
 

GEELONG HIGH SCHOOL 
SUPERVISION and DUTY OF CARE 

POLICY and PROCEDURES 

  

1. Policy Objective 
 

 
To ensure that Geelong High School staff have an adequate awareness and understanding of their duty of care 
obligations and responsibilities to provide adequate supervision to students. 

To ensure that Geelong High School staff conduct themselves at all times consistently with these legal obligations and 
responsibilities. 

2. Policy statement 
 

Principals and teachers have a special duty of care in relation to their students to take steps that are reasonable in the 
circumstances to protect students from risks of injury that should reasonably have been foreseen. This duty includes 
the duty to provide an adequate system of supervision. 

The duty is not to prevent injury in all circumstances – it is a duty to take reasonable steps to prevent injury which is 
known or foreseeable. The question of what are reasonable steps will depend on the individual circumstances of the 
case, and consideration of the following factors:  

- The probability that the harm would occur if care were not taken  
- The likely seriousness of the harm  
- The burden of taking precautions to avoid the risk of harm  
- The social utility of the activity that creates the risk of harm  

 
The duty may, in some circumstances, extend outside school hours and outside the school premises.  This will 
depend on whether the relationship between staff and student extends to the individual circumstances, whether the 
risk was known or foreseeable, and whether there were any reasonable steps that could be taken to prevent the injury 
from occurring. 
 
The duty is non-delegable, meaning that it cannot be assigned to another party.  

3. Supervision Policy  
 
The principal is responsible for ensuring that there is an adequate system of supervision in place during school hours, 
before and after school, and on school excursions and camps. 
 
Teachers and other school staff are responsible for following reasonable and lawful instructions from the principal, 
including instructions to provide supervision to students at specific dates, times and places. 
 
Before School & After School  
 
Students must be supervised for a minimum of 10 minutes before and after school. This supervision may include 
some or all of the following: 
 

- Monitoring of entry or exit points and/or designated pick up and drop off areas  
- Supervision of the arrival and departure of school contract buses 

  



-  
Yard Duty: Specific duties at Geelong High School 

 

As part of normal work load teachers should expect to have yard duty. For full time staff members this is a total of 50 
minutes per week. Part time staff will be allocated yard duty on a pro-rata basis. Staff are given some opportunity to 
choose which yard duty best suits their load.  

BEFORE SCHOOL DUTY  

1. AREA A AND AREA B YARD CORRIDORS AND CROSSINGS - 8.20 - 8.45 am  

• Supervise arrival of students.  Check on safety, behaviour and uniform. 
• Ensure that students using the Ryrie/Garden Street Lights School crossing (both pedestrians and 

cyclists) cross safely.  Bikes must not be ridden into the grounds. 
• Make a general circuit Areas A & B Check student toilets in the Hall   
• See that students go to collect books when the bell goes at 8.42 am. 
• Year 7 students may enter the portables to place items in their lockers prior to 8.42 am 

2 AREA E, AREA C AND AREA D YARD AND CROSSINGS - 8.25 - 8.45 am  

* Supervise arrival of students.  Check on safety, behaviour and uniform. Students out of uniform should be 
referred to their House Office. 

* Ensure that students using the Ryrie Street crossing (both pedestrians and cyclists) cross safely and 
follow the instructions of the supervisors.  Bikes must not be ridden into the grounds. 

* Make a general circuit of Areas C & D. Check student toilets in Winstanley   
* See that students go to collect books when the bell goes at 8.42 am. 
*  

RECESS DUTY 

1. RECESS – CANTEEN 
* Exercise general supervision.  Supervise queues inside the Canteen.  Ensure that litter is put into 

bins. 
* See that students are wearing uniform correctly. 
* Ensure that furniture in the Canteen is used properly - no feet on seats, no sitting on tables and see that 

all furniture is left in place.  
* Students must only use the front of the Hall to access the canteen 
* Ensure that doors near the stage are locked so that students cannot enter or exit from those doors. 
* Check toilets in hall 
* STUDENTS ARE NOT TO BE IN THE HALL ITSELF WITHOUT A TEACHER PRESENT. 

 

4. RECESS – AREAS A. (Including Year 7 portables) 



5. RECESS – AREAS B (Including Kroger corridors) 

6. RECESS – AREAS C (Including toilets in Winstanley) 

7. RECESS – AREAS D.( Ensure that students remain on oval and do not take food packaging onto the oval) 

8. RECESS - AREA E (Including the central area in the VCE portables) 

* Supervise outside areas and the buildings. 
* Make sure that students are not in classrooms or corridors. 
* Check that litter is placed in bins. 
* When the warning bell goes, see that students go to collect books for periods 3 and 4 and check 

behaviour in corridors adjacent to your area. 
 

LUNCH DUTY - CANTEEN 

9. LUNCH - CANTEEN: 1st HALF 12.40 - 1.05pm Mon, Wed, Frid 12.55 -1.20 Tues and Thurs 
 

* It is essential to be at the Canteen on time, before students congregate at the Canteen doors. 
* The canteen is not open for business until a teacher arrives to supervise.  Admit all students without 

delay - those who have ordered lunches and those who have not.  There is normally no need to keep any 
students waiting outside.  See that queues are orderly and fair. 

* Ensure that Canteen furniture is used properly - no feet on seats, no sitting on tables, and furniture left in 
place when students leave. 

* Know who is to follow you and if that teacher does not arrive on time, please take steps to ensure that 
supervision is continued. 

* Students must only use the front of the Hall to access the canteen 
* Ensure that doors near the stage are locked so that students cannot enter or exit from those doors. 
*  

10. LUNCH - CANTEEN: 2nd HALF 

* Be there in time to take over from your predecessor.  Ensure that the Canteen is closed 10 min before 
the end of lunch.  

* The tables are to be neatly arranged and chairs are to be stacked four per table. Extra chairs are to be 
stacked to the side 

* Check toilets. 
* Ensure students leave the area clean and tidy. 

 

LUNCH DUTY - AREA A 

Year 7 Yard, front of school & Garden St car park & back of Hall 

11. AREA A:  FIRST HALF  12.40 - 1.05pm Mon, Wed, Frid 12.55 -1.20 Tues and Thurs 

12. AREA A:  SECOND HALF 1.05 - 1.25pm Mon, Wed and Fri.   1.20 – 1.45 Tues and Thurs 

* Supervise Area A yard.   
* Insist that litter is picked up and placed in bins.  Most litter is dropped in this first half of lunch 

time. 
* When weather is particularly hot or wet, students use allotted rooms provided that they are seated on 

chairs (not tables).  Ensure that all rubbish is placed in bins. 
* If “hot/wet day” rooms are in use, supervise behaviour in Rooms 13 & 14 and corridors in the Kroger 

Wing. 
* Ensure that only year 7 students are in their Area. Other students may pass through the area, but not 

loiter. 
* Know who is to follow you and if that teacher does not arrive please take steps to ensure that 

supervision is continued. 
  



 

LUNCH DUTY - AREA B 

Back Yard, Basketball Courts, Picnic Area adjacent rear car park. 

 

13. AREA B:  FIRST HALF: 12.40 - 1.05pm Mon, Wed, Frid 12.55 -1.20 Tues and Thurs 

14       AREA B: SECOND HALF  1.05 - 1.25pm Mon, Wed and Fri.   1.20 – 1.45 Tues and Thurs 

* Supervise student behaviour. 
* Only hand-ball or basketball is to be played in this area.  
* Check that students are NOT in out of bounds areas. 
* See that litter is picked up and placed in bins and that seating is tidy. 
* Check that students are not in the corridors in the Kroger Building..   
* When weather is particularly hot or wet, students use allotted rooms provided that they are seated on 

chairs (not tables).  Ensure that all rubbish is placed in bins. 
* If “hot/wet day” rooms are in use, supervise behaviour in Rooms 13 & 14 and corridors in the Kroger 

Wing. 
* Know who is to follow you and if that teacher does not arrive, please take steps to ensure that 

supervision is continued. 
* When warning bell goes to conclude lunch, see that students move inside to get their books. 
*  

L U N C H  D U T Y  -  A R E A  C   

W i n s t a n l e y  W i n g ,  S c i e n c e ,   

15.    AREA C: - FIRST HALF  12.40 - 1.05pm Mon, Wed, Frid. 12.55 -1.20 Tues and Thurs 

16. AREA C: -SECOND HALF  1.05 - 1.25pm Mon, Wed and Fri.   1.20 – 1.45 Tues and Thurs 

* Supervise student behaviour in the area, including toilets, Technology building, science courtyard and 
the. 

* Students are not to be in the rooms or corridors of the first and second floors of the Winstanley Wing. 
* Supervise all corridors, particularly the ground floor corridor leading to student toilets and the toilets 

themselves. 
* Do not allow students to congregate on stairs, certainly not to sit there to eat their lunch. 
* When weather is particularly hot or wet, students use allotted rooms provided that they are seated on 

chairs (not tables).  Ensure that all rubbish is placed in bins. 
* Know who is to succeed you as supervisor of the area and if they have not arrived, take steps to 

ensure that supervision is continued. 
* After the bell to conclude lunch, unlock the stairwells and move to the locker areas of the Winstanley 

Wing and see that students collect books and move off to Period 5 classes. 
*  

LUNCH DUTY - AREA D  

Rear of Gym, Park aerea adjacent to Bowls Club.Rear Courts, Oval. 

17 AREA D: - FIRST HALF  12.40 - 1.05pm Mon, Wed, Frid 12.55 -1.20 Tues and Thurs 

18. AREA D: -SECOND HALF  1.05 - 1.25pm Mon, Wed and Fri.   1.20 – 1.45 Tues and Thurs 

* Supervise student behaviour in the area,  
* Ensure that students do not have packaged food/drink on the oval 
* Ensure that students remain only on the oval and not outside the oval boundaries. 
* When weather is particularly hot or wet, students use allotted rooms provided that they are seated on 

chairs (not tables).  Ensure that all rubbish is placed in bins. 
* Ensure students are not behind the gym or have moved down below the courts. 

* Know who is to succeed you as supervisor of the area and if they have not arrived, take steps to ensure that 
supervision is continued. 

*  
* LUNCH DUTY - AREA E  



* Area between Science rooms and rooms 41, 42, and 36, VCE portables corridor and between Rooms 
26 & 27 and the VCE portables. 
19 AREA D: - FIRST HALF  12.40 - 1.05pm Mon, Wed, Frid 12.55 -1.20 Tues and Thurs 

20. AREA D: -SECOND HALF  1.05 - 1.25pm Mon, Wed and Fri.   1.20 – 1.45 Tues and Thurs 

* Supervise student behaviour in the area,  
* . Supervise all entrances, particularly outside the portables 
* When weather is particularly hot or wet, students use allotted rooms provided that they are seated on 

chairs (not tables).  Ensure that all rubbish is placed in bins. 
* Ensure that students are not loitering in the VCE portables. 

 

AFTER SCHOOL DUTY  

21. GARDEN STREET & RYRIE STREET LIGHTS SUPERVISION (normally 3.10 - 3.35pm) 

* As students depart from the grounds, check especially on safety.  No bike riding in grounds or on 
footpaths.  Ensure that students comply with the traffic lights at Garden Street/Ryrie Street corner. 

* Supervise students at the Garden Street bus stops. 
* Students waiting for a bus must be in the school grounds until their bus arrives with the exception of 

Lara Bus travellers. 
*  

22.  BUS SUPERVISION: RYRIE STREET (normally 3.10 - 3.25pm) 

* Students are to assembly in the garden at the front of the Winstanley building and are to remain in the 
school grounds until their bus arrives and the duty teacher allows them to move to the bus. 

* Check particularly that students exit the grounds sensibly and safely.  Bikes are not to be ridden in the 
grounds or on footpaths. 

* Ensure that students using the Ryrie Street school crossing (both pedestrians and cyclists) follow the 
Supervisors' instructions 

* Supervise students at the Ryrie Street bus stop. 
 

23. AFTER SCHOOL DETENTION SUPERVISION:  MONDAY, WEDNESDAY FRIDAY 3.15 - 4.10 

* Email a list of attendees to House Leaders 
* Students must bring private study to comply with the detention requirements. 
* At 4.10pm dismiss students.  
* Students who arrived late or have not worked to your satisfaction should be placed on next after school 

detention and relevant House Leader (HL) notified. 
 
If a parent, guardian and carer (or other authorised person) drops off or otherwise arranges for a student to be on the 
school premises before supervision commences at the beginning of the day, the principal will, as soon as practicable, 
follow up with the parent, guardian and carer to  
 

- advise of the supervision arrangements before school, and  
- request that the parent, guardian or carer make alternate arrangements.  

 
If a parent, guardian or carer (or other authorised person) has failed to collect the student after school, the next steps 
may include some or all of the following: 

- Attempting to contact the parents, guardians or carers 
- Attempting to contact the emergency contacts   
- Placing the student in the out of school hours care program (if appropriate) 
- Contacting the Victoria Police and/or the Department of Human Services (Child Protection) to arrange for the 

supervision, care and protection of the student  
  
Classroom Supervision 
 
The classroom teacher has ultimate responsibility for the supervision of all students in their care.   

This duty cannot be delegated to external education providers parents or trainee teachers. 

In addition, no student should be left unsupervised outside the classroom as a withdrawal consequence for 
misbehaviour.  

If a teacher needs to leave the classroom unattended at any time during a lesson, he or she should contact another 
teacher or PCO for assistance for assistance. The teacher should then wait until alternate supervision is being 



provided prior to leaving the classroom.   

 
If the supervising teacher is unable to conduct yard duty at the designated time, he or she should contact the Daily 
Organiser to ensure that alternative arrangements are made. 
 
If the supervising teacher needs to leave yard duty during the allocated time, he or she should contact a PCO but 
should not leave the designated area until the relieving teacher has arrived in the designated area. 
 

If a relieving teacher does not arrive for yard duty, the teacher currently on duty should send a message to the office, 
but not leave the designated area until a relieving teacher has arrived in the designated area.  

 
Late arrival or early departure  
 
The Principal will ensure that the school has a procedure in place for the safe collection and drop off of students at 
school during school hours (eg late arrival or an early departure). This will include a record of the date and time, the 
reason for the late arrival or early departure, and the person who has authorised the late arrival or early departure. 
 
In relation to early departure from school, the procedure will also include: 

- Students will be only permitted to leave the school premises under the supervision of a parent or another 
person authorised by parents to collect the student  or for older students bringing a signed note provided by a 
parent/carer 

- If the person collecting the student is unknown to school staff, school staff will request photo identification to 
verify the person’s identity  

- Students should sign out at the Compass kiosk. 
-  

At Geelong High School students arriving late to school are required to bring a signed note explaining the reason for 
being late and signed by a parent/carer. This should be given to the Administration staff and the student should then 
sign in through the Compass Kiosk. 
 
Visitors  
 
The Principal will ensure that there is a procedure to monitor all visitors in the school. As a minimum this procedure 
must require all visitors arriving and departing the school premises during school hours to sign in at the Compass 
Kiosk detailing who they are visiting. This will generate a photo id visitor pass. 
 
Use of information and communication technologies  

Teachers and other staff of Geelong High School  also have a responsibility to reasonably supervise the use of 
information and communication technologies, and the use of online learning environments at school.  

In doing so, teachers and other staff should be guided by the following: 

- Relevant Departmental policies (eg. Student Engagement Guidance, Bully Stoppers, Acceptable Use Policy)  
- Relevant Geelong High School policies (eg. Acceptable Use Agreements) 

It is important to note that  

- It is not reasonable or practicable for a teacher or principal to inspect every website that will be accessed by a 
student. The nature of the Internet means that there can be no guarantee against inappropriate content or 
changing circumstances in website content. 

- It is not reasonable or practicable for a teacher or principal to supervise an online learning environment 24 
hours a day.  

The principal and teachers are expected to respond to an online incident that impacts on students at the school as 
soon as they have knowledge of its occurrence. 

At Geelong High School the procedure is as follows:  
 
Report the incident to the relevant House Leader. 
 
Incursions  



 
Teachers must continue to supervise their students even whilst a visitor, speaker or instructor is presenting to the 
class. 
 
Visitors, speakers and instructors should not be responsible for supervising students on the school premises. 
 
Excursions and camps 
 
The principal must ensure that students participating in excursions and camps are appropriately supervised.  

Supervision can be provided by teachers, education support officers, trainee teachers, volunteer parents and carers, 
campsite staff and specialist instructors. 

The Schools Policy and Advisory Guide provide minimum requirements for staff-student ratios. However, Principals 
should determine the appropriate and effective level of supervision for each individual excursion or camp, taking into 
account the following: 

- The experience, qualifications and skills of staff  

- The age, maturity, physical characteristics and gender of the students  

- The size of the group  

- The nature and location of the excursion / camp  

- The activities to be undertaken  

 

Most excursions and camps must  

- be under the direct control of a teacher with at least one other excursion staff member present 

- have enough teachers to maintain appropriate control of the excursion and each activity  

- have teachers comprising at least half of the excursion staff  

Any person who supervises students on an excursion or camp must have a Working with Children check. 

Prior to the commencement of the excursion or camp, the Principal must ensure that the specific roles and 
responsibilities of each supervisor are clarified and understood by all supervisors and students. 

The supervision of students on a camp or excursion will include the following: 

- Retaining copies of all confidential medical forms and permissions slips for each student who is participating 
in the excursion or camp. 

- Regularly marking off the attendance of students – this may include at the beginning of the excursion, on the 
transport, and at each location and activity. 

- Ensuring that the venue, transport and activities conducted adhere to DET guidelines.  

- Monitoring student behaviour, enforcing behaviour standards, and implementing logical consequences for a 
failure to comply with the behaviour and safety standards  

- Ensure that students who require first aid assistance receive it as soon as practicable  
- Ensure that risk management plans and emergency management plans are implemented as necessary 

 
 
4. Roles and Responsibilities 
 
The Principal will  

- Regularly communicate the duty of care and supervision obligations and responsibilities to all staff  
- Regularly communicate the supervision arrangements to parents  
- Determine the level of student supervision to be provided to students in all of the circumstances  
- Allocate specific responsibilities to staff members to provide the supervision that is required  
- Communicate the specific supervision responsibilities allocated to staff members  
- Regularly review the level of student supervision provided to students and make adjustments as and when 

deemed appropriate  
- Regularly review the duty of care and supervision policy to ensure that it is consistent with the School Policy 

and Advisory Guide, and continues to meet the duty of care obligations and responsibilities for all students  
 
Teachers and other staff will: 

- Comply with the lawful and reasonable directions of the Principal 
- Comply with all Department and school policies  
- Perform supervisory duties as required  



 
Parents, guardians and carers will  

- Make appropriate arrangements for the transport, care and supervise students travelling to and from school 
- Make appropriate arrangements for the care and supervision of students outside the times of supervision 

before and after school  
- Comply with late arrival and early departure policies and other school based policies  

\ 
5. Procedures for Implementation  
 
The Principal will communicate this policy to all staff using the following mechanisms: 
 
 Staff Handbook 
 Induction processes 
 Staff directed to familiarise themselves with this policy  
 
This Policy will be included in the [School Policy Handbook/insert name of relevant policy repository].  
 
 
6. Related School Policies 

This policy should be read and understood (but not limited to) in conjunction with the following school policies: 
- Excursion & Camps policy 
- Incursion policy 
- Bullying & Harassment policy 
- Mandatory Reporting policy 
- Onsite Supervision policy 
- ICT policy 
- Student Engagement & Inclusion policy 
- New Staff Induction policy 

 

7. Links  
 

 

8. Evaluation  

This policy will be reviewed annually or more often if necessary due to changes in legislation, policy or local 
circumstances.          

 


