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Supervision of Pupils Policy 

1. Introduction 

Reading Blue Coat School recognises and accepts its responsibilities to ensure, as 

far as is reasonably practicable, the health, safety and welfare of its staff, pupils 

and visitors. The School takes the following steps to ensure the supervision of 

pupils. 

2. School Hours 

Pupils should not be in school before 7:30am as they will not be supervised. The 

Dining Hall will open for breakfast at 7:30am and the Library opens at 8am.   

Between 16:10 and 18:00, the Library is open every day for pupils to work under 

supervision.  Various  activities that may occur each day after school are 

supervised by a member of staff and pupils, at the end of these activities, either 

catch the late bus (18:00) or are picked up by parents.  Pupils should not be in 

School after 6pm unless they are being directly supervised by a member of staff. 

A member of the Senior Leadership Team will be on duty from 8am to 6pm.  The 

Reception will be staffed between 8.00am and 6.00pm, if contact with the 

School is needed – 0118 9441005.  If a pupil does find themselves on site out of 

normal school hours (generally after 18:00) and needs assistance  of any kind, an 

emergency ‘phone is located, with instructions for use, outside the Reception 

area.  This ‘phone will go through to members of staff who live in a school 

property and can assist.  The ‘phone is also located under cover in a lit area. 

3. Staff Duties 

The Second Master draws up a rota of staff duties each term. These duties are 

designed to ensure a suitable level of supervision before school, at break time, 

lunch time and after school. Each day is co-ordinated by a member of the Senior 

Leadership Team. The rota is displayed in the Staff Common Room.  All areas that 

are “in bounds” to the pupils are supervised by staff during the break and 

lunchtimes.  These areas include Common Rooms, Dining Hall and also outside 

areas.  After School, staff are on a rota to supervise the dispersal of students by 

the parents’ cars and buses.  For all duties, the priority is to maintain a safe 

environment for the pupils, and this is often best achieved by a vigilant, proactive 

presence that engages with the pupils and has the added benefit of building 

relationships and reducing the likelihood of problems occurring.  It also makes the 

duties much more enjoyable!  Where particular issues are noticed, staff should 

deal with them immediately, if appropriate (for example, assisting a pupil who 

has hurt themselves playing football and needs medical attention), or speak to 

the Second Master who has overall responsibility for the duties.  When staff are 

unable to do a duty on a particular day, it is their responsibility to organise a 

replacement for it.  
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4. The Role of Prefects 

The Heads of School and their deputies organise a rota of prefects who assist in 

the supervision of pupils at break and lunch times. Each day is co-ordinated by a 

Senior Prefect. The weekly prefect rota is displayed in the Sixth Form Common 

Room or communicated via social media. 

Senior Prefects attend a weekly meeting with the Second Master. This meeting will 

regularly be used to discuss any difficulties with regard to the supervision of pupils. 

5. Lessons 

During lessons, the supervision and safety of pupils in classrooms, laboratories and 

workshops is the responsibility of class teachers. If for any reason (e.g. the 

conditions or location of equipment, the physical state of the room or the splitting 

of a class for practical work) teachers consider they cannot accept this 

responsibility, they should immediately discuss the matter with their Head of 

Department or the Bursar.  

6. Classrooms 

Classrooms are out of bounds without the approval of a member of staff 

7. School Visits  

Members of staff planning to take pupils out of school for off-site activities must 

read the Educational Visits Policy and accompanying Educational Visits 

Procedures from the Staff Handbook. These contain advice with regard to the 

safe supervision of pupils on school trips. 

8. Occasional Events 

After school events, such as a concert or play, which start later in the evening 

and may result in significant numbers of pupils remaining on site, will be 

supervised either directly by the organising staff member, or delegated staff, or 

through the normal channels of the library or an after school club.  This applies 

before the event and after, until pupils have been collected by their parents or 

another appropriate person.  If the event for which pupils are required does not 

begin until later in the evening, the member of staff organising it must ensure that 

all the pupils are accounted for, either under direct supervision at School or by 

knowing they have gone home. 
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