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Supervision Policy 

 
Introduction 
This policy was originally formulated in 2012 and updated periodically since – most recently in 2021.  It 
applies to all staff and children during school hours, break times, and on all school related activities. The care 
and safety of the pupils of St. Sylvester’s Infant School during school hours is of paramount importance for all 
members of staff and the school community. The goal of this policy is to outline the procedures that cover the 
supervision of pupils during school hours on the school premises or on school related activities.  
 
Relationship to the Characteristic Ethos of the School 
This policy is in keeping with the school ethos and values in providing a safe and secure environment for 
learning for all pupils and the wider school community. 
 
Rationale 
The rules for National Schools 121(4) and 124(1) oblige teachers to take all reasonable precautions to 
ensure the safety of pupils and to participate in supervising pupils during school time and during all school 
related activities. Legislation and Court judgments also place a ‘duty of care’ and accountability on schools 
that we, in St Sylvester’s have underpinned with this policy covering all reasonably foreseeable eventualities.    
 
The duty of care to pupils applies at all times when a teacher has a responsibility for a pupil. The class 
teacher has the primary duty of care for the supervision of their pupils while at school. This responsibility 
may be shared with the class assigned Special Education Team (SET) teacher, the class Special Needs 
Assistant (SNA), or to other members of staff as applicable. 
 
Aims and Objectives 
Our aim is: 

• To provide a safe place for all the children in our care 
• To develop a framework of procedures that effectively ensures the safety of the children while 

engaged in school activities as far as is practicable 
• To observe, monitor, and share behavioural patterns outside the confines of the classrooms 
• To contribute to effective school management and comply with relevant legislation. 

 
Legislative Context 
Under the provisions of the Education Act 1998, and the regulations of the Department of Education and 
Skills, the Board of Management is the body charged with the direct governance of a school. 
 
The overall responsibility for the day-to-day management of school supervision rests with the Principal. The 
terms of Circular 16/73, which was issued to all primary schools, provides that the Principal of a primary 
school should organise supervision for the order and general behaviour of the pupils during school hours.  In 
particular, they should organise and participate in the effective supervision of the pupils during breaks, lunch 
breaks, assembly, and dismissal. 
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The degree of supervision by a teacher should be that of ‘reasonable care’ i.e., equate to the supervision 
levels of a careful parent. This is supported in Rules 121 (4) and 124 (1) of the Rules for National Schools 
and Section 23 (2) of the Education Act 1998 which oblige teachers to take all reasonable precautions to 
ensure the safety of pupils and to participate in supervising pupils when the pupils are on school premises, 
during school time and/or on school activities. 
 
Procedures 
 
General  
All teachers, including substitute teachers, engage in supervision duties in the course of their duties.   
 
It is the policy of the school to supervise the school yard at all times during regular lunch breaks.  Teachers 
assume a duty of care at 8.50am (or at their staggered assigned starts in line with the Covid-19 policy) 
 
Every year the Board of Management advises Parents/Guardians to read the Supervision policy on 
www.stsylvestersinfantschool.com.  
 
The school will open to receive pupils at 8.50am. (or going forward in the policy at their staggered assigned 
start times in line with the Covid-19 policy) No responsibility is accepted by the School for pupils arriving 
before that time. It is the duty of care of the Parents/Guardians to supervise their own children before 8.50am 
and after 1.30pm.  
 
Classes will commence each day at 9.00am. No pupils should arrive later than ten minutes after their official 
start time. Classes will end each day at 1.30pm (or at their staggered assigned finish times in line with the 
Covid-19 policy.) Parents who wish to have their children escorted home should make their own arrangements 
to have them met at the school líne and the person to escort them should be at the school not later than 
1.30pm.  
 
Parents/Guardians are asked to acknowledge by signing a Digital Form sent from the school office that they 
have read and understand that no arrangement exists by the school for the supervision of pupils who arrive 
at the school before 8.50am.  
 
Parents are advised to leave the school grounds as soon as they collect their children 
 
Rules of the school yard are reviewed and revised continually and communicated to children regularly 
 
Normal Admission of Pupils 
The school gates will be opened to receive pupils at 8.30am.  The gates will be opened by the school 
caretaker, the Principal, the Deputy–Principal or a member of the School Management Team in that order of 
responsibility.  If none of these are available to carry out this duty, then a designated member of staff will be 
given the temporary responsibility to open the gates.  This will be done with the designated member of 
staff’s willingness and in agreement with the Principal. 
 
It is the responsibility of those bringing the pupils to school to supervise their child at the designated 
collection point until the class teacher or substitute teacher arrives to bring them into the class  
 
The gates are closed at 9.10am  
 
 

http://www.stsylvestersinfantschool.com/
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Inclement Weather Admission of Pupils 
In the event of Inclement Weather, (heavy rainfall, ice or snow) parents are advised that pupils should not 
arrive early to the school grounds as the school cannot guarantee the provision of appropriate and adequate 
supervision in the school building before the official opening times.  
 
By not arriving early to the school on such mornings will prevent the pupils: 

• From getting soaked before school starts  
• Falling on potentially slippery yard surfaces.  

 
Approaching traffic to the school during inclement weather conditions can be heavy and slow. Parents are 
advised to adopt a sensible approach and that pupils can be admitted to the school up to 9.15am as the 
Rolla will not be taken until 9.20am on mornings where there is heavy rainfall/inclement weather. 
 
Dismissal of Pupils 
The school gates will be opened at approximately 1.15pm each day to allow Parents/Guardians to wait at 
their child’s class líne for pick up  
 
Class teachers will accompany their classes to their designated point of dismissal at the end of the school 
day   
 
Children should ALWAYS be collected on time. However, in the unusual event of a child not being collected 
on time, the child will be brought to the office. The class teacher will attempt to contact the relevant 
Parent/Guardian to communicate to them that the child was not collected, and to organise a pick up for the 
child at the earliest possible time.  The school ensures that a duty of care is provided until the child is 
collected.  The class teacher will remain at the office with the child until they are collected.  If the class 
teacher is unavailable to supervise the child (e.g., Parent/teacher meeting) the class teacher will ask a 
colleague to supervise the child in their place 
 
It is the responsibility of the Parents/Guardians to provide valid and current contact numbers to the 
secretary. 
 
Yard 
Pupils have two-yard times every day.  Due to Covid–19 procedures prevailing from 2020, yard times are 
staggered to ensure that pupils are not in close proximity to pupils from other classes. 
 
The 2021-22 yard times are as follows: 
 
 Small Yard Big Yard 
Junior Infants 10.30 – 10.40 12.10 – 12.30 
Senior Infants 10.30 – 10.40 12.10 – 12.30 
First Class 10.15 -10.25 11.40 – 12.00 

 
The staggered yard times will end once schools are advised to do so by the Department of Education.  The 
senior and first-class pupils will share the same yard space at the same time once again.  The following table 
outlines the yard times in this circumstance. 
 
 Small Yard Big Yard 
Junior Infants 10.30 – 10.40 12.10 – 12.30 
Senior Infants & First Class 10.30 – 10.40 12.10 – 12.30 
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Two teachers are assigned to each yard to supervise the pupils during these times.   
 
At least 5 Special Needs Assistants (SNAs) are on duty during lunch breaks.  While these SNAs provide 
supervision for designated children with Special Needs, they can act in an observing and reporting capacity, 
bringing instances of misbehaviour to the attention of the teacher on yard duty. The school’s Anti-Bullying/Code 
of Behaviour policy covers incidents of misbehaviour. 
 
Teachers will supervise the yard on a rota. A Rota for supervision is drawn up by Mr. Kane, a member of the 
In-School team in consultation with Principal/staff and this Rota is emailed to the staff and displayed on the 
staff room notice board. 
This rota is reviewed and changed on a yearly basis and throughout the year as necessary.  This duty is 
carried out by the In-school Management Team who is responsible for yard duty.  This rota will be shared 
with staff as required over email and will be posted on the staff room yard notice board.  The yard rules will 
also be emailed to teachers and will be posted on the staff notice board for staff to view.   
 
Principal’s Responsibility 

• The overall responsibility for the day-to-day management of school supervision rests with the 
Principal.  

• The Principal usually supervises the playgrounds for ten-fifteen minutes preceding admission time 
each day.  This is done without prejudice, as the school does not officially take responsibility for 
children before admission time 

• The Principal may also cover yard supervision in the event of unplanned absences, and will  
organise cover should a teacher be called from his/her classroom to meet with a parent. However, it 
is school policy to request parents to make appointments 

 
Class Teacher Responsibilities 
At all other times each teacher is responsible for the supervision of all children under their care, and may - 

• Swap supervision duties with a willing colleague for planned absences If a teacher is unexpectedly 
absent, the Principal will assume his/her duties or another colleague in a reciprocal arrangement 

• Never leave their classroom unsupervised  
• Check that their pupils have used the bathroom before they enter the yard 
• Ensure that their pupils are appropriately dressed for the yard (e.g., wearing coats, gloves).  Class 

teachers may need to advise parents/guardians to include more/less items of clothes depending on 
the current weather. 

• Remind their pupils of the yard rules at the beginning of the year and at least once more per term. 
• Supervise their pupils as they walk to and from the yard 
• Stay with their pupils until the supervising teachers are in the yard 
• Ensure that no children are left inside the classroom during the yard time. Class teachers should 

return to their classroom after they have left their pupils in the yard to ensure that no pupils have 
been left behind. 

• Remain with their class when visiting teachers such as P.E., Music, Language or Student teachers take 
over a class. They should not leave the area where the lesson is taking place and retain a position 
where they can maintain a view of all of the pupils from their class. 

• Ensure SNAs are not left in sole charge of a class 
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Special Education Team (SET) Responsibilities: 
• Collect and return children who are withdrawn from their mainstream classroom for Resource, 

Learning Support or Language Support at the classroom door  
• Return children to their class teacher following an emergency evacuation 
• Accompany pupils with SEN en route to and from their classroom to the location of the support 

lesson.   
• In the case of an unplanned teacher absence, the yard co – ordinator will organise emergency cover 

in consultation with the principal. 
• Teach in place of any of their assigned class teacher’s absences, including admission and dismal of 

pupils.  
• Support substitute or student teacher teaching in their assigned classrooms 

 
Pupil Responsibilities: 

• Follow the yard rules 
• Freeze on the freeze bell 
• Walk to their líne when instructed to do so 
• Communicate any yard concerns with the yard teacher at the time.  Failing this, they can do so with 

their class teacher. 
 
Yard Teacher Responsibilities: 

• Supervise the yard on the days that they are rostered 
• Teachers on yard duty remain with the classes until the class teacher returns from break 
• Continuous walking around all sections of the yard to ensure full pupil supervision 
• Bring out a bell to alert the pupils when necessary and to indicate to them when it is time to line up 
• Ensure that the yard rules are being adhered to 
• Monitor yard games and as required, verbally remind pupils to not play rough games with the higher 

potential for injury 
• Deal with injuries/complaints  
• Confiscate items from pupils that could be used to cause injury or are not allowed under the yard 

rules 
• Report any potentially hazardous areas to the Principal 
• Appropriately administer first aid in line with the Administration of Medication policy 
• Accompany pupils to the bathroom during the yard.  Pupils are to use the bathroom from their own 

classroom whilst the Covid–19 Response Plan is in action within the school.  Teachers will ensure that 
they bring two additional pupils from the class to ensure that they are not alone with the child 

• Communicate any minor incidents and/or accidents that have occurred on yard to the class teacher. 
• Contacting Parents/Guardians after the yard in the case of any head injury in the yard 
• Fill out the Accident Report book as required. 
• Fill out the incident book as required 
• Ensure in the case of a head injury that the 

o Class teacher is informed 
o School secretary is asked to phone the parents to share this information to ascertain whether 

the child should go home or not 
• Ensure in the case of a serious incident or accident that the class teacher and Principal are contacted 

immediately.   
 
For further information regarding serious incidents or accidents, please refer to the Code of Behaviour. 
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SNA Responsibilities: 
• Provide supervision and support for a number of designated pupils with additional support needs 
• Contact class teacher if children in their care requires further support 
• Act in an observing and reporting capacity, bringing instances of misbehaviour to the attention of 

the teacher on yard duty 
 
Parent/Guardian Responsibility: 
If a Parent/Guardian has a specific concern about the supervision of their child in the yard or any other 
school setting, they should communicate the nature of this concern to the class teacher.  The class teacher 
will consider modifications or changes to the supervision of the child as is necessary.  A ‘Continuum of 
Support’ document may be required to be opened depending on the specific concerns.  The class teacher may 
also need to communicate these concerns to the school Principal for further guidance. 
 
First Aid 
First Aid boxes, Accident Report books, & Incident books are kept as a matter of procedure and are to be 
used as appropriate by supervising teachers.  The procedures for using first aid resources are outlined in the 
Administration of Medication Policy. 
 
Inclement Weather during Yard  
In a situation where yard activity cannot take place due to the weather, the Principal or another member of 
staff will make an announcement over the intercom that the yard activity will be postponed.   
 
There is a “wet yard rota” organised and placed outside each set of classrooms and in the staff room.  This 
rota is reviewed and changed on a yearly basis and throughout the year as necessary.  It will generally be 
the case that the teachers rostered for yard duty will also be those who need to supervise the classes during 
inclement weather.  Each teacher on the wet weather rota will have responsibility for the supervision of a set 
number of classrooms within an area. 
 
Class teachers will organise their pupils before finishing their supervision of the pupils for their own break.  
This may include using the Interactive Whiteboard to play a video, providing Mindfulness Colouring 
activities, or providing some other form of activity.  It is the class teacher’s responsibility to have any such 
activity established before they hand over the responsibility of supervision to the teacher on the wet rota. 
 
Brief Absences during the School Day 
• Unless unavoidable, teachers should not leave their class unsupervised (other than when a teacher 

suddenly becomes ill)  
• When a teacher has to leave a classroom for any reason, they will inform the teacher next door or 

their assigned SET teacher, and arrange the short supervision of their class 
• During School Support Plus Plan meetings, the SET co – ordinator will organise cover for class teachers 

and class SNAs (if applicable) to attend the meeting 
• During all other planned meetings (e.g., psychologist visit), the class teacher and SET teacher will 

organise cover with the SET co – ordinator. 
 
School Tours 
If pupils are required to be on the school premises before or after official school hours for a school tour, 
written notification will be sent to the parents/guardians in advance. The relevant class teachers, SET 
teachers, SNAs, and Principal will be on site to supervise the pupils for the activities specified. 
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When it is safe to do so, pupils will have the opportunity to go on school tours. This will require pupils to 
leave the school building with their class for a portion or the full duration of the school day. On these 
occasions, pupils will be supervised by their class teacher and at least one further member of staff.  
Depending on the needs of the class, further staff members may be designated to a class to support their 
supervision. 
 
The class teacher will have responsibility for where each member of staff is required to supervise while on 
transport to, from and at the school tour location itself. Staff members should ensure that they are 
appropriately located in positions where they can maintain visual supervision of all pupils during the entirety 
of the day.  
 
Staff members and pupils must adhere to all road and traffic regulations while on a school tour.  
 
Local Trips 
Throughout the year, pupils will have the opportunity to partake in walks around the local environment with 
their class.  The school caretaker will be contacted in advance of a walk to ensure their availability to 
supervise the crossing of the road at the traffic lights using the lollipop stick. 
 
If a class is attending a local event (e.g., going to the tennis club; model railway centre), the class teacher 
will identify the needs of their class in terms of additional supervision and liaise with their SET teacher, the 
SET co–ordinator, and principal to ensure that they have an adequate level of support to supervise the pupils 
on these journeys. 
 
Staff members and pupils must adhere to all road and traffic regulations while on a local trip outside of the 
school grounds.  
 
Christmas Concerts 
If pupils are required to be on the school premises after school hours for an evening Christmas concert, 
written notification will be sent to the parents/guardians in advance.  Instructions will be shared in this 
correspondence on where and when parents/guardians are to leave their children at the school.   
 
Class teachers will organise additional supervision support with other class teachers and/or SET teachers for 
the evening.  There will be at least two teachers supervising the class for this activity. 
 
Pupil Leaving during the School Day  
Parents/Guardians may request that their children be allowed to leave during the school day due to medical 
appointments or other essential activities.  In these circumstances, the following procedures will apply: 
 
• When a child needs to leave school during the day, the child’s parent or designated adult must sign the 

register in the school secretary’s office. 
• Where possible, Parents/Guardians will notify the school in advance in person, by telephone, in writing, 

or through email.  They must provide a reason for their early departure, the time that they wish to 
collect their child and the approximate time of return, if applicable. 

• The school secretary will collect the pupil from the classroom, yard, PE hall, or school grounds and bring 
the child to their Parent/Guardian who will wait in the front entrance foyer.  If they are unavailable to 
do this, the Principal or other member of staff will be tasked with the collection of the child from their 
room or other location within the school. 
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Flight Risks 
Different pupils can present with various needs which can cause them to behave in a manner that is a threat 
to their safety and the safety of others.  In the case where there is a stated risk that a child may look to 
leave with school premises without permission, the follow procedures will take place: 
 

• The ‘Continuum of Support’ document will be put in place by the class teacher to outline a behaviour 
plan for all children who may pose a risk of absconding.  This will be done in agreement with the 
Parents/Guardians of the child, the Principal, and any other required staff (e.g., SNA, SET teacher) 

• For sensory breaks, staff should adopt preventative methods, such as retaining a calm stance, calm 
facial expression and gentle tone of voice  

• Distraction/diversion, verbal support, rewards, praise, and close supervision will be prioritized as key 
strategies to reduce the risk of pupils looking to abscond from the school grounds. 

• If required, specialist training will be provided to staff to deal with pupils who are of risk of 
absconding. 

 
In the case where a child is attempting to leave the school grounds and a staff member is with them, the 
following procedures will be enacted immediately. 
 
The staff member is to remain with the child at all times.  If they can, the staff member should contact the 
office using their mobile phone or verbally state to another member of staff that they see that they require 
immediate assistance.  They are to use the outlined strategies in the pupil’s education plan to try and bring 
them back to their classroom. 
 
If the staff member is unsuccessful, they can use as minimum a force as required to ensure that they do not 
leave the school or its grounds.  This may include holding the gate or door shut in front of them.  If they 
manage to leave the school grounds and it is still possible to do so, the staff member can physically restrain 
the child with as minimum a force as is possible.  If physical intervention is deemed impossible or likely to 
result in injury to the pupil or the staff member, it may not be possible to intervene physically. 
 
In the event that it is deemed impossible to intervene physically and the pupil manages to leave the school 
grounds, the staff member will remain with the pupil as close as is possible and contact the school.  The 
school will then contact the pupil’s Parents/Guardians and the community Garda. 
 
In the case where a staff member is unable to locate a child, the following procedures will take place: 
 

• They will return to the child’s classroom and identify if the child has independently returned there. 
• If they have not, the office will be immediately contacted and a notice will be made over the intercom 

for the entire staff with the phrase ‘The visitor is leaving’.  This will alert all staff members that an 
incident is taking place 

• Al available staff members (e.g., Principal, secretary, SET teachers, caretaker) will support the search 
for the child.  One staff member will be located at the car park entrance and another will be located 
at the front of the school.  All other staff members will look around the school building for the child. 
They are to first prioritise locations where the pupil is familiar with (e.g., SET room, PE hall, yard) 

• If the child has not been located within five minutes of the announcement, then the 
Parents/Guardians and community Garda will be contacted. 
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Any serious incident of absconding or attempted absconding will be documented and recorded on the child’s 
file.  The nature of the incident will be communicated to the Parent/Guardian.  Disciplinary action may be 
invoked if deemed necessary. 
 
Policy Success Criteria and Review 

• Ensuring a safe, child – friendly school environment  
• School tours and off–site events are conducted safely 
• Reinforcing yard rules termly 
• Supervision duties are reviewed yearly 
• Altering or adjusting procedures deemed to be inoperable. 

 
References 

1. Primary Education Management Manual – Thompson Roundhall 
2. Insurance, Safety and Security in the school – Marsh Ireland  

 
Review 
This policy was ratified by the Board of Management on 7th December 2021 
 
This policy will be reviewed again in 2025. 
 
The Board of Management reserves the right to add to or amend this policy from time to time as is deemed 
necessary. 
 

 
Signed: 

 
________________________ 
Mr. M. McKenna 
Chairperson 
Board of Management 
 
 


