
 

 

 
 

School Policy on Supervision 
 

 
Teachers are routinely involved in a variety of situations in the supervision of pupils as 
part of their contractual duty of care.  Supervision of pupils in classes under their 
control is an integral part of a teacher’s professional duties and contract of 
employment. 
 
The school acknowledges that adequate supervision is intrinsic to the safety of 
children in our school.  The teachers accept that they have a duty of care over pupils 
during school hours. Rufforth School is fully committed to making sure that staff keep 
all of its pupils safe whilst they are in our care.  
 
Therefore, in accordance with Department of Education policy 16/’73, the headteacher 
and staff of Rufforth Primary School have formulated this policy on supervision.  This 
policy is reviewed every two years and has been approved by the Pupil Achievement 
and Well Being committee.  
 
This policy outlines the supervision practices in our school, especially in the areas of 
Assembly and Dismissal, Lunch Breaks, arrangements for specific circumstances and 
action following an incident involving a child being left unsupervised.  
 
 
School Hours: 
 
Rufforth Primary School will open to receive pupils at 8.40a.m.  No responsibility is 
accepted for pupils before that time.  Classes will commence each day at 8.50a.m.  
Classes will end each day at 3.10p.m.  Children who do enter the school grounds 
before 8.45a.m., should line up outside their classroom door.  No games should be 
played during this time. Parents should be aware that school only takes responsibility 
for supervision of pupils from 8.45a.m. when the doors to school are opened.  
 
Assembly: 
 
Staff will escort pupils to assembly and will not leave them until dismissed by the 
person delivering the assembly. When there are external adults delivering assemblies 
there must be at least one paid member of staff helping to supervise. When dismissed 
from assembly, classes can walk independently back to their classrooms through the 
corridors and library.  
 
 
 



 

 

Collection/Dismissal: 
 
Teachers are responsible for seeing their pupils off the premises at the end of the 
school day.  It is the responsibility of parents/guardians to make arrangements for the 
collection of their children at 3.10p.m.  Rufforth Primary School does not accept 
responsibility for pupils after this time unless they are in after-school clubs. 
 
Children in Early Years and Key Stage 1 must be collected from their classroom door 
where a member of staff will hand the children over to individual parents / guardians. 
Parents must inform the school if somebody else is due to collect their child. Staff will 
not allow them to leave until verbal or written confirmation has been received and 
recorded.  
 
Children in Key Stage 2 are allowed to leave their classrooms independently and meet 
their parents/guardians. Under no circumstances should a child leave the school 
grounds by themselves unless written permission has been received from parents for 
them to walk home by themselves.  
 
Play/Lunch Supervision: 
 

 Morning Break: 
Morning break begins at 10.45a.m. and lasts for fifteen minutes.  Two members of 
Staff supervise the yard at this time.  No child may enter the building without 
permission at this time but pupils can receive permission to walk sensibly to the 
toilet and back or to go to the school office independently. If a child requires low-
level medical attention, that child must be accompanied by a Play Leader/friend 
when going to the office.   Children must line up when the bell has rung. A pupil 
must go to the office to tell staff that playtime is ending. Supervising staff will 
dismiss each class back to their classrooms once the teacher/TA arrives to collect 
them.   

 

 Lunch Break: 
Lunch begins at 12.00pm and lasts for an hour.  All children go to the toilet and 
wash their hands independently. They then make their way to the school hall, in 
which supervising staff are present. The whole-school will leave the dining area 
together and at least two staff will be on the playground for children to begin 
playing. The same situations regarding morning break apply.  

 
In case of accident or a situation, staff on duty may summon other adults from the 
school office/staffroom to increase supervision ratios. 
 

 Wet Playtimes: 
During wet playtimes, supervisory staff on duty must ensure that one adult is in 
the Class 1 / 2 are with doors fully open and one adult is in the library – patrolling 
between Classes 3 and 4. As with playtimes, in case of accident or a situation, they 
may summon other adults from the school office/staffroom.  

 
 



 

 

Classroom: 
We expect children to be fully supervised within the classroom at all times. If a 
teacher has to leave the classroom for an urgent reason, they must summon a 
member of support staff to cover the supervision of the class. Due to the size and 
environment of the school, it is feasible for a teacher to summon a member of staff 
from an adjoining or next door classroom in case of emergency. It is also feasible for 
pupils to independently go to the toilet and/or to the library and office area.  
 
School Visits/Trips: 
 
Taking into account the age and interest of the children and the curriculum being 
covered, School Tours will be arranged by the school at various times to present the 
children with opportunities to further their education in a different environment.  
Teachers will be extra vigilant when taking children out of the school.  Special 
attention will be paid to:- Road Safety; Behaviour on Bus, Risks posed by particular 
venues (e.g., adventure playgrounds etc.).  The minimum supervision ratio is 1:7 for 
Early Years pupils and 1:10 for Key Stages 1 and 2. Staff must ensure that detailed 
risk assessments have been written and submitted using Evolve risk assessment 
software. These visits must be approved by the headteacher.  
 
Breakfast Club: 
 
Two members of staff are on duty from 7.45a.m. to lead the Breakfast Club. This 
means that there will always be two staff members available to supervise during this 
period.  
 
 
Sporting/Cultural Events: 
 
During the year children will be involved in sporting and cultural events and 
tournaments taking place outside of school hours. When a member of school staff is 
attending, this will be indicated on permission slips for the event and will inform 
parents that school staff will act in ‘Loco Parentis’ (will supervise and look after their 
children). On these occasions, the school staff will have carried out appropriate risk 
assessments and will also take a First Aid kit with them to the event.  
 
On some occasions, events taking place outside of school hours will only go ahead if 
parents are willing to look after their own children or make supervisory arrangements 
with another parent/carer. School can provide advice and support, including First Aid 
equipment, but school cannot be held responsible for the supervision of pupils during 
these events.  
 
When children need to change for sporting events, a staff member and/or volunteer 
parents will be near the changing areas to ensure that the children are safe. All 
accompanying adults will be made of the school’s Safeguarding First Principles 
documentation.  
 
 



 

 

Incidents 
 
Where a child has been left in an unsupervised situation, the school will deal with this 
serious matter and conduct an investigation into the incident. The local authority 
LADO (designated officer) will be contacted for advice on the situation and accounts of 
the incident will be written and recorded for the headteacher and governors to 
evaluate.  
 
If such situations occur unintentionally and the staff member involved made all 
reasonable attempts to ensure adequate supervision for their pupils, then an 
investigation will aim to ensure that school makes arrangements to ensure that such 
incidents are completely avoided in the future. This could relate to special 
provision/risk assessment/arrangements for certain pupils or adaptations to the school 
premises, environment and/or routines.   
 
If it is found, however, that a staff member has intentionally neglected their statutory 
responsibilities relating to reasonable supervision, then a formal disciplinary hearing 
must be conducted and the City of York Council Human Resources team must be 
contacted to provide support both for the school and the member of the staff.   
 
In cases where a child neglects to follow staff instructions, hide or abscond from 
school premises, staff must ensure that this incident is reported immediately to the 
headteacher so that the child is quickly found and is back under an adult’s supervision.  
Special risk assessment arrangements must be made by the Inclusion Leader where 
there are behavioural difficulties or previous history of pupils requiring more intense 
supervision.  
 
 


