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The ‘duty of care’, places a specific responsibility on the Head Teacher, as overall manager 

of the school, to ensure that full and appropriate supervision of all pupils occurs throughout 

the school day.  The ‘duty of care’ is a contractual obligation for all staff.  The purpose of this 

policy is to offer guidance to all staff about the appropriate supervision of all pupils 

throughout the school day, both on and off site. 
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Legal Obligations 

 

The Governing Body and the Head 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 pupils, which is based on the principle of  

in 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 Head 

has certain responsibilities.  These include: 

 

• Formulating the overall aims and objectives of the school and policies for their 

implementation. 

• Ensuring correct safeguarding checks on employees and volunteers are in place 

(DBS’s, disclosure and barring procedures, etc.) 

• Ensuring that teachers at the school receive information they need to order to carry 

out their professional duties effectively. 

• Ensuring the maintenance of good order and discipline at all times during the school 

day (including midday breaks) when pupils are present on the school premises and 

whenever the pupils are engaged in authorized 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 
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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. 

Supervision 

 

Pupils between the ages of three and eleven are not able to consistently operate from reason.  

They need example and reason.  Therefore, the pupils must be supervised at all times.  This is 

either direct supervision or awareness of the pupil’s presence – this would include situations 

like individuals doing jobs (e.g. Years 5 & 6), at or going to music lessons, at or going to the 

toilet, at or going to matron etc. 

 

Attendance 

 

The responsibility to ensure that a pupil attends school regularly is that of the parents or 

carer.  The school office keeps emergency contact telephone numbers.  Parents/carers are 

asked to contact the school office in the event of absence.  Where an unexplained absence 

does occur and it proves impossible to make contact with the home, Social Services and 

Educational Welfare may be informed. 

 

Pupils are not allowed off site during school hours unless parents/carers notify the Head.  

Parents/carers must write a letter and sign their pupil out at the reception.  The pupil is 

collected from reception. In the rare case of pupils with Supervision Orders the Head teacher 

requests a copy of Court documents and informs the class teacher.  Relevant staff are 

informed and all reasonable care is taken to prevent access. 

 

Beginning of the Day 

 

The school’s responsibility begins when the pupils arrive at school, subject to the following 

parameters: 

 

• The school will write to all parents stating the time of the start of the school day and 

indicate that no arrangements are made for the supervision of pupils earlier than 

7.55am on a school day. 

• This statement will be included in the school literature. 

• Pupils enter their classrooms at 7.55am when class teachers begin their duty of care. 

• The register must be taken twice a day at 8.20am and between 12.00 & 13.00 using 

the School base on-line register.  Ideally, this should happen in the classroom with 

maximum attention given to the legal requirement. 

 

Lesson Time 

 

• No class is left unsupervised for any reason during the school day. 

• If a pupil is not taking part in a normal lesson, for example PE, the pupil watches the 

class in the gymnasium or hall.  If a pupil is withdrawn from Assembly, he/she works 

in a classroom with another teacher. 
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• Parent helpers who wish to assist in class on a regular basis should ask the class 

teacher and then meet the Head. 

• If the Head agrees to the parent helper, a process, including DBS checks/H&S/Safe-

guarding induction, is undertaken before the parent can help. 

• Parent helpers sign in at reception and must wear an identity badge. 

• All staff are aware of the need to check strangers on the premises and report 

immediately to the school office/caretakers wherever there is a concern. 

• It is the responsibility of the class teacher to establish classroom rules and provide 

guidance for their pupils. 

Illness 

 

If a pupil is taken ill during the course of the school day he/she is sent/taken to matron.  

Matron assesses the pupil and determines whether the pupil is to be sent home.  If this is the 

case, matron arranges for the collection of the pupil and informs the class teacher.  The pupil 

remains with an adult until the parents/carer arrives. 

 

Pupils moving around the building 

 

At the beginning of each new term it is the responsibility of the Head teacher to remind the 

pupils in Assembly about the School Rules.  All staff are responsible for ensuring that the 

pupils move around school safely. 

 

Break-times:  Duty of Care 

 

The duty of care is a duty to take reasonable measures to protect pupils against risks of 

injury, which reasonably could have been foreseen.  In the instance of playground/courtyard 

supervision, the following apply regarding the duty of care: 

 

A teacher is to take such measures as are reasonable in the circumstances to protect a student, 

under the teacher’s care, from risk of harm that the teacher should have reasonably foreseen.  

This requires not only protection from known hazards, but also protection from those that 

could foreseeably arise and against which preventative measures could have been taken. 

 

A higher standard of care is required for younger pupils and those with disabilities.  

Generally speaking, the less experienced the student, the higher the standard of care we 

would expect to be exercised. 

 

Teachers are responsible for carrying out their assigned supervisory duties in such a way 

those students are, as far as can reasonably be expected, protected from harm. 

 

Playground duty demands a high standard of care and in particular requires that teachers and 

teaching assistants ensure that there are no hazards in the playground or courtyard and that 

they patrol the playground and courtyard.  Playground/Courtyard supervision should always 

include a visual inspection/check for safety. It is the responsibility of the Deputy Head to 

explain to new teachers their supervisory responsibilities.  If a pupil is not allowed to go out 



6 
 

6 
October 2021 

at playtime due to illness or behaviour issues, matron or a member of staff must supervise 

them. 

 

The duty teacher must be in the playground/courtyard ready to receive the pupils.  Pupils are 

not allowed into the playground/courtyard without a teacher responsible for supervision 

present.  Parent helpers are not responsible for supervision in the playground/courtyard. 

 

Whilst it is the responsibility of the Head teacher or Deputy, at assemblies throughout the 

year, to make the pupils aware of playground/courtyard rules, duty teachers reinforce 

playground/courtyard rules at least weekly.  If a pupil has a serious accident at playtime for 

example, head injury or a wound that needs dressing they must be accompanied to matron by 

another pupil, teacher or teaching assistant depending on the nature of the accident.  If a pupil 

needs to go to the toilet, whilst in the playground, they must ask permission. 

 

• There are two designated members of staff on duty during normal break times. 

• A Duty Rota for break time supervision will be displayed in the staff room, at the 

entrance to the playground, in the JS Office and given to those concerned at the 

beginning of each half-term and/or when altered. 

• Further guidance on break time supervision is found in the addendum to this 

document. 

• Staff should arrive promptly to supervise their class back into the building. 

• There are clear routines to supervise pupils from the playground back into class.  Staff 

should work as a team to support one another in this process.  Pupils are expected to 

enter school in the appropriate manner to ensure a positive start to the next lesson.  

The member of staff on duty will supervise the pupils in the courtyard back into the 

building and no class/pupils should be left unattended in the playground. 

• Pupils should never be left in classrooms during break times. 

 

Wet Weather Break 

 

During wet weather, pupils remain in their designated classroom.  The duty teachers patrol 

the classrooms ensuring appropriate activities and behaviour (no scissors etc.)  At no time do 

the pupils run around the classroom or in the corridors. 

 

Lunchtime 

 

Each member of staff on duty (eating with a class) is responsible for: 

 

• Supervising pupils eating their lunch; encouraging pupils to eat their food;  ensuring 

pupils behave politely and respect others within the refectory;  assisting younger 

pupils with their meals where necessary. 

• Ensuring pupils enter the refectory appropriately. 

• Making sure all pupils respect themselves and each other, and dealing with any 

misdemeanours in accordance with the school’s Discipline and Behaviour Policy. 

• Ensuring the dining room is cleared up after use in an efficient and quiet manner. 
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Ensure you are familiar with: 

 

Code of Conduct for Staff 

Health and Safety Policy 

Anti-bullying Policy 

Behaviour, Rewards & Discipline Policy 

Incident Forms 

 

Duty: 

Supervising the refectory at lunchtime The Duty Involves: 

• Pupils should fill up the tables from the teacher’s end first and leave no gaps. 

• Monitor behaviour and sound levels 

• Good manners – ensure, remind and instruct if necessary. 

Time: Lunch  

 

Where: Refectory 
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 Staff/ Child Ratios 

Arrangements for EYFS Supervision throughout the day (amended Sept 2018) 

 

* The Early Years Assistant is Level 6 

 

Lessons 

Classroom 

Specialist Lessons, 

Music, Needlework 

Classroom 

Playtime in 

Courtyard 

AM/ 

PM 

Teacher & Early Year's 

Assistant* 

Specialist Teacher, EY's 

Assistant and/or Teacher 

 AM - Teacher &  EY's Assistant 

PM- Teacher or EY’s Assistant and 

one other Assistant (named by 

Deputy Head) 

Lunchtime 

Lunch Room 

 

 

 

Open Afternoons: 

Classrooms & 

Craftroom 

 

 

Art Lesson 

Art Room 

 

 

 

1 Teacher 

2 Lunch Ladies 

Class teacher & EY's assistant 1 specialist teacher and 1 EY’s 

assistant with half the class. 

Half the class with Teacher. 

Teaching Kitchn: 

Suite 

Local park 

Marcus Garvey Park 

After Lunch Registration 

Classroom 

Half the class with specialist 

cookery teachers plus EY’s 

assistant and other half with 

Class Teacher 

Class Teacher & EY's Assistant Class Teacher  

Early AM Singing 

Music Room 

Assembly & 

Gym Lesson 

Forest School 

Marcus Garvey Park 

Forest School Area Specialist Teacher & 

EY's Assistant 

 

 

 

 

Teacher & EY's Assistant in 

Assembly 

Gym lesson – Specialist teacher 

& EY’s Assistant 

Class Teacher and EY’s Assistant 
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Dismissal 

 

The EYFS have their own programme for dismissal (see EYFS policy for more details). 

 

3.15pm Reception to Year 2 should be taken directly to the courtyard with the class teacher at 

the front.  They should gather in their designated area.  Parents/carers will present themselves 

to collect their pupils; the class teacher should acknowledge the parent/carer, then speak to 

the pupil, saying goodbye and shaking hands. 

It is vital that no pupil be allowed to run off to greet an awaiting parent without first 

speaking to the class teacher. 

3.30pm Any uncollected pupils should be taken by their teacher/assistant to the Reception 

Middle Room (after-school care room) and be cared for by the member of staff on duty until 

collected.  The pupils should behave appropriately and be well looked after.  It is quite 

common and natural for very young pupils, particularly if they are new, to feel a little upset if 

parents/carers have not arrived in good time.  Any Lower Junior pupils remaining uncollected 

by 4.00pm should join the late children from the Upper Juniors at Reception and attempts 

should be made by the office to contact their parents/carers. 

Note:  Occasionally pupils may be left because a parent is meeting their teacher after school.  

In these circumstances, if they are the last individuals present, it is reasonable to deliver them 

to the parent.  It is the parent’s responsibility to make suitable arrangements for the care of 

their pupils after school. 

3.45pm Year 3 to Year 6 should be taken directly to the courtyard with the class teacher at 

the front.  They should gather in their designated area.  Parents/carers will present themselves 

to collect their pupils; the class teacher should acknowledge the parent/carer, then speak to 

the pupil, saying goodbye and shaking hands.  As before, the class teacher must not allow 

pupils to go straight to awaiting parents/carers but must ensure that the parent/carer is there, 

then shake the pupil’s hand and say goodbye. However, in some cases, Year 6 pupils may 

leave school by themselves providing the parents have made a written request to the 

Headmistress and it has been granted. Children waiting for their siblings in the Senior School 

should join the coach children in the staff refectory and then be taken down to Reception by a 

member of SMT and wait there to be collected by their sibling. 

4.00pm Any uncollected pupils should be taken to the Reception area where the duty member 

of staff will supervise them until collected. As above, the role is to look after pupils whose 

parents are delayed for whatever reason. Any pupils remaining uncollected by 4.15pm should 

be noted in the ‘Late Book’ and attempts made, by the office or receptionist, to contact their 

parents/carers to find out what the situation is. The pupil/pupils should wait by reception with 

the member of staff on duty until collected.  It is the responsibility of the member of staff in 

charge to remain with the last pupil until they are collected. 

 

Throughout dismissal, the class teacher and/or assistants must remain vigilant, keeping an eye 

on all the pupils under their care until the point at which they are handed over to parents.  

Teachers should be satisfied that pupils have left the school site appropriately.  Supervision 

ends when the pupil is released to parents, even when on school premises. 

 

Parents 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 pupil must remain at school until the 

agreed time of collection. 
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After School Clubs 

Y1 –Y2 

Monday – Friday: All children attending clubs will be collected by the person in charge of 

clubs from the First Floor Refectory. Dismissal will be done in the corridor by Reception 

where pupils will be checked off the register 

 

In the event of a pupil not being collected, the member of staff on Clubs Duty should liaise 

with the Office Staff to contact the parents/carers to ensure  arrangements are made for the 

pupil to be collected. 

 

Y3 – Y6  Monday – Friday:  All pupils meet in the First Floor Refectory for  registration, 

under the supervision of the teacher on duty, until the club leader running the club collects 

them. 

 

A register must be taken for each club, each week.  Dismissal will be done in the Courtyard 

where pupils will be checked off the register. The teacher running the club must ensure that 

pupils leave the premises with their parent/carer. 

 

In the event of a pupil not being collected, the member of staff on Clubs Duty should liaise 

with the Office or Reception to contact the parents/carers to ensure  arrangements are made 

for the pupil to be collected. The senior member of staff on Clubs Duty remains until the last 

child is collected. 

 

Coaches 

All children taking a coach will meet in the First Floor Refectory where a register will be 

taken by the member of staff on duty. If a child is not on the register then attempts will be 

made by the office to contact parents/carers and confirm if they are expected to come home 

on the coach. Children will be brought to the coaches by the member of staff on duty who 

will remain with them until the coach departs. 

Pupils of Staff 

Given that a number of staff have pupils at St James Junior and Senior Girls, it is imperative 

that they ensure that their child/children are supervised and/or suitably cared for, both at the 

beginning and end of the school day.  On no account are they to use the school as a 

playground or to have access to off-limits areas (staff-room, resources room, supplies room 

etc.)  Staff should be extremely sensitive to the appropriateness of such access. 

Educational Visits – Day & Overnight 

Refer – “Learning Outside the Classroom and Educational Visits” Policy 

Physical Education  

The same principles of care apply during physical education lessons as to other school 

activities.  All class teachers must read the Health & Safety Policy at the beginning of each 

academic year. 

 

It is very important that the teacher should consider factors, such as: 

• Safety of apparatus being used 

• Condition of floor 

• Suitability of pupil’s clothing 
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• Whether the exercises and activities are within the capability of the pupils 

• Whether the activity is being taught properly, in particular gymnastics 

Please follow the procedures listed below: 

• Staff should wear appropriate clothing 

• Pupils 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. 

• Pupils should not be allowed in the hall before the start of a PE lesson without direct 

supervision. 

• Pupils should not be handling PE equipment without direct supervision. 

• Pupils should be trained to work quietly and to leave the hall in an orderly way 

• Pupils not taking part in games or PE remain the responsibility of the teacher taking 

the lesson. 

 

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. 

 

Games afternoons 

 

Sporting Venues: 

 

• Keep your class together/under supervision before during and after the games lesson. 

• At least one charged mobile telephone with relevant numbers, i.e. junior office, coach 

driver, school emergency, Deputy Head, Head of PE. 

• Class register to be done before leaving school. First Aid Kit, medical information, 

mobile phone with person in charge.  Games equipment.  

• Minimum staff to class ratio – 1 class = 2 staff,  2 classes = 3 staff, 

3 classes = 5 staff, 4 classes = 6 staff 

• Each class in charge of taking their own equipment.  RR to take First Aid kit to mini-

bus or coach. 

• Walk in pairs to coach.  Silence while crossing Bishop King Street. 

• Known coach delay – remain in courtyard. 

• All children seat belted before departure of coach/mini-bus. 

• When getting off the coach, walking at all times in the car park. 

• Going to the toilets; encourage your class to go to the toilet at school, before the 

lesson begins.  If someone is really desperate then send him/her with a partner.  If in 

doubt, have a teacher take them; from the fields it must be a teacher. 

• Drinking – own bottles or school supply when very hot.  Otherwise, drinking 

fountains available on site. 

• Returning to the coach:  the coach will be parked in the car park, teacher must lead 

across first and be clear of moving cars.  

• Each class is responsible for their equipment on the field and returning it to the mini-

bus or coach. 

• Children collected by parents must formally say ‘good afternoon’ to Class Teachers 

when parents/carers have arrived.  Those children not met by 3.00pm taken back to 

school – parents are aware of this as the coach cannot and does not wait. 

• Head count on coach before departure.  Check changing rooms for left items. 
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• In the event of injury, use First Aiders or Sports |Ground first aider (always on site).  

Fill in accident form. 

• In the event of serious injury, call ambulance (999) – one member of staff (to be 

decided by I/c) to accompany child to hospital.  Inform school, parents.  Fill in 

accident form.  

• Near misses – fill in ‘Near Miss’ form. 

• Weather conditions – consider and apply common sense during harsh conditions:  that 

is, shade, water and sun block cream in Summer; keep pupils moving in extra clothing 

during wet and/or cold weather.  Observe children more closely.  Head of PE to make 

a decision at midday if weather doubtful; inform parent/carer collectors. Wet games 

procedure in place. 

• Major incident – care of children priority.  Call Health & Safety Co-ordinator or the 

School Emergency phone number. 

• Coach/Mini-bus breakdown – move children to safe area if in danger.  Call Health & 

Safety Co-ordinator or the School Emergency phone number. Speak with Head of PE 

if any other H&S issue is foreseen or arises. 

 

Off-Games 

 

Any injured or sick children are expected to attend games afternoons on the basis that if they 

are well enough to be at school, they are well enough to attend games. During this time, they 

will be involved in helping officiate/referee, take statistics etc.  

There will be the odd exception where this will not be appropriate. If, for any reason, a pupil 

is unable to go to games (eg a broken foot), then they will be assigned to a class for an 

afternoon where they can read or carry on with unfinished work until their class has returned.  

The pupil’s name will be entered into the ‘off-games/swimming’ register in the Deputy’s 

Office. 

 

Swimming 

The class teacher accompanies the pupils to the Swimming Pool.  The class teacher remains 

responsible for the supervision of the pupils at all times, other than during the lesson itself, 

when the swimming instructors take joint responsibility. Life Guards are present too. 

• Keep your class together/under supervision before during and after the swimming 

lesson. 

• At least one charged mobile telephone with relevant numbers, i.e. junior office, coach 

driver, school emergency, Deputy Head, Head of PE.  

• Walk in pairs to coach.  Silence while crossing Bishop King Street. 

• Known coach delay – remain in courtyard. 

• All children seat belted before departure of coach/mini-bus. 

• When getting off the coach, walking at all times to and from the pool. 

• Going to the toilets:  always in pairs. 

• Drinking fountain at pool. 

• Head count on coach before departure.  Check changing rooms for left items. 
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The importance of a high degree of poolside supervision cannot be overemphasized and it 

behoves the member of staff to ensure that this is adequate. 

Pupils should be supervised both in the changing room and when they use showers and 

toilets.  This is particularly important in public swimming pools where there is greater risk. 

If a pupil’s behaviour gives cause for concern, for any reason, they will remain at school 

under the direction of the Deputy Head teacher. 

Off-Swimming 

Any injured or sick children are expected to attend swimming on the basis that if they are 

well enough to be at school, they are well enough to attend the swimming pool. If, for any 

reason, a pupil is unable to swim, then they will take a book and remain with the teacher 

during the lesson.  

 

The pupil’s name will be entered into the ‘off games/swimming’ register in the Deputy’s 

Office. 

 

Showers and Changing 

Young people are entitled to respect and privacy when changing clothes or taking a shower.  

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.  Therefore, staff need to be 

vigilant about their own behaviour, ensure they follow guidelines and be mindful of the needs 

of the pupils. 

This means that adults should:- 

• Avoid any physical contact when pupils are in a state of undress. 

• Avoid any visually intrusive behaviour. 

This means that adults should not:- 

• Change in the same place as pupils. 

• Shower with pupils. 

 

For any child who is off-games/ swimming a written note must be provided with reason for 

not participating. This must be showed to the teacher in charge of class.  

 

Art and Craft / Science and Technology 

 

Teachers should consider the organisation of the pupils involved in practical activities.  

Consideration should be given to the number of pupils who can be reasonably controlled and 

supervised when organizing practical activities.  Teachers should take all necessary 

precautions towards their pupils including: 

• Wearing masks and goggles 

• Training in the use of tools 

• Carrying glass objects 

• Carrying hot substances 

 

Please follow the procedures listed below: 

• Pupils should be supervised carefully when using sharp equipment such as scissors 

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

place. 

• Pupils should not have direct access to craft knives and sharp tools. 

• Teachers should make sure that pupils know how to use tools correctly. 

• Pupils should be supervised directly when handling glass objects. 

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

Being Alone with a Pupil (e.g. Private Lessons – Music/Special Needs/ 

Detention etc.) 

 

Of all circumstances this is the one which carries the greatest risk.  In an environment such as 

ours, where the levels of trust are so high and taken as the normal course of events, there is a 

greater statistical opportunity for things to go wrong.  These are some of the contexts where it 

is, at least, sensible to consider the associated risk:- 

• Running an extra class outside the curriculum, possibly in an isolated or quiet part of 

the building. 

• Running a private sanction under similar circumstances. 

• Calling a pupil to an office for disciplinary or administrative reasons. 

• Visiting the toilets as part of a duty responsibility. 

 

All of these are circumstances that many of us operate in daily and we are rarely concerned 

about them.  Practically, a good degree of the risk can be reduced by having doors open in 

rooms, giving other colleagues and support 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 or Deputy Head, as appropriate. 

 

In addition there are circumstances where individual pupils 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 emotionally confused.  Such situations are rare 

but not unknown.  Staff can reasonably expect to be advised of any special arrangements in 

this respect. 

This means adults should:- 

• Avoid meetings with pupils in remote, secluded areas of school. 

• Ensure there is visual access and/or an open door in one to one situations. 

• Inform other staff of the meeting beforehand, assessing the need to have them present 

or close by. 

• Avoid use of ‘engaged’ or equivalent signs wherever possible.  Such signs may create 

an opportunity for secrecy or the interpretation of secrecy. 

• Always report any situation where a pupil becomes distressed or angry to a senior 

colleague. 

• Consider the needs and circumstances of the pupil/pupils involved. 
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Duties 

Duty: Early Supervision 

Inside Entrance Corridor 

The duty involves: 

 

1 member of staff on the door in 

Reception 

• Admit only Prep School pupils. Pupils to 

remain quiet. 

 

 

Time: 

 7.55am – 8.15am 

 

Where: 

Side door in Reception near Junior 

Office & Courtyard 

Ensure you are familiar with: 

Code of Conduct for Staff 

Health and Safety Policy 

Anti-bullying Policy 

Behaviour, Rewards & Discipline 

Policy 

Incident Forms 

 

 

 

 

Duty:  Playground Duty 

 

The duty involves: 

2 staff move around the playground separately, ensuring 

they cover both ends.  Staff must not read or engage in 

deep conversation when on duty, the focus must be on 

what is happening in the playground. 

This should not be a policing duty – staff should be 

friendly and approachable. 

Ensure all pupils are safe and no one harms anybody else 

through physical or verbal actions.  Pupils should stand still 

and stop talking when the bell sounds – this enables staff to 

deal with any situation efficiently. 

Staff need to be aware of the following:  
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• Monitor activity and step in to stop potential 

accidents before they happen. 

• Be on the lookout for foolish play and stop it 

• Screaming – usually means over-excitement and 

therefore a lack of care for others. 

• More than 3 in a chain – the end pupil gets whipped 

round too violently. 

• Climbing wall – feet stay on the brown and not 

above  

• Ensure pupils do not re-enter the school without 

good reason.  Pupils need permission from the 

teacher to go inside.  Never stop a pupil who needs 

to go to the toilet. 

• Check pupils have appropriate clothing i.e. jumpers 

and coats if cold. 

• Watch out for unkind behaviour e.g. excluding 

others from games – definitely no pushing or 

hitting. 

• Monitor pupils who do not seem to be mixing with 

others, let Form Teacher know ASAP. 

• Keep an eye on the ‘garden’ to see that it is used as 

a quiet area. 

• Deal swiftly with accidents or other incidents. 

• Ensure that break time ends at the right time and in 

an orderly way. 

First bell to stop break means stand still and stop talking; 

second bell/instruction – to move to form lines – walking, 

in silence.  Pupils await their teacher and move into school 

in a quiet orderly line. 

Fill in an accident form if a pupil needs medical 

attention or incident form when appropriate. 

 

Approved by Chair of Governors:    
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