
Italia Conti  
 

 
 

1 
Policies\Italia Conti\Theatre Arts School \ Supervision v1 updated January 2020 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Supervision Policy  
Academy of Theatre Arts  

Junior School 
 

Approved by:  Senior Management Team 
Reviewed by:   Quality Assurance Manager 
Checked by:  Head Teacher 
Date issued: 16th September 2019 
Expiry date: 
  

15th September 2020 

 

This policy will be reviewed by the Senior Management Team annually 



Italia Conti  
 

 
 

2 
Policies\Italia Conti\Theatre Arts School \ Supervision v1 updated January 2020 
 

Contents 
1.Overview ............................................................................................................................................ 3 

2. Aims ................................................................................................................................................... 3 

3.The school day .................................................................................................................................. 3 

Supervision at lunchtime and breaks ................................................................................................ 3 

4. Italia Conti’s expectations of staff who are supervising ............................................................. 4 

5. Supervision off-site (at Avondale) ................................................................................................. 5 

6.Supervision off-site (Pupils who are working or at auditions) .................................................... 6 

7. Linked Policies: ................................................................................................................................ 6 

APPENDIX 1  Duty Roster 2019-2020 .............................................................................................. 7 

 

  



Italia Conti  
 

 
 

3 
Policies\Italia Conti\Theatre Arts School \ Supervision v1 updated January 2020 
 

1.Overview 

It is the policy of Italia Conti to ensure, so far as is reasonably practicable, the health, safety 
and welfare of its pupils and employees while they are at work, as well as the health and 
safety of others who may be affected by their undertakings.  
 

At Italia Conti, we aim to ensure that the supervision of pupils throughout the school day is 
adequate to ensure their health, safety and welfare. The teacher has a duty of care to the 
children, which is based on the principle of in loco parentis. The level of supervision required 
varies according to the age of the pupils. 

 

2. Aims 

The aim of this policy is to offer guidance to all staff about the appropriate supervision of all 
pupils during the school day. 
 

3.The school day  

Pupils are allowed to enter the school building from 08:00am. They are required to sign in 
using the biometric thumb scanner. Should a pupil from Years 7–11 need to leave the school 
at any point during the school day, they will need to show the receptionist a permission slip 
that has been completed by the School Office. 

 

Supervision at lunchtime and breaks 

Italia Conti Academy of Theatre Arts does not have the benefit of any outside space where 
pupils can go during the lunchtime. This creates the need for a range of supervision 
arrangements according to the age and the interests of the pupils involved.  
 
A staff supervision rota is in place for supervision at lunchtime and breaks. During breaks 
and lunch time, pupils may use the canteen, the basement area and dressing rooms, and 
the third-floor classrooms. Clear expectations about appropriate behaviour are 
communicated to pupils at the beginning of each year 
 
 
Supervision at other points in the school day  
At other points of the day, staff supervise pupils when not in lessons in order to ensure their 
welfare and safety. These situations include:  
 
Before school  
Pupils are not allowed onto the premises before 08:00 am.  
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Break time  

A member of staff is based in the canteen at break times in order to monitor general 
behaviour in the room, ensure that pupils have tidied up after themselves,  
A member of staff monitors the corridor outside of the changing room during the morning 
break. 

From 16.00 to 18:00pm  
A member of staff is on duty during this period. They have overall responsibility for 
supervision during this time. At 17.45pm, the Designated Safeguarding Lead, or their deputy, 
checks all studios, student areas and changing rooms floor by floor to ensure all pupils and 
students have left the building. By 18:30 pm all pupils and students should have left the 
building. Once this has happened, the duty officer is free to go home. 

Fire evacuation from 16.00 – 17.45pm  
It is the responsibility of the class teacher to ensure that in the case of the fire alarm going 
off that the pupils in their class evacuate the building calmly and in accordance with the 
evacuation procedures. Pupils who are on-site but not in class (changing rooms 
toilets/corridors) between these times are advised to exit the building immediately via the 
main entrance where they will find a staff member who will direct them to the fire assembly 
point. All levels of the building are checked by Fire Marshalls, who will ensure that pupils 
evacuate the building safely. 

 

4. Italia Conti’s expectations of staff who are supervising 

In all interactions with pupils, staff are expected to adhere to the Staff Code of Conduct. 
The supervising adult must address bullying or inappropriate/hurtful language. 
 

It is vital that all supervisors do the following: 
• Turn up to their duty on time and stay until the end of the duty; 

 
• Be vigilant to the fact that they need cover for their duties, if they are on a 

course or are ill. This should be mentioned to the Director of Studies when 
cover is arranged; 

 
• Be aware of the expectations of each duty. If any member of staff is unsure, 

they should speak to a senior member of staff; 
 

• Have some vigilance about health and safety. For example, the adult taking 
activities duty must ensure that the studio spaces are free of risk before any 
pupils arrive and use the rooms; 

• If a pupil is injured during a supervised activity, the member of staff should send 
another pupil to the School Office to find a first aider. The member of staff 
should stay with the injured child. An accident report must be completed in the 
accident book once the first aider has treated the pupil. 
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In addition, they should: 

• Monitor the behaviour and interaction of pupils, allowing them the freedom 
to relax in their own time while still applying reasonable expectations; 

 
• Ensure that the noise level and activity of pupils is appropriate to the 

environment and intervene when it is not; 
 

• Ensure that pupils treat their environment with respect and intervene if pupils 
leave areas untidy or break school rules. Staff should be prepared to pick up 
rubbish/papers as well as asking pupils to do it. This is particularly important 
for the foyer area; 

 
• Ensure that pupils are dressed appropriately and in the correct clothing. If this 

is not the case, the pupil must be either told to change or, if the clothing is 
inappropriate, spoken to gently and privately on the spot. If the member of staff 
does not know the pupil who is inappropriately dressed, the matter should be 
referred to the pupil’s tutor; 

• Be aware of, but not condescending to, the more vulnerable pupils in our 
care; 

 
• Ensure that pupils are in the right place at the right time – this is particularly 

relevant to the time following breaks. Staff should ask pupils where they are 
meant to be and wait to hear the answer. 

 

5. Supervision off-site (at Avondale) 

• If staff are supervising pupils in an area away from the school, but not on a 
school trip, they should still ensure that the relevant paperwork has been 
completed and that the arrangements comply with the Visit Risk 
Assessment procedures. 

 
• Staff must ensure that the legal pupil to teacher ratios are being met and 

should take action to find another teacher if it is required.  
 

• In the case of journeys to Avondale, staff must ensure that they meet pupils in 
the foyer at the allotted time and travel with them to the site. They must 
ensure that proper procedures are followed in crossing the roads and in 
walking to and from the site. 

 
• Staff who are supervising pupils at Avondale, or another hired theatre must 

carry with them a charged and switched-on mobile phone in the event of an 
emergency. The School Receptionist MUST have this number and know which 
staff member is on duty. 

 
• If there is a change to the duty roster for Avondale, the School 

Receptionist should be informed. 
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6.Supervision off-site (Pupils who are working or at auditions) 

• It is the responsibility of the child’s parent or guardian to chaperone 
their child to and from auditions. Permission to leave the Italia Conti 
during the school day must be communicated to the School Office, and 
where appropriate, verified by the Italia Conti Agency. Children will not 
be permitted to leave the premises without appropriate consent in 
place. 
 

• It is the responsibility of the child’s parent or guardian to chaperone 
their child to and from work placements. Permission to leave the Italia 
Conti during the school day must be communicated to the School 
Office, and where appropriate, verified by the Italia Conti Agency. 

 

7. Linked Policies: 

• Production and Performance Policy  
• Safeguarding 
• Children Missing from Education 
• Risk Assessment 
• Visit Procedures 
• Staff and Student Codes of Conduct 
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APPENDIX 1 Duty Roster 2019-2020 

 

Sta 

 

Basement duty rota – 2019/2020 – UPDATED Jan 2020 
 

 

Day Times Staff 
Monday 10.20 – 10.35 Yvonne Dearman  

12:40 – 1:15 Silvia Paolini 
  1:15 – 2pm Kate Williams 
  2 – 2:40 Sarah Sutherland 
  3.20 – 3.35 Karen Makins 
      
Tuesday 10.20 – 10.35 Sarah Sutherland  

11:55 – 12:40 Ken Peters 
  12:40 – 1:15 Kate Williams 
  1:15 – 2pm Sydney Storey 
  3.20 – 3.35  Sarah Sutherland 
  

  

      
Wednesday 10.20 – 10.35 Glynis Rodgers  

11:55– 12:30 Sarah Sutherland           
  12:30 – 1 p.m. Ken Peters 
  1.15 – 2pm Karen Makins 
  3.20 – 3.35 Sydney Storey 
      
Thursday 10.20 – 10.35 Yvonne Dearman  

11:55 – 12:40 Joan Thomas                
  1:15 – 2pm Sarah Sutherland 
  3.20 – 3.35 Glynis Rodgers 
      
Friday 10.20 – 10.35 Yvonne Dearman  

12:40 – 1:15 Kate Williams               
  1:15 – 2pm Sarah Sutherland 
  3.20 – 3.35   Glynis Rodgers 
      

  

Thank you,  
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