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CASTERTON 

Sedbergh Preparatory School 
 

SUPERVISION OF CHILDREN POLICY 
 
 
This document should be read in conjunction with the School’s Safeguarding Policy, Educational 
Visits Policy and Pool Safety Operating Procedures.  
 
This policy address the NMS standards as set out below: 
 

15.3. The staff supervising boarders outside teaching time are sufficient in number, training and 
experience for the age, number and needs of boarders, and the locations and activities involved.  

15.4. Boarders are at all times under the responsibility of an identified member of staff who is 
suitably qualified and experienced.  

15.5. Staff know the whereabouts of boarders (or know how to find their whereabouts) in their 
charge at all times.  

15.6. Staff working within the school know and implement the school’s policy in relation to 
children going missing and their role in implementing that policy. Staff actively search for 
children who are missing, including working with police where appropriate.  

15.7. There is at least one adult member of staff sleeping in each boarding house at night, 
responsible for the boarders in the house.  

15.8. Boarders have a satisfactory means of contacting a member of staff in each house at night.  

 
Casterton, Sedbergh Preparatory School (CSPS) seeks to ensure that pupils are properly supervised at 
all times. Professional judgment is needed and should take into account pupils’ ages, number and 
needs and also the locations and activities in which they are engaged. 
 
Duty Rotas are circulated to staff by the Senior Master prior to the start of each term. This rota 
clearly indicates who is on duty and the number of staff on duty. Training is provided at INSET to 
ensure that staff understand their roles.  
 
Age, number of pupils and environment is taken into consideration when allocating staff to duties.  
 
Registration 
 

 Roll call is taken in the Houses prior to breakfast time.  

 School registration takes place at 8.25 – 8.35am and is taken by the Form Tutor using the 
iSAMS registration system. The School Office circulates to staff a list of absent pupils.  
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 Registration again takes place at the start of the lesson immediately following lunch and 
follows the same routine as morning Registration. 

 Teachers take informal registers at the start of each lesson. 

 At the end of the school day, day pupils are de-registered by Duty Staff and boarders are 
registered at supper. 

 Boarders are registered at the following times throughout the evening boarding routine: 
after prep, after activity, bedtime. 
 

Absence from Classes 
 
Class teachers should check class attendance against a register at the start of each lesson. 
 
On noting absentee(s) the class teacher should: 

i) Check the daily absence register which has been circulated via email, and other notices relating 
to absence from school, including the Music Lesson schedule. 

ii) Enquire of the class and follow up with staff accordingly. They should not take the word of a 
pupil alone. 

iii) Ring the School Office/ Matron/Housemaster/Housemistress. 

If at any stage a satisfactory explanation emerges no further action is needed (other than perhaps 
disciplinary).  If no explanation has emerged, the Headmaster or another member of the Prep School 
SLT should be informed of the absence immediately. Members of the SLT will decide if it is 
appropriate to initiate the Missing Child Policy. 
 
Absence from Boarding House Checks Outside of School Day 
 
On noting a pupil absent from a meal or other House Roll Call, the 
Housemaster/Housemistress/tutor/ member of staff should: 

 i)           Institute immediate local enquiry. 

ii) Inform the Headmaster or member of the SLT and seek advice if the pupil remains absent 
and no information is forthcoming.  If the absence is noted at the last check in the evening 
the Housemaster/Housemistress must use his/her discretion or take advice as to when 
he/she initiates the procedures outlined below.  

 
Action by Housemaster/Housemistress on Suspicion of Unauthorised Absence  
 
Once there is a genuine suspicion of unauthorised absence from whatever source the following 
action should be taken: 

   i)       An incident diary opened recording events, action taken, and timing. 

  ii)       The Headmaster informed. 

 iii)       The last 'sighting' of the pupil ascertained. 

 iv)       A check made of the pupil's locker/room and enquiry made of contemporaries. 

 v)       Missing Child Policy initiated by the Headmaster  

 During all these procedures the Headmaster should be kept informed of developments. 
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Morning supervision 
 
The School is supervised from 8.00am, with staff specifically allocated to PrePrep form rooms. If 
parents require supervision before these times then arrangements can be made to enter them for 
breakfast, served from 7.30am. 
 
Playtimes 
 
Supervision of break and lunch playtimes is carried out by allocated staff.  
 
Sports Hall   One staff member 
Outside  - front of School Two staff member 
Library    One staff member 
 
Pupil access to these areas is determined by a rota devised each term. 
 
Pupils use the Tom Penny toilets during these break times and ask permission to leave the 
playground. 
 

Houses 
 
There is at least one adult member of staff sleeping in each boarding house at night who is 
responsible for the boarders in the house. Boarders are able to contact the relevant member of staff 
responsible for them during the night. 
 
In general there is always a member of staff present in each boarding house; either 
Housemaster/Housemistress (or their spouse), Matron, Resident GAP student, Tutor or member of 
the domestic/catering staff.  
 
Pupils will always have access to the means to seek assistance, support or guidance from an adult on 
duty in the House. 
 
House notice boards indicate which staff members are on duty and who to seek assistance from in an 
emergency. 
 
Supervision of Pupils on Trips 
 
For educational visits and boarders’ trips, refer to the Educational Visits policy. 
 
For sporting trips appropriate levels of supervision are maintained both en route and at the venue.  
 
Refer also to relevant sport risk assessments for all home and away fixtures. 
 
 
Signed: W Newman 
 

 
 


