young Explorers Holiday Club

Legal Obligations

Early Years Foundation Stage Specific legal welfare requirements 

Safeguarding and promoting children’s welfare – The provider must take necessary steps to safeguard and promote the welfare of children.

The provider must only release children into the care of individuals named by the parent.

The provider must ensure that children do not leave the premises unsupervised.    

The Governing Body 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 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:

· formulating the overall aims and objectives of the school and policies for their implementation. 

· ensuring that teachers at the school receive information they need in order to carry out their professional duties effectively. 

· ensuring the maintenance of good order and discipline at all times during the school day when pupils are present on the school premises and whenever the pupils are engaged in authorised school activities whether on the school premises or elsewhere. 

· making arrangements for the security and effective supervision of the school buildings and their contents and of the school grounds. 

Negligence
If a claim for negligence is brought against a member of staff it is important to be able to show that a structured supervision plan exists, is known and understood by all involved, and that adequate care was being exercised at the time of the incident. High standards of supervision must be maintained at all times.

Any injury to a pupil would not in itself be grounds for a successful action against a member of staff. It is necessary to show that there has been negligence by the school which has resulted in the injury sustained by the pupil. The employer is responsible for any negligent acts of their employees committed in the course of their employment. However if anything happened to a pupil, the cause of which could be attributed to some lapse in the standard of appropriate care, the member of staff could incur some legal liability.

Prep School 

(See Break Time Rules for Pupils, Duty Guidelines for Staff and Uncollected Children Policy)

Staff Training

All staff are issued with duty guidelines at the start of each academic year. 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.

Pupils’ Arrival and Departure 

Pupils may arrive at school from 8.15am, and are expected to go home by [4.00pm] unless they are staying late for activities. 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.
Supervision Before School

Pupils do not arrive simultaneously on the school premises. Supervision is available within the agreed directed time for supervision of children before school. Our responsibility begins when the children arrive in school.

· The school will inform all parents of the stating time of the school day and indicate that no arrangements are made for the supervision of the children earlier than 8.15 am on a school day, unless they are attending Breakfast Club. Breakfast Club is available in the music room between 7.45am and 8.15am. For a nominal fee, children can have breakfast and are supervised by a member of the catering staff. The Headmaster is also on site at this time.

· That no arrangements are made for the supervision of the children earlier than 8.15am, other than in Breakfast Club, will be included in the Parents’ Handbook. 

· The Deputy Headmaster will be responsible for the supervision of children 15 minutes before the school day begins, between 8.15am and 8.30am 

· Supervision of children before school begins will form part of the school’s rota of playtime supervision. 

Responsibility During the Day 

We take a register of pupils at the start of the morning and end of the afternoon sessions.  The responsibility to ensure that a pupil attends school regularly is that of the parents and guardians. 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.

In the Pre Prep and Nursery 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.

Leaving the school site 

Children should not be allowed off site during school hours unless there is clear evidence of a request from the parents or guardian. If children leave the building during the school day then they should sign out at Reception.

Errands 

Children should not be sent out of school on a personal errand on behalf of a member of staff. This includes children collecting items from cars parked in the school car park.

Medical Support

(See First Aid Policy)

Pupils who are ill will be sent to see the school secretaries who are qualified to deal with sickness and minor accidents. All members of the teaching staff and non-teaching staff, who are trained and qualified as First Aiders are also able to give emergency first aid. First Aid procedures are displayed around the school. We always make sure that a qualified paediatric first aider is on duty whilst our Early Years Foundation Stage children are in school. First aid boxes are in all potentially high risk areas, as well as in the School Office. These are regularly checked and replenished.  When children are taken ill during the school day the school will contact the parents or guardian whether at home or at work. Information about contacts is kept in the school office.
Emergency 

No class of pupils should be left unsupervised for any reason. In the case of an emergency please send a pupil or other adult to seek help if a teacher is alone. 

Lesson Time 

Children must be supervised at all times. Children should not be left in classrooms without supervision. Children attending clubs and extra curricular activities should not be left in school unattended. Children should not move the television.

Undesirable People 

All visitors to the school are expected to sign in and out. Visitors are required to wear a visitor’s badge. All staff should check strangers on the premises and report to the school office if there is a concern.

Supervision Whilst Travelling To and From School 

Parents are responsible for ensuring that their children travel safely to and from school.  Pupils are not supervised by a member of staff when travelling on the school buses; but are expected to behave responsibly.  We would always investigate complaints about poor behaviour.  A member of staff is on duty to supervise when the school buses arrive and depart.

Parents are not allowed to approach children from other families to sort out disputes or arguments. Staff should report any concerns to the school office.

Supervision at Playtime

· There must be adequate supervision both indoors and outdoors through school break times. 

· A duty rota for break time supervision will be displayed in the staff room. 

· Duty teachers and classroom assistants, if appropriate, will "patrol" around the school. 

· Guidance on playtime supervision is found in the Staff Handbook and in the Duty Guidelines document issued to all staff at the start of the academic year.

· Part of the induction of new staff will include explanation of supervisory responsibilities. 

· Duty teachers should begin supervision promptly. At the end of break times, teachers should be in class to greet the children on their return from break.

· Staff should leave the staff room promptly to supervise the children back into class. 

· We expect children to enter school in the appropriate manner to ensure a positive start to the next lesson. 

· Guidance for supervision of wet playtimes is found in the Staff Handbook. 

Midday Supervision

· The legal duty of care over pupils at school during the midday break still exists. 

· The level of supervision provided will ensure the health and safety and welfare of the children. 

· The Deputy Head is responsible for monitoring lunchtime supervision. 

· Guidance on lunchtime supervision is found in the Staff Handbook and in the Duty Guidelines document issued to all staff at the start of the academic year.

Supervision after School

· Children are supervised by a member of staff on duty as they leave school until 4.15pm. Any children not picked up at that time report to Homework Club to await collection by parents or guardians.

· Bus children should always be supervised on to the bus. 

· Parents should be given notice of children who will be late home through participation in after school activities. They should be given adequate notice of any changes to arrangements such as cancellations of school clubs and fixtures. Every effort should be made to contact the parents during the day. If for any reason a parent cannot be contacted the child must remain at school until the agreed time of collection. 

Supervision of Special Activities

Physical Education

The same general principles of care apply during PE as to other school activities. It is very important that the teacher should consider factors, such as:

· safety of apparatus being used 

· condition of the floor

· suitability of pupils clothing 

· whether the exercises and activities are within the capability of the children 

· whether the activity is being taught properly, in particular gymnastics 

Please follow the procedures listed below:

· Staff should wear appropriate clothing. 

· Children should not be allowed to wear watches or jewellery. 

· Studs in ears should be taped over for netball.

· If valuables are handed in to a member of staff for safe keeping the school is accepting responsibility for them. 

· Children should not be allowed in the hall before the start of a PE lesson without direct supervision. 

· Children should not be handling PE equipment without direct supervision. 

· Children should be trained to work quietly and to leave the hall in an orderly way. 

If parents are used as helpers in games lessons there must always be a member of staff with overall responsibility in charge of the children. Children not taking part in games or PE remain the responsibility of the teacher taking the lesson. Children not taking part in swimming should accompany the class to the pool, if appropriate. If they do not travel to the pool they will be supervised at school.

In the event of an accident any action for damages would be unlikely to succeed if the teacher could show that he/she had employed reasonable care.

Art and Craft/ Science and Technology

Teachers should consider the organisation of the children involved in practical activities. Consideration should be given to the number of children who can be reasonably controlled and supervised when organising practical activities. Teachers should take all necessary precautions including:

· wearing masks and goggles 

· training in the use of tools 

· carrying glass objects 

· carrying hot substances 

Please follow the procedures listed below:

· Children should be supervised carefully when using sharp equipment such as scissors and craft knives. 

· All craft knives should be accounted for at the end of the activity and stored in a safe place. 

· Children should not have direct access to craft knives and sharp tools. 

· Teachers should make sure that children know how to use tools correctly. 

· Teachers should ensure that there is an appropriate level of supervision when using glue guns. 

· Children should be supervised directly when handling glass objects. 

· Where at all possible the use of glass containers should be avoided. 

Supervision During Educational Visits

When children are taken from school on organised visits the same duty of care arising from being in loco parentis exists whether or not the visit is undertaken voluntarily and out of normal school hours. It covers the duration of the whole visit and should include arrangements for the collection of the children at the end of the visit.

Staff should use the guidelines published in the school policies and HASPEV when organising off-site school visits. These are available from the Head Teacher.

Our arrangements for the supervision of EYFS children on visits is described in our School Policy.
Pre Prep

Supervision Before School

Pupils do not arrive simultaneously on the school premises. Supervision is made available within the agreed directed time for supervision of children before school. Our responsibility begins when the children arrive at school.

· The children are supervised by two members of staff from 8.15, either on the Nursery playground or in the back hall. A third member of staff supervises the cloakroom, according to the fortnightly rota. 

Responsibility During the Day 

Unexplained Absence The responsibility to ensure that a pupil attends school regularly is that of the parents and guardians. The school will seek to contact parents when children are absent from school without notification. 

Leaving the school site Children should not be allowed off site during school hours unless there is clear evidence of a request from the parents or guardian. Parents must inform the school secretary and sign their child out of school in the file provided.

Illness When children are taken ill during the school day the school will contact the parents or guardian whether at home or at work. Information about contacts is kept in the school office.

Emergency No class of pupils should be left unsupervised for any reason. In the case of an emergency please send two sensible children or other adult to seek help if a teacher is alone. Please send a child using the emergency red card to the school office.

Lesson Time Children must be supervised at all times. Children should not be left in classrooms without supervision. Children attending clubs and extra curricular activities should not be left in school unattended. 

Practical Activities Teachers should consider the organisation of the children involved in practical activities. Consideration should be given to the number of children who can be reasonably controlled and supervised when organising practical activities. Teachers should take all necessary precautions including:

· training in the use of tools

· Children should be supervised carefully when using sharp equipment such as scissors

· Children should be supervised directly when handling glass objects. 

· Where at all possible the use of glass containers should be avoided. 

Undesirable People All visitors to the school are expected to sign in and out and to read and complete the child protection/safeguarding screening document on their first visit. Visitors are required to wear a visitor’s badge. 

All staff should check strangers on the premises and report to the school office if there is a concern.

Parents are not allowed to approach children from other families to sort out disputes or arguments. Staff should report any concerns to the school office.

Supervision at Playtime

· There must be adequate supervision both indoors and outdoors through school break times. 

· A duty rota for break time supervision will be displayed in the staff room. 

· Staff on duty, if appropriate, will "patrol" around the school. 

· Guidance on playtime supervision is found in the Staff Handbook and duty guidelines. 

· Part of the induction of new staff will include explanation of supervisory responsibilities. 

· Duty teachers should begin supervision promptly. At the end of break times, teachers should bring the children into class from the playground.

· Staff should leave the staff room promptly to supervise the children back into class. 

· We expect children to enter school in the appropriate manner to ensure a positive start to the next lesson. 

· Guidance for supervision of wet playtimes is found in the Staff Handbook. 

Midday Supervision

· The legal duty of care over pupils during the midday break still exists. 

· The level of supervision provided will ensure the health and safety and welfare of the children. 

· The Head of Pre Prep is responsible for monitoring lunchtime supervision. 

· Guidance on lunchtime supervision is found in the Staff Handbook. 

Supervision after School

· Children are supervised by a member of staff on duty as they leave school until 3.30pm. Any children not picked up at that time will then come under the guidance concerning uncollected children.

Supervision of Special Activities

Physical Education

The same general principles of care apply during PE as to other school activities. It is very important that the Teacher should consider factor, such as:

· safety of apparatus being used 

· condition of the floor 

· suitability of pupil’s clothing 

· whether the exercises and activities are within the capability of the children 

· whether the activity is being taught properly, in particular gymnastics 

Please follow the procedures listed below:

· Staff should wear appropriate clothing. 

· Children should not be allowed to wear watches or jewellery. If valuables are handed in to a member of staff for safe keeping the school is accepting responsibility for them. 

· Children should not be allowed in the hall before the start of a PE lesson without direct supervision. 

· Children should not be handling PE equipment without direct supervision. 

· Children should be trained to work quietly and to leave the hall in an orderly way. 

 Children not taking part in games or PE remain the responsibility of the teacher taking the lesson. Children not taking part in swimming must have a note from their parents explaining the circumstances and will be supervised at school.

In the event of an accident any action for damages would be unlikely to succeed if the teacher could show that he/she had employed reasonable care.

School Visits

When children are taken from school on organised visits the same duty of care arising from being in loco parentis exists whether or not the visit is undertaken voluntarily and out of normal school hours. It covers the duration of the whole visit and should include arrangements for the collection of the children at the end of the visit.

Staff should use the guidelines published in the school policies and HASPEV when organising off-site school visits. These are available from the Head Teacher. Our arrangements for the supervision of EYFS children on visits is described in our school Visits policy.
Parental Access to Policies

This policy is available for parents to read on the College Website.  Parents are also welcome to view the policy in school or we will send them, on request.

After School Club

The Breakfast Club and After School Clubs adhere to all Liverpool College policies and procedures and the EYFS Welfare requirements.

Monitoring and review

This policy is monitored on a day-to-day basis by the Headmaster, who reports to governors on request about the effectiveness of the policy.

This policy will be reviewed every two years, or earlier if necessary.
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Appendices

Specific Guidance issued to pupils and staff

Regarding the supervision of pupils

Break time rules for pupils (Prep)*
Duty Guidelines (Prep)*
Duty Guidelines (Pre Prep)*

Missing Children Policy

Playground Activities (Prep)*

Restraint Policy

Uncollected Children Policy

Guidance for Safe Working Practice for the Protection of Children and Staff in Education Settings (DFES 2006)

* Attached

.
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Break Time Rules for Pupils
Lunch Break

At 12.20pm the children meet in their form rooms and are accompanied by their form teachers across to the Dining Room.

No pupils are to leave the Dining Room without permission. Pupils should also finish their meals in the Dining Room and not bring food back to the Prep School. All Forms will be escorted back to the Prep School site by their Form Teachers.

On their return to school, children can enter the building if they are changing into their trainers (footballers or those on the Adventure Playground). All pupils must then be outside unless supervised activities are taking place inside the school and permission has been granted by a teacher. Children should not use computers without a teacher being present.

The Playground
Children are permitted to play in the playground area, the adventure playground and the small yard. They are also allowed in the library. There is a rota for the library, the adventure playground and the use of the football. Children playing football should wear trainers.

The cloisters path is only to be used for access to the boys’ toilets and to and from the school building. Children should not play or loiter on this path or around the boys' toilets

The area outside the Headmaster’s office is for quiet play only.

When break is about to finish, the teacher on duty will blow a whistle. This is the signal for children to stop what they are doing and stand silently. When the teacher blows the whistle a second time, all children should quietly walk and line up in their forms. When the bell goes for the end of break children should walk quietly into the school buildings.

The Adventure Playground
Children are not allowed on the Adventure Playground without permission.

Children should wear trainers, tracksuit bottoms and remove their blazers.

A maximum of 15 children are to be allowed on the adventure playground at any one time.

Wet Breaks

Children should be in classrooms. Here they can play board games etc quietly and sensibly. Children should not run around and cannot use the computers or scissors unless teachers are present in the room. There will be 2 teachers on duty, one on the top corridor and one on the bottom. Year 6 children will also help to look after the children in Years 3, 4 and 5

SB

Sept 2009
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Prep School Duty Guidelines

8.15-8.30am

SB to be at the front door greeting pupils and available to see parents. The Deputy Head to be a presence in the corridors ensuring that all is well. 

First Break and Afternoon Break

The two staff on duty should be prompt. One member of staff should ensure that the corridors are clear of children. The Prefects on the door are there to assist with this task and keep an eye on the toilet areas. During this break, the children are not permitted to play ball games or use the adventure playground. Duty staff should patrol the playground, not forgetting the sitting area outside the headmaster’s study.

Children are not permitted beyond this area ie outside the library or staffroom. Five minutes before the end of the break one member of staff should make their way to the door into school to ensure that the children enter the building in a tidy and orderly fashion. A whistle is blown and the children should stand quietly. A second whistle is the signal for the children to line up in forms quietly. They enter the school in a quiet and orderly manner. Only the door near the girls' toilets should be used for entry into the school. The teacher on duty should keep the class he/she is teaching next lesson until last. 

Because of Health and Safety considerations, staff should not take hot drinks onto the playground.






Wet Breaks


It is the decision of the teacher on duty whether there is a wet break. 

Children stay in their classrooms during wet breaks. Games and toys etc are available to the children. The two staff on duty should take responsibility for a corridor each. 

Year 6 pupils are allocated classrooms to assist the staff on duty.

Dining Room

Form teachers take their classes to lunch. Year 3 leave at 12.15. The other forms leave after the 12.20pm bell. Form teachers should sit with their classes in the dining room.

Lunch Break

Form Teachers are responsible for their classes until 12.45pm. At this time the classroom assistant starts her supervision on the playground.

On the playground, one member of staff should check that the adventure playground is safe for use. One member of staff should then oversee the adventure playground area. The other will patrol the other areas of the playground and the sitting area outside the Headmaster’s office. Duty staff can refer to the Prefects on door duty to ensure that there are no problems arising in the corridors or toilets. Procedures for children entering school at the end of this break are the same as above.

After School

Staff on duty after school should be a presence around the gates and the pavement area, making sure that children keep away from the road. At 4.15, they should ensure that all children are inside the school gates. The parents of any children who are concerned that their pick-up arrangements have gone wrong, should be contacted at this time. Children not picked up by 4.30pm will be taken into After School Care. One member of staff from After School Care will be responsible for ensuring the children who catch the bus at 4.30pm depart safely.

Please note that the Tuesday duty, which is on a rota because of the Staff Meeting, is from 4pm-4.30pm

Children Returning to Class after Breaks

· Five minutes before the bell is to ring to signal the end of break, one member of staff on duty goes to the area out side the Head's office and sends the children gathered there to the playground. This member of staff should stay at the entrance to school to ensure to children enter in an orderly manner. 

· The member of staff on the playground then blows the whistle.

· The children stand still and quietly. When the children are quiet, they are then asked to line up in Forms

· The teacher on the playground then sends the children into school one form at a time, starting with the Year 3s. They should keep the class they are teaching next until last.

· The children walk quietly into school and organise themselves for their next lesson (2 lessons after morning break). The children should not have to go to their lockers between lessons 2 and 3.

· Staff should be in class to greet the children

· Children who are late for lessons or disrupt the flow of the lesson because they have failed to organise themselves will have their names entered into the Behaviour Book. 

· Note: 
At the end of Lunch Break, children wearing trainers will enter the school with their forms, and not 5 minutes earlier. 

· Prefects are expected to be punctual for lessons.

SB  
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Pre Prep Duty Guidelines

8.15-8.45am

Mrs Gannon and/or Mrs Squires to be at the front door greeting pupils and available to see parents. Two members of staff are on duty on the Nursery playground. A further member of staff supervises the route from the entrance, to the cloakroom and the back door, paying particular attention to behaviour in the cloakrooms.

 Break 

The two staff on duty should be prompt. If no-one is on duty yet staff are not to send the children outside until there are staff present. During this break, the children are not permitted to play ball games. Duty staff should patrol the playground, not forgetting the areas by the gate and the Main Entrance which can’t be seen from the playground at all times. 

            Five minutes before the end of the break a whistle is blown and the children should stand quietly. A second whistle is the signal for the children to line up in classes quietly. They enter the school in a quiet and orderly manner. Only the main door should be used for entry into the school. The teachers on duty should keep the class they are teaching until last. 






Wet Breaks


It is the decision of the teacher on duty whether there is a wet break. 

Children stay in the Hall during wet breaks. A video may be watched or games and toys etc are available to the children. The two staff on duty should take responsibility for the children and cleaning the Hall afterwards.

Dining Room

Class teachers take their classes to lunch. Reception leave Pre Prep back entrance at 11.40. The other forms leave at 1l.45. Class teachers should sit with their classes in the dining room.

Lunch Break

Form Teachers are responsible for their classes until duty supervision on the playground.

On the playground, two members of staff will patrol the playground and the areas by the gate and the Main Entrance that can’t be seen from the playground at all times. A member of staff is also available for first aid duty. They will supervise the toilets and door as well as deal with first aid matters, writing notes of any injuries in the First Aid book. Each class should take their tray of water bottles outside so that children do not need to enter the building for a drink. If children are attending lunch time clubs the teacher running the club must escort the children to and from the playground.

After School

Staff on duty after school should be a presence around the door until all of the children in their form have left. No child may leave the building without an adult. From 3.45 parents of any children still present should be contacted. Children may then be taken into After School Care, if the ratios allow, or wait with Mrs Squires or Mrs Gannon. 

Children Returning to Class after Breaks

· One member of staff on the playground blows the whistle.

· The children stand still and quietly. When the children are quiet, they are then asked to line up in Forms

· The teachers on the playground wait with the children until staff collect their class. They should keep the class they are teaching until last.

· The children walk quietly into school.

GG
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