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Introduction

This policy applies to all staff, parents/guardians, and pupils of St. Joseph’s Co-ed, East
Wall, during school hours, including break times and all school-related activities.

Rationale

The Rules for National Schools (Rules 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.

Circular 18/03 and 16/73 provide further guidance on supervision responsibilities.
Reference: Circular 18/03 — Supervision in Primary Schools

Responsibility

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

As outlined in Circular 16/73:

“The Principal teacher should organise supervision for the order and general behaviour of
the pupils during school hours. In particular, s/he should organise and participate in the
effective supervision of pupils during breaks, lunch-breaks, assembly and dismissal.”

Aims and Objectives
« To provide a framework that effectively ensures, as far as practicable, the safety of
children:

o at drop-off and collection times,
o while at play on the yard,
o during weather-related indoor breaks, and
o while engaged in school-related activities off-site.

¢ To observe and monitor behavioural patterns outside the classroom.

« To contribute to effective school management and to comply with relevant legislation,

School Procedures
» Parents/guardians are responsible for ensuring that their child(ren) are handed safely
to their teachers in the morning and supervised prior to class collection.
« Parents/guardians are responsible for their child(ren) once they have been released
by teachers at home time.
s The school gates open at 8:40 a.m. Children are expected to remain in their lines
and are supervised by a teacher until collected by their class teachers.
* Onrainy days:
o Pupils from the senior yard line up in the hall,
o Pupils from the junior yard line up in the corridor,
and both groups are supervised by a teacher until collected.
e Children are supervised at all times during regular breaks, i.e.,10:45 a.m. - 11:00
a.m. and 12:35 p.m. - 1:00 p.m., either on the yard or, on wet days, in classrooms.
« Since 2013, supervision duties are compulsory; teachers may not opt out,
« If parents/guardians raise a concemn about a particular child on the yard, all teachers
on yard duty are informed so that the concern can be monitored and addressed
appropriately.



« Teachers on yard duty remain with classes until the class teacher returns from break.
Teachers are asked to be punctual after breaks.

o Yard duty for absent teachers will be undertaken by the substitute teacher or, if none
is available, another staff member.

« All SNAs (Special Needs Assistants) are on duty during all breaks.

e Minor injuries are dealt with by the teacher on yard duty. Notes are made in the Yard
Book, and serious incidents are recorded in the Incident Book in the office. The
supervising teacher must inform the class teacher, and ensure parents/guardians are
contacted where necessary.

« In the event of a more serious incident, the supervising teacher will ask an SNA to
bring the injured child into the school, inform the Principal, and contact the
parents/guardians.

+ Parents/guardians are notified of all head injuries.

+ The teacher on duty carries a Yard book in the yard backpack, which should be
completed for any accident.

+ [If a child remains uncollected after 2:30 p.m., the school will contact
parents/guardians. A duty of care will be maintained by the Principal or Deputy
Principal until the child is collected.

If the child remains uncollected by 4:30 p.m. and contact cannot be made with
parents/guardians, the school will follow Tusla guidance and contact the local
Gardai.

Special Provisions

a) Out-of-school activities:

During off-site activities (e.g., swimming, field trips, school tours), appropriate supervision
ratios are maintained — generally one adult per 15 children. Ratios are increased where
necessary to support pupils with additional needs. Parents/ guardians may be asked to
volunteer to assist with supervision of children participating in off-site activities.

b) Meetings with parents/guardians:

If a teacher must leave their class to meet a parent/guardian, another staff member will
provide cover. However, parents/guardians are encouraged to arrange meetings before or
after school where possible.

c) Wet-day supervision:

During wet breaks, children remain in their classrooms under the normal supervision rota.
Children must remain seated. 6th Class pupils assist with supervision in the classrooms of
younger pupils.

d) Early collection:

Parents/guardians requesting to collect children during the school day (e.g., for
appointments) should notify the school at least 24 hours in advance, and must sign out
their child at the school office befare leaving.



Review and Ratification
This policy will be reviewed every two years, or sooner if required, to reflect changes in
Department of Education circulars or school procedures.

It was ratified by the Board of Management on: ]3/5'[/ r,‘i‘O 25
Signed.é Quiee o \g\(,dﬁgd c(Chairperson, BoM)

—
Date: Jé?/d L/J'Uo

/
/ 7 =
Signed: 04 f%’ (Principal)
-

Date:




Appendix A — Procedures for Teachers

Covering Absences of 25 mins or less

34 Class Teacher will cover 2™ Class when 2™ Class Teacher is at Student Council meetings.
Cover by neighbour next door will also apply to choir rehearsal, chess practice etc. We must
ensure such activities are kept to a time limit of under 25 mins.

Covering Absences for 25 mins +

If a teacher is away from their class due to a school event that lasts longer than 25 mins
(e.g., football training in Youth Club, football match, choir event etc.), a decision is made in
advance and ratified by the Principal re: cover that will be put in place.

In such cases, the following will be done:

a. Teachers who have smaller classes (both 5" Classes and both Reception Classes): One
teacher will be asked to take a full class and the other teacher will supervise the class
needing cover.

b. If a class teacher is taking a group to an event, that teacher’s class will be split

amongst rooms where children have also gone to the event. For example, Ms. Owens
goes to a football match, the remainder of her class is split between 5" and 6".

Break and Lunch Cover

The teacher next door covers the neighbouring class when the teacher on yard duty takes
their break and lunch in the staff room. Pupils must be given ‘independent” work to do during
the time. There should be no need for pupils to leave their seat, except to go to the toilet
when given permission to do so by the supervising teacher, who will check in on the class
every 5 mins.

SNAs in infant classes

When the class teacher in an infant class is on his/her break or lunch, there MUST be a SNA
present in the classroom with the classroom door open. The neighbouring supervising
teacher will check in on the class every 5 mins.

*Exception: Room 12

SEN Team member will cover Room 12 when Ms. Owens is on break and lunch. Lisa will
oversee the cover timetable for this.

END OF SCHOOL DAY

OPENING JUNIOR RED GATE

SHARON will open the JUNIOR RED GATE at 1.20 pm.

MARY will open the JUNIOR RED GATE at 2.20 pm.

CLOSING RED GATES

The class teacher who is the last to have all pupils collected from their class at 1.30 pm and
2.30 pm (Junior Yard and Senior Yard) is asked to close the Junior Red Gate and the doors
to the school corridors.

AFTERS COLLECTION (1 — 6" Class)



Collection of Island Key Afterschool pupils will be at the Senior Red Gate at 2.30 pm by
Island Key staff for 4%, 5" and 6" classes.

It will be outside Room 2 for 1%, 2" and 3" classes.

Class teachers must sign before handing pupils over to Island Key staff. It is best practice to
keep Afters’ pupils in a separate group at the back of your class line. Do not hand over
pupils until most or all of other children have been collected by parents/guardians.



Appendix B — Planned Absences

THE DAY BEFORE

CLASS TEACHER makes sure SPLIT LIST is up to date and a copy is on the teacher’s desk, a
copy of locations given to Noel and to Mary and Deirdre and on the server. A SPLIT LIST must
show:

-Name of pupil and class to which he/she goes

-Any medication required by each pupil

-How each pupil goes home

-Who has permission to collect the pupil

-Contact numbers for adults called by teacher when pupil has an incident, e.g. head bump

*Class Teacher ensures chairs and table(s) are left outside their room at the end of the school day, in
advance of EPV Day/planned absence. Ask a colleague to help with this, if required.

*Class Teacher ensures the classwork absence pack is left on the teacher’s desks in relevant
classrooms with the individual children’s names on the top of each work pack.

*(lass Teacher ensures medication and instructions re: administration of medication are given to the
class teacher who will supervise a child needing medication.

*Class Teacher ensures their yard duty and/or supervision duties are covered, if applicable.

NOTE: Each class teacher must ensure there is always 3 days of absence work in the filing cabinet
in the office. There should be one copy per child. This means work needs to be replenished after it is
used.

ON THE DAY

NOEL

Noel has a split list for the class.

Noel moves chairs and table(s) from outside the classroom to the relevant classroom before school
starts.

Noel will deliver the absent class teacher’s hot meals to 6 class, who will hand them out to the
relevant children.

MARY & DEIRDRE

When classes are lined up in the yard at 8.50 am, using printed split lists available on the server, Mary
(SNA) and Deirdre (SNA), will ensure pupils are brought to relevant split class. Both SNAs will also
take pupils who arrive late to their relevant class. They will do this until 9.10 am. Mary and Deirdre
will ensure morning snacks are provided to the relevant children.

SANDRA

From 9.10 am, Sandra, having access to split lists available on the server, directs pupils to their
relevant class.

Sandra completes roll book on Databiz by 9.50 am (adds note if child arrives in after that time).
Morning break in yard and lunch break in yard

Supetvising teacher drops off own class to the yard and drops off split list pupils to their yard after
that.

After yard, supervising teacher collects split list pupils from the yard they are in and then collects own
class.

END OF THE DAY

SEN TEAM

SEN Teacher x 2 (rota system for this overseen by Lisa) gather split list pupils from REC to S INF at
1 pm and 2pm (1% Class) and return them to their own classrooms. Supervising teachers must ensure
split list pupils are ready to leave the classroom at 1 pm and 2 pm respectively. Pupils leave as usual
from their own classroom.

Pupils from 2* — 6" Class will leave with their split class supervising teacher.

Split class supervising teacher leaves chairs and table(s) outside their classroom so Noel can collect
them the next morning and drop them back to their correct class. Ask a colleague for help with this if
required.




