
 

Reviewed: April 2022  CLG 

Supervision and Signing out of Pupils 
Policy 

ISI Reference 14a and b and c 

Prep School 

Pupils should be supervised at all time during the school day. Form Tutors should be in their 

classrooms from 8.15am every morning. If a child arrives to school before this time they should join a 

Gap student in the square. 

The Form Tutor remains with their class and accompanies them to assembly (the exception to this is 

Tuesday morning when all children are registered in their Form and are then escorted to the village 

Church).  

The children are signed out by a member of staff at the end of each day in their various sections. Those 

who take the bus are checked off in the Dining Room before they get on the bus. 

There are four members of staff on duty during breaks and two at lunch. Members of staff are also 

assigned duties to supervise the changing rooms before and after games and PE.  

After school there are two members of staff on duty (Mon – Fri) who share supervision until 7.30pm. 

One member of staff then escorts the boarders to the boarding house where the Head of Boarding or 

Assistant House mistress take over supervision overnight. 

There is one member of staff assigned to Saturday afternoons when any pupils remain in school for 

non-match reasons. Those students in matches are supervised wholly by their coach. 

There should be no times during the school day when children are left unsupervised. 

Pre-Prep 

The Pre-Prep is a secure department. 

Fencing surrounds the grounds to the west and the north of the building with the tennis court making 

the border on the east side.  The south door is the only door which gives access directly out of the 

building to an un-secure area. 

Children arrive through this door in the morning with parents or alone if they have travelled to school 

by minibus. Children use cloakroom and go directly to classrooms with or without parents.  Children 

are then supervised by a teacher. At 8.45am the south door is locked and access is gained only by 
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ringing the bell. In poor weather, teachers escort children to the square. In fair weather children have 

access to the fenced grass area to the north of the building via the north door. Two teachers are 

assigned to each area. Nursery and Reception always use the adventure playground. Access to the 

south door is limited to key holders or by pressing the bell. At 3.30pm the door is opened for the 

parents to collect their children and it is then locked during ‘after school care’.  Children who go home 

on the school bus are taken to the designated mini bus by the teacher in charge of after school care 

at 5.30pm, from the dining room. 

Missing Child Procedure  

This procedure has been taken from the Admissions and Attendance Policy.  

Missing Pupils 

Please read in conjunction with the Crisis Management Plan.  

Pupils may appear to be ‘missing’ for a number of reasons. The first impulse staff should have is to 

narrow down the possibilities.  Has the pupil gone on an away match or an educational visit without 

having been recorded as such?  Has the pupil been taken home by a parent, guardian, or another 

authorised person without signing out?  If, having checked that the pupil is truly ‘missing’, rather than 

being absent due to an administrative error or lack of communication, there remain two further 

possibilities: 

 First, that the child has been removed by an unauthorised person.  In such a 
case the Headmaster or in his absence, the Deputy Head must be informed 
immediately.  They will then take appropriate action. 

 Second, the pupil has run away - though this is an emotive phrase, as it includes 
pupils in a temporary sulk or who are upset - and he/she may well be found 
after the briefest of searches. 

 

The following procedure should be followed: 

1. LISTEN to the child telling you the details.  Try to obtain corroboration from at least one 

other pupil, preferably a senior, and try to ascertain what clothes the child was wearing and 

whether he, or she, was carrying anything.  Note down the time of the report. 

2. REPORT the incident to the HEADMASTER OR DEPUTY HEADS, or failing that, a member of 

the SMT. 

3. ADOPT the following procedure only if it seems entirely appropriate in the given 

circumstances. 

4. SEARCH the school grounds and buildings thoroughly, often pupils think better of the idea 

and return via another route. Use all available staff and prefects. All other children must be 

kept indoors in either their classroom or the boarding house, depending on the time of day.  
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5. INCREASE the search area once you are satisfied that the absconder is not to be found on 

school grounds. After 10 minutes from the initial report telephone:  

  a. The POLICE; 

    b. The PARENTS or, guardians. 

At this point, the Crisis Management Procedures outlined in the Crisis Management Plan 

should be invoked.  

6. Leaving a member of staff at school to await the police/parents, DRIVE and allocate 

members of staff to go on foot around Terrington, preferably with a colleague for 15 - 20 

minutes, checking the access roads. 

7. RETURN to school, by this time he/she may have returned or the police or parents will be 

present and able to advise.  

Once the incident is concluded log it down clearly and concisely in the Accident and Significant Events 

Log. This is kept in the school office and is updated by the Headmaster’s Secretary.  
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