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CONTENTS OF POLICY

Thi policy statos the paramcters far the offective supervision of day and boarding pupils of all ages.

RELATED POLICIES

o Safoguarding Policy

e Educational Wisits Palicy

e Sccurity Accoss, Workplaco Safety and Lanc Worlding

e Policy for Educational Visits far EYFS Childron

e Uidanco an Missing Child Policy and Proccdurcs when a Child is not Collected on Tine-
Appondix A

e FRowards and Sanctions Policy

PUPILS’ ARRIVAL AND DEPARTURE

Main House({Year3 - Year 8)

Day Pupils may arrive at Recoption from 7:30am [supcrviscd Breakfast Club runs from 7:30am until
#:15am, inftially at Reception or in the Bining Room for Breakfast, befare going to the BM Hall from
8:00-815]; othor Day-Fupils not attending Breakfast Club should arrive through Pupil Rocoption
boetween 8:00am and 8:25am [any pupils arriving after 8:00am but before &:15am will also go to the
Hall for Yoar 3 & & or the Hard for Years & and above]. Thoy are cxpocted to 9o haome by cithor 4:40
m, 6:00pm [if staying 1o Prop), 6:30pm [if stayving until aftor tea] o at anothor time appropriate to any
activity that thoy may be attending, unless they are staying late for a function. Pupils arc not allowed
oh sitc without supcrvision. At lcast anc membor of the tcaching staff is always present an duty in
order to supcrvisc pupls whenover thoy are in the school cutside normal school hours. All membors
of the tcaching staff [plus some non-teaching] are cxpoctod to take thelr share of break and lunchtime
supcrvisory dutics, as well as late and woeckond dutics. A duty rota is produced cach torm by the
Doputy Head cnsuring that ocverny arca of the schaol site is supervised during the various broak timaes;
thore is always a tcam of at least four staff on duty in the various lunch sittings too.

At break times during the school day, there s duty team of staff, who wear hi-vis jackots for increascd
wisibility, who supervise in various dedicated zones around the school. Staff arc instructed to maonitor
pupil’s behaviour closcly, following the Swanbourne Way, 1o cnsure no physicality botweon the
children. We cncaurage plonty of cutdoar play: children arc allowed to play inthe woods, climb trocs
and makc camps, but thoy should ascend troes with thelr foct no higher than the height of an average
adult. Thoy should stay well clear of the Ha-Ha Wall; Gut of bounds arcas during broak times are from
tho top of the golf course and down anta the Bottomn Pitches. Children should also not play in front
of tho schoaol, an the Carriage Swoep of cross the driveway. During the Summer Term, children may
[with supcrvision an tho Paddock] play in the cricket nets. Older children [Year 7 and above] arc
allowed to play an the Groen Astro, when supervisced. At other times, it is kept locked.

There are alse footkall goals on © Lawn and T Lawn: C Lawn for Year 3 and T Lawn for Yoar 4 and 5
During the Autumn Term, Yoar 3, 4 and 5 are all issued with a foatkball liccnee, which thoy themsclhves
arc involved in the drawing up of during PSHE scssichs near the start of cach year, so that all are
agreed an a responsible code of conduct. Foatball licences can be revolied for a short periad of time
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by any momber of duty staff far any breach of this code of conduct - thoy should infarm tho child's
Form or Pcrsonal Tutar if this is the casc. Far poor bohaviour during brcak tinne, children may also be
tagged’ to the duty momber of staff [have to stay with the momber of staff on walkabout duty], o
scnt to W whore thoy may be asked to complete samo writtcn waork as a punishment [sco Bohaviour
/ Rowards and Sanctions policy].

At the ond of a break time, school bells will sound five minutes before the start of the next lesson.
Year 3 & 4 should line up on C Lawn, from whore they will be eollected by their toacher.

Co-ordinated by a member of SLT, there is a duty tcam of staff for cach day which supcndise prep
[post 4:40], tea and ovoning signing out. The Boarding Houscparonts [or Assistant] arc on duty in the
boarding housc in the cvenings and at woeckends, Pupils arc able to call oha member of staff at any
time if neccssary.

Arrangomaents arc mado 1o ensure pupils are supcrviscd during play and concert rehearsals, ar athor
cvonts that bring small groups inte school aut of hours. Mombers of the PE Dopartment suporvise
pupils on bath home and away matchos.

Maner House [Foundation to Year 2)

Broakfast Club opons in the Manor Housc from Z30am. This is superviscd by e membiors of staff.
Pupils may go into the classrooms from &15am, with tcachers. The doors closc at 8:45am and access
aftor this tine is by ringing the daorbell. The ond of the academic day is 3:30pm. There is Cabin Club
[after school carc] until &30pm. Thisis run by a minimum of two mombers of staff and is ahways staffed
within the logal ratic. All members of staff are oxpected o take their share of breals and lunchtimc
supcryisory dutics which is sct on the rota.

The main duty times arc:
Broak duty [1h45am — 11:15am]
Lunchtine dutics [various betwoon 12152m and 2:152m)|

Saturdays

On Saturdays, we run an Enrichiment Pragrammc, compulsory for childron in Year 7 & 8 and optianal
far thosc in Ycar 5 & 6. Thoere is no Breakfast Club facilivy for day pupils to arrive carly on Saturdays.
Thi doors at the Pupil Reception arc manncd fram B:15am bofore activitics start at 8:45. Childron
register in cach of thelir activitics. Break dutics arc performed by the duty member of 50T supportod
by Gaps. The schoal day for Day pupils cnds at 12:15pm.

Boarders

All pupils are cxpected to return aftor tea to the boarding housc by 6.20pm for Registration, of on
the 'darlkkness’ bell if carlicr. Pupils are nat allowed o [cave the boarding housc aftor shower tme ar
the boarding housc activity has finished, if lator.

Leaving the Premises [othor than for an official Schoaol Activity]

Mo pupil may leave the promises at any time during tho school day, cxcopt with apprapriato
permission, having been signed out, and wheon cscorted by parents/guardians. The only excoption
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is Scniar Prefects who are allowed 1o qo to the village shop as a privilege, minimuam 2 pupils on
Wedneosdays betwoeen 10:45am and 11:15am. Thoy must sign out and back in from Main Rocoption.

REGISTRATION

ALL PUPILS; Wo tale a register of pupils at the start of the morming and aftornaon scssions: in the
mornings this is comploted by Form Teachers [of Persaonal Tutars for Years 5-8 on Woednosdays); in
tho aftcrnoans, this is completed during lunchtime. Parcnts arc respansible for notifying the school if
their child is absent far any reason. The school will always contact the parent if a child fails to arrive
at school without an cxplanaticn. Children are signed out by their farm tcacher in form rooms at tho
cnd of cach day; there is a scnior member of staff responsible far checking that pupils depart with
their paront f guardian at Fupil Rocoption overy day if the children arc going home.

BOARDERS: We make sure that we know the whorcabouts of all beoarding pupils at all times by
cporating a signing in and signing out system when boarders lcave the school, and by registering
attcndance in the boarding housc at 6:20pm. The register will be checked again after the last lights
out time [9:30pm]

MANOR HOUSE: We opcerate identical registration procedures to the Main House; but inaddition, wo
will ohly release a child at the end of his or her session into the carc of a parcnt or other individual,
whase namce has becn notificd to us in writing of telephone in advance.

MEDICAL SUPPORT

There is a qualificd nurse of first aider on duty in the Surgery of casily contactable by radio clsowhore
oh site from 8.30am to 6:00pm overy day wha is available to administor first aid, to deal with any
accidcents or cmorgencies, of to help if somconc is takendill. A number of membaers of the tcaching
staff and non-teaching staff, wha are traincd and qualificd as First Aiders arc able to give cmergoncy
first aid. Th names of First Aldors are availablo in school and in first aid notices that are displayed
araund the school. First aid boxes arc in all potentially high risk arcas, as well as in the School Office.
[The Schoal Murse regularly checks and replonishes the first aid boxes).

Epipens box

Childrcn wha have Epipens for scvere allorgics all keop onc in surgory, at Recoeption and, in most
cascs, on their porsan. There arc photos of children who have such allorgics on display in the staff
room and inthe Dining Room far catering staff.

Inhaler box
Theore iz a bax of inhalers also kept in surgery f Recoption. A list of asthmatics is kept up to date and
is displaycd in staff rooms — boefore trips lists of modical needs are choclied by the trip lecaders and

appropriate moedicaticn is taken as neccssary.

EYFS: Thore arc always adogquate qualificd pacdiatric first-aidors in the Manor Housc.,
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SUPERVISION DURING EDUCATIONAL VISITS

The arrangements far the supcrvision of pupils during cducational visits and trips out of schools arc
doseribod in our policy on Educational Wisits.

UNSUPERVISED ACCESS TO RISKY AREAS OF SCHOOL BUILDINGS & GROUNDS BY PUPILS

Pupils arc not alloawed into the swimming pool without a gualificd member of staff in charge, nor are
thoy allowed to usc any gymnastic, athletic o climbing cguipment without supcrvision. Pupils arc
cxpected to follow reasonable instructions given to thoem by teachers of by gualificd leaders in
advonturous activities.

We cnsure that pupils do not have unsupcrvised acccss to potentially dangorous areas, such as the
awimming poal, the scicnec laboratorics, the design technology rooms, the coramic studio, ote
Daors to those arcas arc kept locked at all times whon not in use. All flammakbles arc kept scourcly
locked in appropriate storage facilitics.

Pupils do not have access ta the Grounds, Maintcnance, Catering and Caretaking arcas of the schoal.
Clear ‘out of bounds' signs are displayed on the road way to Gap Student accommodation [Little
Orchard] and the compound and lcading up from the Golf courso.

Clcar signs are displayed.
Whon weather conditions arc inclemaont, a scnior member of staff will inform staff and pupils that
cortain arcas of the schoal may be out of bounds [for example, the woodcd arcas during high winds,

o outside, during hoavy rain]. Duty staff arc also cxpected to cnsurc that children arc woating suitable
clothing far the weathor.

STAFF INDUCTION

Guidancc is given on arcas within the buildings and grounds that should be reqularly checked whon
oh duty outside normal lesson times, and is available in the Information for Staff document
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APPENDIX A TO Al12 PUPIL SUPERVISION

SWANBOURNE HOUSE SCHOOL

MISSING CHILD
and
ARRANGEMENTS WHEN A CHILD IS NOT
COLLECTED
POLICY & PROCEDURES

{In¢cluding EYFS)
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EYFS Focb 13 Linked to 4.2.1 Missing Child & Nan Colloction
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Oct! Altcration ta the paragraph concorning Medical Supervision
2017
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CONTENTS OF POLICY

The policy consists of two parts, the first covering a missing child and tho sccand caovering the
procedure to be followed by the schoal in the cvent of a parent failing to colloct a child at the
appaintod tme.

PART ONE: MISSING CHILD POLICY
INTRODUCTION

Thi wilfarc of all of aur children at Swanbourne House is our paramount rospansibility. Every adult
wha waorks at the schoal has boen trained to appreciate that he or she has a ey responsibiliny for
hclping to keop all of the children safe at all imes. Our staffing ratios in Manor Housc [Foundation
to Yeoar 2] and Main House [Yoar 3-8] cnsure that overny child is supenviscd the whole time that he or
she is in our carc. Supcrvision talkes place in linge with safcty and the othos of freedom far childron to
chjoy the wider school graunds.

It is tho responsibiling of all staff 1o read the policy and act at all times according to its guidance. Staft
arc rospaonsible for completing Attendance Rogistors. They must be comploted accurately and
promptly according to school guidelines. Completed rogisters must be comploted,/returned ta the
school office before 900 am and again befare 2:00 pr. Fleasc refer to the Registration Procodurc
far full dertails.

If a momber of staff takes a pupil, group ar class out of schoal thoy arc respansible far informing
parcnts and staff at the school office so that rogisters can bo updated.

It is tho responsibility of paronts to chsure they provide correct and updated contact information on
a timely basis and know the procedures far the handover of their child at the beginning and cnd of
2CESIoNS.

If & parent takes a pupil aut of school during the day, they must sign them aut at the appropriatc
location for their child. The schoaol office completes the "OFf Site Register!

PROCEDURES AIMED AT REDUCING RISK OF A MISSING PUPIL

Start of the school day:

. Thi school should cnsure parcnts arc fully aware of the points at which respansibility for the
care of their child passcs from staff to thom and vice vorsa. Before 8:00am, this is at Roccption
[to Breakfast Cluk), than from 8:00am-8:30am this is at Fupil Recoption, where thore will be a
meombor of staff prescnt.

. There arc clear proccdurcs for welcoming pupils into all parts of the school.

. In the Main Housc the doors at Pupil Reception are closcd at 8:25am. In the Manor Housc the
doars arc closcd at 8:45am. After this time parcnts will be reguired to ring the appropriate
doarbell in the Manor House of pupils report to the main schoal office via the main entrance
in the Main Housc.

During losson time:

. Staff mark registers promptly and accurately.

. All staff must cnsure that the external gates to any cutside arca arc closcod when pupils are
laying outside. The excoption is the main cntranco gate.
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. If pupils lcave the classroom scourity to wiork in othoer parts of the schoal, the class tcachor
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must chnsure that adeguate supcnision is maintained at all tmes and all pupils are accounted

far on return to the classroom.
. Updated contact information for parents and carcrs is sought and maintaincd.

During playtime:

. Duty staff should bo on the playaraound bofare pupils come aut.
. Extornal gates romain closed.
. Staff patral all arcas in the playground throughout the session.

At home timao:

. Pupils lcave by assigned cxits [fram Aprl 219, at all normal departure times for Yoars 3-8,
the Pupil Recoption)].

. Children lcave with a designated adult

. Childrcen who arc nat collocted go to Cabin Club to wait

ACTIONS TO BE FOLLOWED BY STAFF IF A CHILD GOES MISSING FROM THE

SCHOOL INCLUDING DURING BOARDING TIME

Our procedures arc designed to ensurc that a missing child is found and returncd to offoctive

supcrvision as soon as possible. A child may be considered to be missing if thelr whercabouts is
unknown or thoy arc not prescnt whoen cxpocted to be and after initial cnguirics [music losson,

surgery, office ote] thoy are still unaccounted for, If a child was found to bo missing, wo would carry

out the most appropriate actions noting the times that actions wore takon:
. Take/chock a register inorder to cnsure that all the other children wore proscnt. A
bellfwhistle would be used to gather children if thoy arc outside.

. Infarm the relevant staff in the child's section of the schoaol. Within the Main House [Year 3-8]

this wauld be the Duty/Sconior Staff through the school Office in the day time but dircctly
aftcr &pm. During Boarding time, this would be dircctly 1o the Houscparonts or Assistant
Houseparcnt, Within the Manor Housc [Foundation to Year 2] the Hoad of Lower Schaol,

Head of EYFS or Head of K51

. Ask all of the adults and children calmly if thoy can tell us whon they last rememiber scoing
the child

. Occupy all of the other childron with a suitable arca of the school,

. At the same time, inform and arrange for one or morc adults 1o scarch throughout the
school

. Within the Manor Housc particular attention would be given to carcfully chocking all spaces,

cupboards, washrooms where a small child might hide
. Check the doors and gates far signs of cntry foxit

If the child is still missing, the following stops would be taken:

. Infarm the Head andfor the Head of Lower Schoel, [who, in turn would inform the Head),

the Designated Safoquarding Lead, Doputy Head and the Dircctor of Prep School Finance. A
firc alarm would be used [with air harns uscd to summan from Games as nocossary] to got

the whole school to assemble.

. Scnior staff would arrange for maintchance and schior staff from bath Main House and the

Manor House to be called by telephone and radio for an "Active Scarch’ of the rest of the

school premiscs and grounds and immediate vicinity of the schoal. In the casc of Boarding,

tho Housc Parcnts would arrange for all available duty staff and staff in school
accommodation to compaeto an "Active Scarch’
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. If the child's haomc is within walking distance, a member of staff would sot out an foot to
attcrpt to catch up with him/her staying in contact with the school

On the result of the: "Active Search’ being ncgative:

. Thi child's parcnts would be informed by a senicr member of staff with an cxplanation of
what had happoncd, and what steps have been sot in motion. Thoy would be asked to
come to the school

. Thi Head, Designated Safeguarding Lead, Head of the Lower School or Dircctar of Prop
School Finance would natify the Polico

. Tho Head would notify the Chair of Governors

. Efforts wauld cantinue within and boyond schaol to kaeate the child until found or until all

reasanable expoctation of finding the child has boen oxhausted and the matter is in the
hands of the police

A full record of all activitics taken up to the stage at which the child was found would be made for
the incident report. If appropriate, procodures would be adjusted.

ACTIONS TO BE FOLLOWED BY STAFF IF A CHILD GOES MISSING ON AN
QUTING

. An immediate head count would be carricd out in order to ensure that all the other children
WO [roscnt
. An adult would scarch the immediate vicinity

If the child is still missing, the following stops would be taken:

. The remnaining childron would be taken back to school if decmed appropriate

. Infarm the Head or Head Lower School by mobile phono

. Contact the venue Manager and arrange an 'active search’

. Designated Safoguarding Lead and Director of Prep School Financo to be informed

On the result of the: "Active Seareh’ being ncgative:

. The trip arganiscr would in liaison with the venuce managoer telophone the Police and thon
the school.
. A sonior member of staff would then telephone the child's parcnts and cxplain what has

happonod, and what steps have boon sct inmation. Ask them 1o come to tho venue or
Swanbourne House School

. Efforts would continue at the site to locate the child until found or until all reasonable
cxpoctation of finding the child has boen cxhausted and the matter is in the hands of the
polico

. A full record of all activitics taken up to the stage at which the child was found would bo

madc for the incident report. If approprate, procedures would be adjustod.

ACTIONS TO BE FOLLOWED BY STAFF ONCE THE CHILD IS FOUND

. Talk to, take care of and, if nccessary, comfart the child
. Spcak to the ather ehildren to onsure thoy undeorstand why thoy should nat leave the
promiscs/scparate from a group on an outing
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. Thi Head/Dosignated Safequarding Lead/Head of Lower School will speak to the parcnts to
discuss events and give an account of tho incidont

. Thi Head of Head of Lawer School will promise a full investigaticn

. The imvestigation should involve all concemed providing writtcn statcmaoents

. The repart should be detailed covering: time, place, numbers of staff and children, whon the

child was last sccn, what appearcd to have happonod, the purposc of the activity/outing,
the length of time that the child was missing and how sho/he appearcd to have gonc
missing, lessons for the future

. Modia chquiries to be reforred to the Head or Dircetar of Markcting.

PART TWOQ - PROCEDURES TO BE FOLLOWED BY STAFF WHEN A CHILD IS5 NOT
COLLECTED ON TIME

STATEMENT OF INTENT

In the cwent that a child is not collected by an autharisod adult at the cnd of a schoaol sessionfday,
Swanbourne House School puts into practice agrecd procedures. Theso cnsure the child is cared
far safcly by an oxpericnecd teacher or tecaching assistant wha is known ta the child.

AlM

In the cwent that a child is not collected by an autharisod adult, wie will chsure that the child reccives
a high standard of carc in order to cause as litthe distress as possible. We inform parcnts/carcrs of
our procodures sa that, if they are unavaidably delayed, thoy will be reassured that their children
will be properhy carcd for.

PROCEDURES

1. Parcnts of children starting at Swanbourne House School are asked o provide specific
information which is recarded on our Registration Form, including:

. homeo address and tolophone number

. place of worle telephone number [if applicable];
. mobile telephone number [iF applicable];

. cmail address

. dctails of rostricting court orders

2. For childrcn in the Manor Housc at the beginning of the year a Pormission Calloction form is
campleted by overy family Qiving namcs of the adults with permission to callect their child.
This form is updated cwvery year but paronts arc informed that it is their responsibility to
Updatc the school of any changos to contact details.

3. On occasions when parcnts arc aware that thoy will nat be at hame or inthoir usual place of
wark, thoy infarm the school inwriting how they, or the adult in 'loco parcntis’ can be
contactod.

4. For childrcn in the Manar House, on occasions when parcnts or tho persons narmally

authorised to colloct the child are not able to collect the child, they record the namc of the
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porson who will be calloeting thoir child ina Collection Book based in cvery classroom. Weo
aqgree with parcnts how the identification of the porsan who is to collect their child will be
verified.

Parcnts arc informed that if thoy are unable to colleet the child as planncd, thoy must inform
us as o who will collect their child and are asked if their child knawws that porson. Alternatively

the child will stay on the school premisces with a momber of staff until collccted.

If a child is not collected at the cnd of the day, wie follow the fallowing proccdures:

in thc Manar House the Collection Book/Board is chocked for any information about
changes to the normal collection rautines;

if no information is available, parcnts/carcrs are contacted at haomo ar at wark;

all rcascnable attempts are mado 1o contact the parcnts/carcrs and messages left if contact
is nat possible

in the Manar Housc [Foundation to Yoar 2] the child stays at schodl, initially in Cabin Cluk, in
tho carc of at least two fully-vetted staff mombers until the child is safely collocted;

in the Main Housc [Year 3 to 8] the child will remain in Fupll Recoption undor the suporvision
of day duty staff until 8:45pm and would then join the baarding tcam

the child docs not lcave the promiscs with anyone other than thosc who are named in the
Collection Book, recorded an the collection form of whose namc has becn givento a
momber of staff

If anothor person daocs come to collect the child, the parcnt will be contacted by telephono
ta confirm that this is carreat

rManar House Children after Cabin Club closes

If there s no response by 6.30 pim [or whon Cabin Club closcs — 5:30pm an an cxeat or stan
of half-tcrm Friday], the adult in charge of Cabin Cluk will cantact the Main Housc Duty Staff
[or an an cxeat or start of half-term Friday the Head or another scnior member of staff]
Cabin Cluky Staff will bring the pupil to the Front Hall of the Main Housc if thoy hawe still not
beon collected by 7:.00pm; on an cxcat or start of half-term Friday Cabin Club staff will necd
to contact the Head at Gardeon Housce or another sonior member of staff if the child is still
with thom at 6:00pm

Cabin Clukb staff will cxplain to duty staff all that has been daone and will bring a copy of tho
namcs of the children and contact details of the family in printed form.

Main Housc duty staff, if contact has nat alrcady beon madc with parcnts, should continue
to call.

Main Housc duty staff should cmail the Heoad of Lower School the collection time of the
childrzn so that appropriate charge can be madco.

If children have not becn colloctod by 8:00pm, Main House duty staff should call the Head
or, if the Head is not available, another member of SLT in order 1o hand over the child 1o a
schior member of staff,

Constant offort to contact the parcnts will be made throughout this tme.

If no succossful contact is made, the scnior member of staff will call Social Scrvices to seck
guidancc.

A repon of this incidont will be made and discusscd with parcnts.

We undertake to lock after the child safely throughout the time that he or she

remains under our care
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