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POLICY STATEMENT

Hunter Hall School seeks to ensure that pupils are properly supervised at all times, taking
into account pupils’ ages, number, any SEND, the type of activity and location. All staff
share in the responsibility of safeguarding the pupils.

Pupils should be formally registered on the management information software (MIS) during
morning registration, immediately following lunch and at the end of the school day.

In addition, staff should keep their own register of attendance at the start of each lesson
(this does not have to be recorded on the MIS), and make appropriate enquiries where a
pupil is unexpectedly absent.

Staff should also refer to the Whole School’s Educational Visits and Trips Policy.

GENERAL

Staff will take a charged, mobile phone with them on break duty. They will save the Prep
School’s number into their contacts. Other pupils are also a useful means of communication
when on duty.

If additional staffing is required to respond to an incident, then this should be coordinated
via the School Office.

DUTY ROTA

The day duty rotas is circulated to staff by the Head prior to the start of each term. This rota
clearly indicates who is on duty, their area of responsibility and the number of staff on duty.
Training is provided at INSET or staff meetings to ensure that staff understand their roles.

TRAVELLING TO AND FROM SCHOOL

A separate ‘HH Bus Policy’ exists and is shared with those parents using the bus routes from
Monday to Friday and published on the School’s website.

A separate ‘HH Permission to Walk Home Unaccompanied’ exists as an appendix to the HH
Bus Policy and parents requesting this arrangement must sign and return the document to
the School Office.

BEFORE SCHOOL

The School is supervised from 07.45. Pupils arriving between 07.45 and 08.15 should go to
the Pre-School for Early Birds.

From 08.15, pupils should go to their form rooms, where they will be supervised by their
Form Teachers.

BREAK TIMES

Staff should position themselves so that they have a good field of view of the playground.
The duty member of staff is responsible for ensuring that the children are using the
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equipment safely. They should be mobile walking around the area ensuring all children are
playing safely with each other.

The trim trail requires particular vigilance, ensuring that pupils do not climb unsafely or
jump from an unsafe height. Theduty member of staff should also ensure that the trim trail
is not overcrowded.

Wet break is decided by member of staff on duty. In the case of wet break, pupils will go to
the Barn.

LUNCH

Children will collect their lunch from the servery and will sit at allocated places within the
dining room. Duty staff will oversee this service ensuring children are meeting behaviour
expectations and are eating enough of the food served to them.

REGISTRATION

Morning - School registration takes place in tutor groups between 08.30 and 08.40 and is
taken by the Form Teacher using the iISAMS registration system. The School Office circulates
to staff a list of absent pupils.

Afternoon - Registration takes place between 13.00 and 13.15 for pupils in the Lower

School and between 13.30 and 13.45 for pupils in the Upper School. Afternoon registration

is taken by the Form Teacher for pupils in the Lower School and by the teacher supervising

‘ERIC’ for pupils in the Upper School.

In lessons, on noting absentee(s) the teacher should:

e check the daily absence register which has been circulated via email;

e enquire of the class and follow up with staff accordingly. They should not take the
word of a pupil alone;

e  contact the School Office.

If at any stage a satisfactory explanation emerges no further action is needed (other than

perhaps a sanction). If no explanation has emerged, please see Appendix | — Missing Child

Procedure.

De-registration — at end of School day: Pupils leaving at 15.00/15.15 are de-registered by

the member of staff on duty at the gate. Pupils leaving between 15.30 and 16.30 are de-

registered by the Bursar. Pupils leaving at 16.30 are de-registered by the member of staff
supervising LS Care or US Prep. Pupils leaving after 16.30 are de-registered by the member
of staff supervising Twilights.

8.5.1 Parents of pupils that are unaccounted for at the end of the day will be contacted by
the duty staff member by telephone to ascertain their whereabouts. If leaving a
message, they will explain that they are confirming that the pupil has signed out with
them and ask for a confirmatory email — to the duty staff member — as soon as
possible. The duty staff member will continue to try and make contact every 15
minutes and after 60 minutes will enact that stage of Appendix 1: Missing Child
Procedure.

8.5.2 If a pupil is not collected by their parents then the duty staff member will call them
on their mobile as listed in iISAMS to determine their estimated time of arrival.

8.5.3 If there is no response from the parents/carers or the emergency numbers by 18.00,
the Head will contact the Westmorland and Furness Emergency Duty Team on 0300
373 2724. The EDT will make arrangements for the child and will arrange for a visit to



8.6

9.1.

9.2.

be made to the child’s house and will check with the Police. The School will make a full
written report of the incident.
De-registration — at end of sports fixtures: Sports coaches accompany their teams to
fixtures will be responsible for signing them out on the de-registration file. Any pupil not
being collected or not signing out will be dealt with as above. For this reason, it is vital that
coaches have the correct information for their teams and the School office is informed of
any last-minute changes.

PUPILS WORKING WITHOUT DIRECT SUPERVISION

As pupils display greater levels of maturity, they are encouraged to take more responsibility
for their own behaviour.

In appropriate situations, they may be given the opportunity to work with greater
autonomy, such as in the library, for example. Teachers must use their discretion to decide
the circumstances in which this is appropriate, but are reminded that pupils should never
be left in isolation.



APPENDIX I: MISSING CHILD PROCEDURE

If a pupil is found to be missing staff should send a group email enquiring as to their whereabouts to
all staff.

If any member of staff should be able to explain a child’s whereabouts they should ‘reply to all’ in
order to allay any concerns.

Equally, if any member of staff is able to provide some context as to the child’s disappearance, then
they should also ‘reply to all’.

If the child’s whereabouts is not determined within five minutes:

A search of School buildings and grounds using available members of staff will be arranged by the
Head, or another member of the SLT, in his absence.

If the pupil is still not found within a further 15 minutes:

The Head / SLT member

e co-ordinates a wider search of the area around School with individual members of staff
designated to the following areas: the playing field, the playground, school buildings from
the changing rooms around to the barn; school buildings from the snug around to the
farmhouse, the forest;

e informs the Head (if not already informed).

If the pupil is still not found within a further 15 minutes:

e the fire alarm will be sounded and a full school roll call taken;
e police assistance will be enlisted;
e parents will be kept informed by the Head.

See ‘Hunter Hall Emergency Procedures’ for details of what to do if a child or adult goes missing on a
school trip, including overseas trips.



APPENDIX II: PUPIL ACCESS TO RISKY AREAS

Those areas deemed as ‘risky’ and the subsequent control measures are listed below:
Stairs: Children are instructed to keep to the left and to be aware of others on thestairs.

Science Laboratory - This rooms is always locked when not in use and children must wait outside for
the member of staff to allow them access. The children are trained in the safe use of the labs.
Hazardous chemicals are locked away.

COSHH supplies - All substances under the guidelines of COSHH regulations are kept in locked
cupboards and clearly signed.

Sports Hall / Art room - These facilities should not be used without supervision. Children wait outside
and are escorted in by a member of staff. Correct usage is outlined by the relevant member of staff.

Car Parks - Car parks are out of bounds, unless children are accompanied by a member of staff or
their parents.

Boiler Rooms - The Boiler Rooms is kept locked and is out of bounds.
High Windows - 1°** floor windows have restrictors.
Trees and Grounds - The regular inspection of trees is carried out.

Maintenance Sheds - The Maintenance Sheds are locked when not occupied by staff. Clear signage
exists to make clear that they are out of bounds to pupils.



APPENDIX III: PERMISSION TO WALK HOME UNACCOMPANIED FORM

In certain circumstances, parents may request permission that their child walk unaccompanied to
their home or to their parent’s place of work. However, we ask that you carefully consider the points
made below and, if in agreement, sign and return the permission slip to the School Office for entry
onto our records.

The School will acknowledge permission by email.
Criteria for permission from the School:

1. If walking as an individual, the pupil must be in Year 6.

2. Parents must be satisfied that their children are competent at crossing and walking alongside
the roads on their route in all weather and light conditions.

3. Parents must be satisfied that their children can access their house or place of work and
potentially be unaccompanied until such time as the responsible adult returns.

4. Parents must be satisfied that their children are competent to de-register themselves with
the member of staff on duty and accept that the staff will not question this, even if parents
have separately instructed their children to wait at School.

5. The School will not be held responsible for any accident or misadventure which might occur
to the child as a direct result of their walking alone to their home or their parents’ place of
work.

HUNTER HALL UNACCOMPANIED WALKING PERMISSION FORM

| hereby request permission for my child(ren) to walk home or to my place of work unaccompanied
during their time at Hunter Hall School.

| understand the criteria for this permission to be granted as set out in this document.
Child(ren):

Parent name:

Signed:

Date:



