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Appendix 1                                                                  

 

Duty expectations for all staff at all duties 2024-25 

• If you are to be absent on a day when you have a duty, it is your obligation to organise a duty swap 

• Missed duties are to be followed up on and challenged, given how they put our students at significant risk by undermining our 

safeguarding systems 

• Arrive promptly for the duty period; do not leave until relieved (if a staff member is missing, inform senior duty staff member) 

• Interact with pupils positively – good morning/afternoon; try to use pupil names; ensure they greet you appropriately 

• Uphold behaviour expectations: 

o When inside: combating running, shouting, pushing; check uniform (shirts tucked in, top buttons done up, blazers on, 

skirts appropriate); ensure no one is journeying to the top floor 

o When outside: overseeing the informal football/other ball games played; ensure year groups are not playing against 

older year groups; ensure no one is leaving the site 

Further to this, our Supervision of Pupils Policy states: 

Requirements of staff when undertaking duties which involve the supervision of pupils 

• insist on appropriate forms of behaviour  

• insist on good manners  

• insist that pupils treat each other, and staff, with respect  

• do not allow pupils to sit on desks or have their feet on classroom furniture; insist that they respect their form rooms  

• expect pupils to be presented according to our expectations of uniform  

• engage with pupils when undertaking duties. 
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Duties explained: NOTE: these may be subject to revisions in year due to staffing changes/needs 

Duty / Time Duty area Explanation 

Senior Duty – all day Whole school A member of SLT monitors duty attendance at key points during the break, lunch and after school. The staff member completing the senior duty should ensure 

they check in with the afternoon assistant during lunch time. 

Assembly Whole school A senior staff member patrols the school ensuring all pupils are in assembly or other supervised activity. All toilet facilities are checked. 

Break Refectory - staff Manage the queue for the break time service. Ensure all pupils are consuming their food in the refectory and disposing of their crockery and litter correctly. 

Refectory – prefects One to manage the queue for the break time service. The other to ensure all pupils are consuming their food in the refectory and disposing of their crockery 

and litter correctly. 

Outside A The fields furthest from the main building, including the hard play area. Ensure that pupils are safe and behaving in an appropriate manner. Encourage pupils to 

be on the hard-court areas if the grassed areas are unsuitable for play.  

If the weather is so poor that this duty is judged unnecessary, the staff member should relocate to the school foyer given the greater number of pupils that 

will be indoors. 

Outside B The fields closest to the main building, including the Prep School playground. Ensure that pupils are safe and behaving in an appropriate manner. Encourage 

pupils to be on the hard-court areas if the grassed areas are unsuitable for play. 

Lunch (1 and 2) Refectory - staff Manage the queue for the break time service. Ensure all pupils are consuming their food in the refectory and disposing of their crockery and litter correctly. 

Refectory – prefects One to manage the queue for the break time service. The other to ensure all pupils (Y7-11) are consuming their food in the refectory and disposing of their 

crockery and litter correctly. 

Science, English, Maths, Languages 

corridor patrol 
Patrol the corridors in this area and ensure that pupils are safe and behaving in an appropriate manner. Encourage pupils to be outside if the weather is fair. 

Check and empty classrooms if behaviour is inappropriate. 

Wilberforce All floors: actively patrol the corridors in this area and ensure that pupils are safe and behaving in an appropriate manner. Encourage pupils to be outside if the 

weather is fair. Check on behaviour in the library by liaising with the library staff.  

Outside A The fields furthest from the main building, including the hard play area. Ensure that pupils are safe and behaving in an appropriate manner. Encourage pupils to 

be on the hard-court areas if the grassed areas are unsuitable for play. Liaise with the Afternoon Assistant where necessary to manage behaviour. 

If the weather is so poor that this duty is judged unnecessary, the staff member should relocate to the school foyer given the greater number of pupils that 

will be indoors. 

Outside B The fields closest to the main building, including the Prep School playground. Ensure that pupils are safe and behaving in an appropriate manner. Encourage 

pupils to be on the hard-court areas if the grassed areas are unsuitable for play. Liaise with the Afternoon Assistant where necessary to manage behaviour. 

After School Buses (Astro) (Staff) Please try and make a prompt arrival to the top of the stairs before the buses for 4pm. Check bus passes for every pupil. If they have no bus pass, collect their 

ticket for that day. All pupils should have a pass or a ticket. If a driver is unrecognised, coordinate with Prep School bus duty staff member to check the ID of the 

driver. 
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Duty / Time Duty area Monday Tuesday Wednesday Thursday Friday 

Senior Duty (all day) Whole school TN KB TN AR KB 

Assembly (10:15am-10:30am) Whole school FH 

   

EJW 

Break (10.30am-10.50am) 

Refectory (Staff) 

RS RC FW AM CC 

Outside A 

SE MJB EF JGH EF 

Outside B 

NC AA RB RB AB 

Lunch refectory 1 (12.50-1.20pm) 

Refectory staff 1 

VP GS FW VP GP 

Refectory Prefects 1  

Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect 

Lunch refectory 2 (1.20-1.55pm) 

Refectory staff 2 JB 

KB EJW HR GR 

Refectory Prefects 2 

Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect 

Lunch 1 (12.50-1.20pm) 

Science, English, Maths, 
Languages corridor patrol 

HM 

KB 

SM GS KB 

Wilberforce 

JGH HC FM SE SB 

Outside A 

OM ADD JB CP JHar 

Outside B 

AM JHar KR NC RC 

Outside 

Afternoon assistant Afternoon assistant Afternoon assistant Afternoon assistant Afternoon assistant 

Lunch 2 (1.20pm-1.55pm) 

Refectory Prefects 

Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect Prefect 

Science, English, Maths, 
Languages corridor patrol 

KR 

GB 

KB 

JDH 

AB 

Wilberforce 

AA CP HR SB RS 

Outside A 

KH FH HM ADD KH 

Outside B 

GR FM SB AR AR 

Outside 

Afternoon assistant Afternoon assistant Afternoon assistant Afternoon assistant Afternoon assistant 

4.00pm - 4.15pm 

Overseeing pupil pick-up 

Afternoon assistant Afternoon assistant Afternoon assistant Afternoon assistant Afternoon assistant 

Buses & driver check 

TN MJB TN JDH HC 
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Prep Staff Duties 2024-25  
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Appendix 3 

 

Forms 2024-2025 

 

Year 7 

T-Boddy 

T-Hastings 

T-Saxby-Knaggs 

 

 
Years 8-13 

 

T-Stephenson 
T-Pick 

T-Birtchnell 
T-Chambers 

T-Wallis 
T-Marsh 

 

T-Cook 
T-Davis 

T-Morris 
T-Haworth 

T-Parra 
T-Rayns 
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