
Wakefield Girls’ High School Junior School 
(including EYFS) 

 

 

Supervision Policy 

(Including Missing Child Procedure) 
 
 

 
1. Aims of Policy 

 
The supervision of pupils fully meets all statutory guidance relating to adults working with 
children as set out in KCSIE 2019 and the ISI Regulatory Requirements. 
 
The purpose of this policy is to offer guidance to all staff as to appropriate supervision of all 
pupils throughout the school day.  
 

2. Rules and responsibilities 
 

The Governing Body and the Head of the Junior School have specific obligations to ensure, as 
far as is practicable, a safe place of work is established for all children, employees and 
others who 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 ‘in 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 Head has certain responsibilities 
which are: 

 to ensure that teachers are aware of school policies and obtain the 
information they need in order to carry out their professional duties 
effectively 
 

 to ensure the maintenance of good order and behaviour at all times when 
pupils are on the school premises and whenever the pupils are engaged 
in authorized school activities elsewhere 

 

 to make arrangements for the security and effective supervision of the 
school buildings and their contents and the school grounds 

 
3. 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. Appropriate risk assessments should be carried out for all 
activities outside normal day to day teaching in school. 

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. 

 
 



4. Supervision before School 

Pupils do not arrive simultaneously on the school premises. Time is made available within 
the agreed directed time for supervision of children before school. 

 
The school handbook (given to all parents) states the start of the school day and indicates 
that no arrangements are made for the supervision of children earlier than 7.45am on a 
school day. 

 
In Mulberry House the early morning care (EMC) supervisors are responsible for the 
supervision of children in Mulberry House hall before the school day begins. Any pupil arriving 
after 8.20am is supervised in the playground. Nursery children who have attended early 
morning care are escorted to Mulberry Nursery at 8.20am.  
 
The playground supervisors are responsible for the supervision of the girls in St John’s House  
in the playground from 7.45am until the school day begins at 8.45am. 
 
The playground supervisors, in consultation with SLT, decide if the weather is sufficiently 
inclement for the pupils to be taken indoors into St.John’s House Hall. At 8.30am Y3 and Y4 
pupils are escorted to their classrooms and are supervised on their corridor by playground 
supervisors. Y5 and Y6 are supervised in the hall. Mulberry House children are supervised in 
Mulberry House hall. 
 
All pupils are required to stay on the playground and must not enter school without the 
permission of the playground supervisors or a member of staff. Generally pupils only enter 
school if they require the toilets, or to hand in/ store equipment.  
 
A playground supervisor rings the bell at 8.45am for the children to stand still. When a second 
bell is rung, the pupils line up in their classes in silence and their class teacher collects them 
and takes them to the classroom for registration. 
 

 

5. Responsibility During the Day 

   5.1 Unexplained Absence  

 
The responsibility to ensure that a pupil attends school regularly is that of the parents and 
guardians. The school will contact a parent when children are absent from school without 
notification on the first day of absence at approximately 9.30am. 

 
5.2 Registration 

 

All pupils are registered at 8.45am and in the afternoon St John’s House pupils are registered 
at 2.00 pm and Mulberry House pupils at 1.10pm. Registrations are taken on SIMS. 
Whenever SIMS is out of action a paper copy of the register should be used and sent to the 
office.  
 
If a pupil is attending a music lesson in Senior School before 8.45am they are signed in at the 
office by the Music Escort. 
 
Pupils are registered at after-school clubs. 
 
5.3 Leaving the school site  
 
Children should not be allowed off site during school hours unless there is clear evidence of a 
request from parents or guardians. The child must be collected from and returned to school, 



with parents signing them in and out at the relevant school office. 
 
  5.4   Errands 

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

 
  5.5   Illness 
 
If a child is taken ill during the school day, after discussion with the first aider and class 
teacher, the school will contact parents or guardian in order that the child can be 
collected. Contact information is on SIMS and also kept in the relevant school office. 
 
5.6 Emergency 

 
No class of pupils should be left unsupervised for any reason. In the case of an emergency a 
child should be sent to the school office with the red ‘HELP’ card. 
 
5.7  Visitors 

 

All visitors to the school are to sign in and out. Visitors are required to wear a visitor’s badge. 
Visitors who are not DBS-checked are to be chaperoned by a member of staff.  
 
All staff should check and challenge strangers and all unauthorized visitors on the premises 
and report to the school office immediately if there is any concern. 
 
All staff must wear their identity cards either on a lanyard or clip. 

 
  5.8 Supervision in classrooms 
 
Children must be supervised at all times. Teachers must complete their lessons in good time 
and be in a position to move to the next class as soon as is practicable, in order to minimize 
the time pupils are unattended.  

 
At break, staff should ensure that all children have left the classroom before the member of staff 
leaves the room. 

 
  5.9 Supervision at morning break 

There must be adequate supervision both indoors and outdoors through school break times. 
A duty rota for break time supervision is displayed in the staff rooms. Two teachers and one 
teaching assistant (first aider) are on duty in the St John’s House  playground. In the 
Mulberry House playground one teacher and two teaching assistants are on duty. 
 
Staff on duty should begin supervision promptly. 

 

It is not possible to supervise a large number of children without vigilance and concentration 
and, to this end, the members of staff on duty should not indulge in protracted conversation 
with other members of staff but should patrol the playground and be available to pupils should 
the need arise. 

 
At the end of morning break a bell is rung by a member on staff of duty for the children 
to stand still. When a second bell is rung, the pupils line up in their classes in silence 
and they return to their classrooms. All staff must enforce the school policy on behavior 
and ensure the children line up sensibly. 
 

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



Individual or groups of children should never be left in classrooms during break times 
unsupervised. 

 

Part of the induction of new staff includes explanation of supervisory responsibilities. 
 

5.10 Wet Playtimes 

Staff should support each other in maintaining adequate levels of supervision during wet 
playtimes. In Years 3 – 6 there are two teachers and one teaching assistant on duty. One teacher 
is on duty in STC, one teacher supervises the classes on the Y3 corridor and the teaching 
assistant supervises the classes on the Y4 corridor. In Reception – Year 2 pupils are supervised 
in the Mulberry House hall with one teacher and two teaching assistants on duty. 
 

Children are expected to stay in their classrooms, or the hall at the time of their 
normal playtime and play quietly with indoor games or watch a film provided by the 
class teacher. 
 

Y6 ‘Playtime monitors’ are assigned to classes during ‘wet playtimes’ to encourage play with 

indoor games. 

The teachers on duty supervise the children until the bell goes when the rest of the teachers 
return to their classes. 
   
 5.11 Lunchtime Playtime Cover 

The timings of lunch for Nursery children, Mulberry House pupils and St John’s House pupils 

are as follows: 

Nursery:  11.50am -1.20pm 
 

Reception – Year 2:  12.10 -1.10pm 
 

Year 3 – Year 6: 12.40pm -2.00pm  
 

Lunchtime Supervisors (LTS) are on duty during this time. The LTS will be joined by teaching 

assistants (on a rota basis) from 11.50 to 2.00pm (according to age range of pupil).  

The LTS are responsible at lunchtime for good behaviour, organising playground games and 
ensuring records are kept of any incidents that occur during lunchtime. They must liaise with 
class teachers and the SLT to ensure pastoral care and health and safety is of an excellent 
standard and any incidents are followed up and Information Records completed 
(See Lunchtime Supervisors Policy). 
 

In Years 3 – 6 a teaching assistant is on first-aid duty in the playground (12.40pm-1.10pm) and 
a second teaching assistant is on first-aid duty (1.10pm-2.00pm), based in the medical room. If 
further assistance is required the teacher on duty, Matron or a member of SLT are to be 
contacted. 

Teachers on duty are responsible for supervising the children, ensuring sensible behaviour and 
good manners in the dining room and are available in school to support the LTS. 

A bell is rung at the end of the lunch break for the girls to line up in silence in their class. 
Teachers collect their classes from the playground. 

5.12 Wet Lunch Breaks 

Supervision consists of LTS assisted by teaching assistants, who are on lunchtime duty. All 
members of the duty team are expected to work together during a wet lunch break. 



Class teachers ensure resources are available for wet lunchtimes. In Years 3 – 6 one LTS is on 
duty in STC. One LTS supervises the classes on the Y3 corridor and another LTS supervises the 
classes on the Y4 corridor. In Reception – Year 2 children are supervised in their classrooms by 
LTS and teaching assistants. 

5.13 Supervision of Early Years Children 

There is always at least one member of staff who holds a current pediatric first aid certificate on 
the premises when EYFS children are present in the school building before, during and after the 
school day; and for any outing away from school. 

All statutory guidance on ratios of staff to pupils is upheld. 

 
6. Supervision after School and Procedure for Uncollected Children 

6.1 Supervision after school 
 
Teachers should ensure that pupils in their class have left the school site 
appropriately. 
 
If for any reason a child is not collected at the end of the day it is the responsibility of the class 
teacher to investigate the reason and make suitable provision for the child. They will inform a 
member of the SLT. The child will be placed into ASC while the reason is investigated. 
  
A member of staff is on duty at the school gate on St John’s House playground at the end of the 
day until 4.10 to supervise girls in Years 3 – 6 who are waiting to be collected. If for any reason 
a girl is not collected they are taken to ASC, and parents contacted. 
 
6.2 Waiting Room 
 
Children in Reception – Year 2 who have a sister or brother in the Foundation Schools are held 
in the ‘Waiting Room’ and wait with a member of staff until 3.50pm.  There is no charge for this 
facility. At 3.50pm any remaining children are taken to After School Care (ASC). 
 
 6.3 After School Care 
 
 An ‘After School Care’ facility is available from 3.20pm (Reception – Year 2) or 3.50pm (Years 
3 – 6) in Mulberry House hall. The children register immediately after school and are signed out 
on collection. Girls in Years 3 -6 are escorted by a teaching assistant from St John’s House 
playground to Mulberry House hall at the end of the school day. The children in ASC are 
provided with a drink and a snack. There is a nominal charge for this facility at a sessional rate.  
 
Children who return from visits or fixtures must go to ASC if their parents have booked them in, 
or are late to arrive to collect them. 
 
At ASC the door is be locked and manned by an ASC supervisor. 
 
Parents failing to collect their child from ASC at 6.00pm are contacted. A member of SLT 
will be informed and suitable provision is made for the child.  A member of SLT is on duty every 
evening after school. In the event of a child not being collected at the end of After School Care 
at 6pm the SLT member of staff on duty will remain in school and contact the parents. If parents 
and other contacts are not contactable within a reasonable length of time Social Services will be 
contacted. 
 
Parents are given notice of children who will be late home through participation in after school 
activities. They are given adequate notice of any changes to arrangements such as 
cancellations of school clubs and fixtures. Every effort is made to contact the parents during the 



day. If for any reason a parent cannot be contacted the child will remain at school until the 
agreed time of collection. They may be placed in ASC until they can be collected. 
 

6.4 School buses 

Some private coaches have been organized by parents to bring pupils to, and collect them from 
school. The majority park on Wentworth Street.  
 
At the end of the school day two members of staff on duty check that all the bus girls are present, 
cross them over Margaret Street and direct them to the bus. 
 

7. Supervision in Clubs 

Children attending clubs should not be left in school unattended. Pupils waiting for a club should 
meet the teacher in charge at a designated agreed place. A register is taken (Staff Shared Clubs 
and Activities) and if any child is missing the office is contacted to ascertain their whereabouts. 
Any child not collected after a club is taken to After School Care. 

8. Supervision of Special Activities 

8.1 Physical Education 
 
8.1.1 Safety Considerations 
 
It is important teachers consider factors such as:  

 safety of apparatus being used 
 condition of floor 
 suitability of pupil’s clothing 
 whether the exercise are within capabilities of pupils 
 whether the activity is being taught properly, in particular gymnastics 

 
The procedures listed below should be followed: 

 staff should wear appropriate clothing 
 children should not be allowed to  wear watches or jewellery 
 earrings should be taped over or removed  
 children should be directly supervised when handling PE equipment 
 children should not be allowed in the gym or sports hall before the start of a lesson 

without direct supervision 
 
8.1.2 Supervision of changing for PE 
 
Young people 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 children concerned and sensitive to the potential for 
embarrassment.  
 
8.2 Art and Craft/ Design Technology/ Science  
 

Teachers should consider the organization of the children involved in practical activities. 
Consideration should be given to the number of children who can be reasonably controlled 
and supervised when organizing practical activities. Teachers should take all necessary 
precautions  including:  training  in  the  use  of  tools,  carrying  glass  objects,  carrying  hot 
substances, wearing masks and goggles 
 
The procedures listed below should be followed 

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

 children should be supervised carefully when using sharp equipment such as scissors 



and craft knives. (Craft knives are not to be used by children in the Pre-Prep department.) 

 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 ensure that there is an appropriate level of supervision when   

using glue guns. (Hot glue guns are not to be used by children.) 
 Children should be supervised directly when handling glass objects and where at all 

possible the use of glass containers should be avoided. 
 
8.3 Offsite Activities 

 
Teachers walking groups of children to activities off site should complete the appropriate risk 
assessment and ensure they have the correct staff/pupil ratio. 

 
9. Educational Visits  
(See Educational Visits Policy) 

 
9.1 Staff /Pupil ratios 
 
Guidance on staff/pupil ratios is as follows: 
 

Year Group Supervision 

Nursery, Reception One adult to Four children (1:4)  

Ratio should be increased if activity is ‘high risk’ in Nursery and 

Reception. 

Year 1/2/3 One adult to Six children (1:6)  

Year 4/5/6 One adult to Ten – Fifteen (1:10 to 15) Ratio should be 1:10 if ‘high 

risk’  

 
9.2 Risk Assessments 
 
A risk assessment is completed for each visit and submitted on Evolve to the Educational Visits 

coordinator and Head of the Junior School, prior to any school visit or trip. Staff have a 

responsibility for ‘on-going risk assessment’ whilst on the visit. 

Permission forms must be received from parents giving permission for the child to attend the 

trip or visit. In the event a permission form is not received the child will remain in school. A week 

in advance of a visit, staff must ensure all documentation is in place, all medications are listed 

and first aider nominated and all contact numbers are available. Staff should ensure they take a 

first aid kit and mobile phone, which must be switched on at all times. 

 

10. Residential Visits and After School Clubs 
 
 Staff should take particular care when supervising pupils in the less formal atmosphere of a 
residential setting or after-school activity. Staff are in a position of trust and need to ensure 
that their behaviour cannot be interpreted as seeking to establish an inappropriate relationship 
or friendship. Where out of school activities include overnight stays, careful consideration needs 
to be given to sleeping arrangements. Health and Safety arrangements require members of staff 
to keep colleagues/employers aware of their whereabouts, especially when involved in an out 
of school activity. 



 
The Policy for Educational Visits applies to all schools within the Foundation. WGHS Junior 
School will fully comply with the Department for Children, Schools and Families’ best practice on 
educational visits and trips as set in ‘Health and Safety of pupils on Educational Visits’ (HASPEV) 
document and associated supplements. 
 
Procedures for organising and taking an educational visit are set out in the Educational Visits 
Policy and are updated regularly. 
 

11. Being Alone with a Child 

Risk can be reduced by having doors open in rooms, having a colleague present, giving 
colleagues easy access to the working environment and informing others of the timing and 
plans for any given appointment. 
 
If anyone has concerns after taking account of the risk, then it is important to discuss the 
matter with a member of the SLT. 
 
In addition 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. 
 
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 child becomes distressed or angry to a 
member of staff 

 any situation which gives rise to complaint, disagreement or misunderstanding 
should be reported 

 

Missing Child Procedure 

 
1.  Rationale 

The safety and care of pupils at Wakefield Girls’ High School Junior School is our utmost 

priority.  This policy sets out our procedures for dealing with the unlikely event of a child going 

missing. 

 

2.   Responsibilities 

 It is the Head of the Junior School’s responsibility to ensure that all relevant staff are 

aware of this policy, their responsibilities, and the procedures to follow. The Head of the 

Junior School will ensure this policy is reviewed in line with the Junior School Policy 

review. 

 It is the responsibility of all staff to read the policy and act at all times according to its 

guidance. 

 It is the responsibility of parents to ensure they provide correct and updated contact 

information annually on request from the school and know the procedures for handover 



of their child at the beginning and end of sessions. 

 It is the responsibility of governors to ensure they are aware of the school’s procedures 

and to challenge/support the school in its review of this policy. 

3.  Procedures aimed at reducing the risk of a missing pupil 

3.1 Start of the day 

 All parents are fully aware of the points at which responsibility for the care of their child 
passes from staff to them and visa versa. 

 Clear procedures are in place for welcoming and signing in pupils into Early Morning 
Care in Mulberry House hall. 

 Pupils are supervised in Mulberry House and St John’s House playgrounds at the start 
of the school day and enter school at 8.45am. Parents are encouraged to leave their 
daughter under the supervision of the staff on duty. All gates are secured.  

 Late arrivals sign in at Reception. 

 
3.2 During lesson time 

 Staff mark registers promptly and accurately during morning and afternoon registration. 

 Pupils are supervised by a teacher or classroom assistant at all times in any working 
area of the school e.g. a group of children may work in the hall or library supervised by a 
classroom assistant. 

 External doors are locked and access is by using the keypad 
 
 
3.3 Play time and lunchtime 

 All staff ensure that the gates to any outside area are closed and secured when pupils 
are playing outside. 

 Staff position themselves on the playground before pupils are allowed out onto the 
playground. 

 Staff on duty patrol areas in the playground and maintain an overview of all pupils. 

 Exit/entry doors are closed behind the last person when they come back in to school 
from the playground. 

 
3.4 Home time 

 Pupils in Reception  - Year 2 are collected from the playground and are supervised by 
the classroom assistant or class teacher until collection. Pupils in Nursery are collected 
from the Nursery. 

 Up to date information, in writing from parents, details how the pupils are to go home 
and with whom.   

 Any pupils who are not collected are taken into ASC while parents are contacted. 

 Girls who travel home on buses are registered, escorted across Margaret Street and 
directed to the school buses. 
 

3.5  Visits 

 Thorough risk assessments and adequate staff/pupil ratios are provided when pupils 
leave the school premises. 

 A list of pupils/groups to be taken on a visit is left at school. 

 Contact numbers are left at school. 
3.6 After School Club 

 Pupils are registered on arrival and signed out on collection. 

 Contact numbers and details of parents are available at the reception desk.  



 Parents write to the school if their child is to be collected by anyone other than their 
parent. 

 There is adequate supervision of children and adult/child ratios. 

 
4.  Procedures in the event of a child going missing 

4.1 In the event of a member of staff fearing that a child has gone missing while at 

school: 

 The member of staff who has noticed the missing child will calmly inform the Head of the 
Junior School. 

 Staff will promptly gather together all other pupils in the group or class and a member of 
staff will supervise them. 

 Staff will count and name check all the pupils present against the register while the 
group are assembled in one place. 

 AT THE SAME TIME all other available staff will conduct a thorough search of the 
premises and notify the Head of the Junior School if the child is found. 

 A thorough check of all exits will be made to make sure all gates/doors were locked and 
there are no other ways a pupil could have left the school. If something is discovered it 
will be drawn to the attention of the Head of the Junior School immediately. 

 The safety and care of other pupils is paramount. Supervision of the other pupils in the 
school will be adequately maintained while the search continues. 

 If the child has not been found after all searches have taken place the Head of the 
Junior School will decide at which point the police and parents need to be contacted. 

 Staff will use the photographs on SIMs to assist the process 

 If the missing child has any special medical needs then these need to be noted to be 
disclosed to police or other agencies.       

 
4.2 In the event of a member of staff fearing that a child has gone missing while off 

school premises: 

 The visit leader will ensure the safety of remaining pupils and that they are adequately 
supervised. 

 One or more adults will immediately start searching for the child. 

 The visit leader will contact school to alert them that a child is missing. 

 If the child is not found within approximately five minutes, the visit leader will contact the 
Head of the Junior School to inform them that they are going to contact the police. 

 The Head of the Junior School will make arrangement to notify parents. 
 

4.3 When the child is found: 

 Members of staff will talk to and care for the child. She may be unaware she has done 
anything wrong and may be afraid and distressed. 

 The Head of the Junior School will sensitively discuss with the child’s parents the events 
surrounding the disappearance. 

 An investigation will take place taking statements from all staff present. The conclusion 
drawn from the investigation will inform future risk assessments. 

 

Reviewed at SLT: September 2016 

Reviewed with staff: September 2016 

Amended:  Z Manion May 2017 

Reviewed: SLT and staff November 2019 

 

 



 
 

 


