
SUPERVISION PROCEDURES

These procedures apply to all pupils in the school, including in the EYFS

Duties (Lower School & UKS2)

All Lower School & UKS2 class teachers and Teaching Assistants (TAs) will be on weekly duty rotas. This is to
promote health and safety during play times and throughout the lunch break. The duty rotas are reviewed
every term and, as far as possible, staff are consulted before the final list is printed.

Early Birds Club: Pupils may be dropped off between 8.00am and 8.15am and must report to the

assigned Lower School classroom. A Lower School Teacher is on duty.

8.15am EYFS and KS1. children go straight to their classrooms. All teachers must be there to greet them

and supervise their class.

8.15am KS2 – all pupils assemble on the tennis courts where they are supervised by the Heads of Lower &

Middle School until 8.30 am when they will report to their classroom. (If wet weather, they

go straight to their classroom). Please refer to the weekly duty rota for all play areas.

Break times: There are two separate play areas in the Lower School & UKS2:

● Early Years Foundation Stage (EYFS) comprising Reception and KS1. This is the fenced area

adjacent to the tennis courts or the grassed play area & the lower tennis courts.

● KS2 – The play area next to the Lower School Office building (new playground), the upper

tennis courts  or the South Lawn Years 3 – 6 inclusive.

Morning break takes place on the play areas for all pupils from 10.15 – 10.35am. The teachers on duty should

take the first aid kit and the bell, or a whistle, out to break. It is the decision of the teacher on duty whether or
not it is to be an indoor playtime. Staff should be notified if it is to be an indoor playtime before the start of
break time so that pupils can be informed. No pupils are allowed in the classrooms unsupervised except those
who have certain responsibilities e.g. Library monitors. Some TAs do not supervise at morning break times. This
enables them to have their break during this time so that they may return to assist in the classroom for the
beginning of Period 3.

At lunchtimes, the staff sit with their classes in the dining room and the TAs help to serve the younger children.

At lunch play times (12.50 - 1.35pm) the TAs supervise children outside at break. They take the first aid kit and
bell out with them to the play areas.
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Prep School Homework and After School Supervision

EYFS and KS1 Supervision
● EYFS & KS1 pupils bring their bottle of water and a healthy snack. They are supervised by a

TA and /or Lower School Teacher and have their snack at the beginning of the session at
3.20pm

● For those pupils attending Prep between 3.45pm and 4.30pm, they will be supervised by
the TAs and teachers in KS1 in one of the Lower School classrooms. The children may be
collected from Prep at any time, and there is no charge for supervision.

● There are after school  activities run by the Lower school class teachers. These sessions
are free of charge to parents. Children may only be collected at 4:20pm, at the end of the
club activity. Two members of staff are always on duty. Clubs provided by external
teachers are available, but are under review.

KS2 (Years 3-6) Homework Club

● Homework Club runs from 4.30pm to 5.30pm where the pupils have the option of staying to

complete their homework at school. There is no charge for this session.
● Years 3-6 pupils consume their healthy snack prior to the  beginning of the homework session

under the supervision of their class  teachers. Pupils must eat their snack in the Peto building
foyer as food and drink cannot be taken into the classrooms.

● Room P12 and 13 houses pupils in Year 5 and 6.
● Rooms P5 and P6  houses pupils in Year 3 and 4.
● One member of the teaching team is on duty in each room.
● The teacher on duty takes the register at the beginning of the session.
● All pupils are expected to work quietly.
● Clubs provided by external teachers are available, but are under review.
● Teachers will give help with homework where needed.

Extended Day  (Years R – 2 inclusive)
● These run from 4.30 to 5.45pm and pupils can stay on to take part in a planned activity.
● There is a charge for these sessions. Parents are billed at the end of every term.
● Activities must be booked for half a term or for a term, in advance with the Lower School

Office.

● Supervision is with a member of the Lower School Teaching staff in a designated classroom.

The children are provided with a light snack at 4:20pm in the TMH.

Duties (Senior School)

All duties should be active rather than passive. If students know that at any time a member of staff may appear, they

are less likely to do the wrong thing or be in the wrong place.  The aim is to ensure their safety and keep relationships

friendly.  Please go into classrooms, go up to groups around the school site.  In other words, get in amongst the

students and talk to them. All adults on site should have a lanyard. If you see anyone suspicious please report it to a

member of the Senior Management Team immediately via main Reception. Unless a wet break is called, pupils

should be outside until November. Students should not be near the teacher’s desk, or writing on the white boards.

Wet Break - Wet Break will be called in case of heavy rain. It is signalled by a member of the Senior Management

Team. They will ring the bell three times. Staff who are on duty will patrol the Form Rooms, and details of the rooms

you are patrolling are given below under the ‘If your initial appears’ sections.

Break Duty: 10.15-10.35

Pupils up to Year 6 have use of the play equipment. Pupils Year 7 and up have use of the South Lawn and Senior

School Astro.

If your initial appears first then you are to patrol: Astro, Art, Textiles, L1/2,  (MFL) and Moberley classrooms on a

continuous basis.If a Wet Break is called then you will ensure pupils come in out of the rain in your area and then

patrol the classrooms on your route.



If your initial appears second then you are to patrol between the Design Foyer/locker room area, the Pupil Entrance,

the Technology Courtyard and the Year 11 Common Room. Use the Design Foyer as your base. You will be responsible

for ringing the warning bell at 10.25am and ensuring that the locker room is empty by 10.30am. Ring the final bell at

10.35am. If a Wet Break is called then you will ensure pupils come in out of the rain in your area and patrol your

route.

If your initial appears third then you are to patrol the Library (see Library Expectations) the South Lawn, the outdoor

classroom and the Year 5 / 6 classrooms on a continuous basis. Use the South Lawn as your base. Students must

remain on the South Lawn and are not permitted onto the footpath or towards Forest School. Please be vigilant for

any members of the public using the public footpath which runs along the outer edge of the South Lawn. If the South

Lawn is saturated due to bad weather, then all pupils in Y7 and up will need to be sent to other areas. You will go with

Year 5/ 6 pupils to the tennis courts. If Wet Break is called, then ensure Year 5 and 6 pupils go to their classrooms

and patrol between these and the Library.

Lunch Patrol Duties (Session 1: 12.50-1.30pm and Session 2: 1.30-2.05pm)

Pupils from Year 5 up may use the South Lawn.

You are responsible for monitoring behaviour around the site during lunchtime. Keep a mobile phone with you. Go

into classrooms. Unless a wet break is called, pupils should be outside. Students should not be near the teacher’s

desk, or writing on the white boards. Ensure the students are being sensible and keep an eye open for possible

bullying or friendship problems.

Session 1: If your initial appears first then you are to patrol: Astro, Art, Textiles, L1/2,  L1/2 (MFL) and Moberley

classrooms on a continuous basis. Use the Astro as your base. If a Wet Break is called then you will ensure pupils

come in out of the rain in your area and then patrol the classrooms on your route. Pupils should be in their Form

Rooms if it is a Wet Break.

If your initial appears second then you are to patrol between the Design Foyer/locker room area, the Pupil Entrance,

the Technology Courtyard and the Year 11 Common Room. Use the Design Foyer as your base. If you are supervising

the SECOND session (1.30-2.05pm), you will be responsible for ringing the warning bell at 13.55 and ensuring that the

locker room is empty by 14.00. Ring the final bell at 14.05. If a Wet Break is called then you will ensure pupils come

in out of the rain in your area and patrol the rooms your route.

Session 2: If your initial appears first then you are to patrol: Astro, Art, Textiles, L1/2,  L1/2 (MFL),Moberley

classrooms,  Design Foyer/locker room area, the Pupil Entrance, the Technology Courtyard and the Year 11 Common

Room on a continuous basis. If a Wet Break is called then you will ensure pupils come in out of the rain in your area

and then patrol the classrooms on your route. If you are supervising the SECOND session, you will be responsible for

ringing the warning bell at 13.55 and ensuring that the locker room is empty by 14.00. Ring the final bell at 14.05.

If your initial appears second then you are to patrol the Library (see Library Expectations) the South Lawn, the

outdoor classroom and the Year 5 / 6 classrooms on a continuous basis. Use the South Lawn as your base. Students

must remain on the South Lawn and are not permitted onto the footpath or towards Forest School. Please be

vigilant for any members of the public using the public footpath which runs along the outer edge of the South Lawn.

If the South Lawn is saturated due to bad weather, then all pupils in Y7 and up will need to be sent to other areas. You

will go with Year 5/ 6 pupils to the tennis courts. If it is a Wet Break then pupils should go to their Form Rooms. If Wet

Break is called, then ensure Year 5 and 6 pupils go to their classrooms and patrol between these and the Library.

If your initial appears third you are overseeing the last pupils having lunch in TMH and then patrolling the Design

Foyer/locker room area, the Pupil Entrance, the Technology Courtyard and the Year 11 Common Room on a

continuous basis. Male staff should not go into the girls’ locker room and there is a female member of staff on each

duty for this reason.

Lunch Queue and TMH Duties

Session 1: 12.50-1.30pm

Session 2: 1.30-2.05pm

https://docs.google.com/document/d/1N5bIZ1Ne6ulASY-Lyq1KyBa0TmMp1AIio7yGX3aZxpY/edit?usp=sharing
https://docs.google.com/document/d/1N5bIZ1Ne6ulASY-Lyq1KyBa0TmMp1AIio7yGX3aZxpY/edit?usp=sharing


Lunch times for each year group: EYFS - 11.50, Y1 - 11.55,  Y2 - 12.00, Year 3 and 4 - 12.20.  Year 5 and 6 - 12.50 sharp,

Year 7 and 8 - 13.00, Year 11 - 13.10, Year 10 - 13.15, Year 9 - 13.20.

Session 1- FIRST LUNCH

Queue outside TMH: PREFECTS are managing the queue outside the TMH Mon-Thu and ensuring that the right year

groups are coming for lunch at the correct time (times above). Once the queue has gone, they should go inside the

TMH and help the members of staff on duty. Our prefects are Ethan Choi, Abigail Cooper, Alex Golobstova, Millie

Lewis, Anoush Pain, Issy Shepperd, Alex Smith, Issy Birch.

Inside TMH: Duty staff should monitor the amount of food pupils are taking. Ideally one of you will be positioned

nearer the servery and the other member of staff covering the other half of the room. Check all pupils are getting a

drink of water and refresh water jugs that are running low. Please ensure all pupils clear their tables appropriately

once they have finished eating. They are not allowed to walk away and leave a mess. Monitor behaviour and check

that all pupils are having something to eat. If you notice a pupil not eating or anything else of concern, please pass this

on to their Tutor. Pupils are not allowed to take food or cutlery out of the TMH.

Session 2 - LATE LUNCH THEN ACTIVITIES PATROL

You are overseeing the last pupils having lunch in TMH and then patrolling the Design Foyer/locker room area, the

Pupil Entrance, the Technology Courtyard and the Year 11 Common Room on a continuous basis. Male staff should not

go into the girls’ locker room and there is a female member of staff on each duty for this reason.

Tea and Prep Duties

Monday-Friday. Year 7 and up: 16.40-17.30. Year 5 and 6 - 16.30-17.30. Year 7 and up must go to the TMH for Tea if

they wish to eat. Year 5/ 6 are permitted to bring in a nut and seed free snack to eat at 4.30pm, or they can go to

Tea too. Tea is charged (normally £1) and pupils sign in for this on arrival at the TMH. A member of SMT is on call

every night during Prep.

There are four members of staff assigned to this duty, one in P12 or 13 (Year 5 and 6), one in M1 (Years 7-8) one in M2

(Years 9 and 10) and one in M3 (Year 11-13).

1. This half term, if your initial appears THIRD in the M1, 2 3 Duty  (or on a Friday second), you will supervise

Tea in the TMH between 4.30-4.45pm before coming to your prep room. All pupils must sign the Tea

Register (kept by Catering Team) as they will be charged for Tea. The other Prep takers will ensure pupils

not going to Tea go to the correct room sensibly and start to register them using the After School/Prep

Register.

2. You must check the Prep/After School register and ensure all pupils signed up for prep are present. If a

child is missing you must email office@farlingtonschool.com immediately to inform them there is a

missing child. They will then put the missing child procedure into action. You can copy in SMT staff as

appropriate but the email must go to the office as per the procedure - the SMT member/s you email may

not necessarily be on email at that moment and it is important that any concerns about a missing child are

followed up quickly.

3. You must use the GoGuardian Cover Teacher login to monitor what pupils are doing on Chromebooks.

Students from Years 7-11 can access this by going to their Virtual Form Room, classwork tab, and then

going to the sign-up topic label. There is a link for them to click on plus the sign-up code. The Prep Taker

must check the After School/Prep Register and alert the school office if a pupil is not in prep when their

Tutor has noted them down as being in Prep.

4. All pupils should be working quietly/in silence and purposefully. If they are not then please use the

Sanctions system. Any persistent poor conduct in Prep must be reported to the Head of School who will
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consider further sanctions. GCSE Textiles and Art students cannot use those rooms unless a teacher is

present.

5. If there are only a small number of pupils staying for Prep and they all fit fewer rooms, then one Prep taker

can step down for that day. Please take it in turns to do this so it is fair. No room may be left unstaffed so if

there are high numbers staying for prep all Prep Takers must stay. For this reason all Prep Takers must

always turn up to the first part of the Duty to assess how many pupils are attending.

6. If a prep taker is absent from the duty in M1, 2 or 3, then please divide the pupils between two rooms. If

the prep taker is absent for Y5/6 then the person whose initials appear in brackets for that evening will

cover the prep duty.

7. Pupils who intend to go to an activity and then go to prep afterwards should ensure they tell their tutor

this in registration/dereg so it goes on the Prep/After School Register. They should inform the teacher on

prep duty that they have returned after the activity. Pupils who are already in prep and who wish to go to

an activity must inform the staff on duty that they are leaving. It is essential, in case of fire, that the

teacher in charge of the prep register has an accurate record of the pupils on site. Pupils must not be on

the school site between 4.30 pm and 5.30 pm unless they are registered in an activity or in prep. If pupils

do not go to prep after the first activity, they must be picked up from school immediately.

Each Prep Duty there is a dedicated SMT member of staff on call who can assist you in the first instance if there

are any other issues. Please ensure you also copy in the office@farlingtonschool.com if you are in need of

immediate help.

Extra-Curricular Activities

Activities are held every weekday at lunchtime and after school Monday to Friday.

Pupils are encouraged to choose at least one activity per week. These should be recorded and reviewed by the
Form Tutor in the first week of term.

All pupils should eat in the Trina Mawer Hall at lunchtime. Activities should not be used as an excuse for

having a packed lunch or no lunch.

Guiding Principles

● There should be no academic lessons in the lunch hour (except Literacy lessons, workshops
or those on the official timetable).

● Lower School Speech and Drama should not be offered in timetabled lessons.
● From Year 5 to Year 9, Speech and Drama, and in Years 3-9, individual Music lessons will

be on a rota during lesson time but from Year 10 upwards only outside lesson time.
● Until Year 6, pupils should miss only one lesson per week for individual Music lessons.

Thereafter, a second instrument can be taken up at the discretion of the Head of Middle
School with advice from Music staff. Musically gifted pupils may begin a second instrument
from Year 3, but this is monitored carefully.

● Pupils who finish an activity at 5.00pm must go to Prep until they are due to be collected.
● Pupils who are not collected by 5.30pm must go to wait in the Main Reception.

End of day routine

Children in Y7 and up can wait outside the Pupil Entrance to be collected. If parents are running really late

they should come to Reception where they will be supervised.

If the parents of children in  Year 3-6 are running late,  the children should be taken to Reception by the

Prep Taker where they will be supervised.

A member of SMT is on call to deal with any issues each night of the week.
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