% Alkira Secondary College

Yard Duty and Supervision Policy

i=i=‘ HELP FOR NON-ENGLISH SPEAKERS

Interpreter If you need help to understand the information in this policy, please contact Alkira
Secondary College on 03 5991 3500 or alkira.sc@education.vic.gov.au.

PURPOSE

To ensure school staff understand their supervision and yard duty responsibilities.
SCOPE

This policy applies to all teaching and non-teaching staff at Alkira Secondary College, including
education support staff, casual relief teachers and visiting teachers.

POLICY

Appropriate supervision is an important strategy to monitor student behaviour and enables staff to
identify and respond to possible risks at school as they arise. It also plays a vital role in helping schools
to discharge their duty of care to students.

The Principal is responsible for ensuring that there is a well organised and responsive system of
supervision and yard duty in place during school hours, before and after school, and on school
excursions and camps and other school activities.

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.
Supervision should be undertaken in a way that identifies and mitigates risks to child safety.

Before and after school

Alkira Secondary College’s grounds are supervised by school staff from 25 minutes prior to the first
bell of the day, until 25 minutes after the last bell of the day. Outside of these hours, school staff will
not be available to actively supervise students (but staff will still be present on site).

Certain areas of the College are supervised before and afterschool as part of the College’s Yard Duty
staffing area roster.

If a student arrives at school before supervision commences at the beginning of the day, the Principal
or nominee staff member will, as soon as practicable, follow up with the parent/carer to:

e advise of the supervision arrangements before school
e request that the parent/carer make alternate arrangements.


mailto:alkira.sc@education.vic.gov.au

If a student is not collected before supervision finishes at the end of the day, the Principal or nominee
staff member will consider whether it is appropriate to:

e attempt to contact the parents/carers

e attempt to contact the emergency contacts

e place the student in an out of school hours care program (if available and the parent consents)

e contact Victoria Police and/or Child Protection to arrange for the supervision, care and
protection of the student.

Students who wish to attend school outside of these hours are encouraged to use the college
external facilities and/or use designated study/waiting areas until they leave. Parents are aware that
they are responsible for coordinating the drop off and collection of their child(s) and also their
whereabouts outside the College school supervision hours.

Yard duty

All staff at Alkira Secondary College are expected to assist with yard duty supervision and will be
included in the [weekly] roster.

The Principal or their delegate is responsible for preparing and communicating the yard duty roster
on a regular basis. At Alkira Secondary College there are yard duty zones that support the positive
interaction of the school community. Zones are updated each year for staff and are communicated
to all staff at the start of each year as part of the College’s induction program. If any changes are
made throughout the year this is also communicated to staff in person (as part of a staff briefing)
and also via email.

Students leaving school premises

The principal is responsible for approving any request for a student to leave the school premises,
including during recess and lunch time. Students under 18 must have written permission from a
parent or carer.

Students who wish to leave school during school day — must have permission in writing from a
parent/guardian to the relevant subschool. In exceptional circumstances a parent can request that a
verified phone call be provided. A note will be entered and the student is to sign out using the Kiosk
at the relevant Subschool Office.

VCE Vocational Major students should leave the school grounds promptly on Tuesday and Thursday

(early finish days) at the beginning of lunch (no phones, headphones, etc) to be accessed until they
have left school grounds.

Yard duty zones

Designated yard duty areas for our school are updated regularly and are adapted to suit required
supervision areas based on high flow points and numbers of students. They may also change at times
due to the College’s decision to focus on any issues that may arise. At all times staff are communicated
about the zones and a map like the one below is distributed annually and with an update.



Yard Duty Area Responsibility — Brief Summary

Any injuries requiring first aid - notify office
Direct visitors to sign in at the Front Office

only. No tackling/rough games at all are allowed.

Circulate through the whole area

. Attend allotted yard duty promptly

. Wear fluorescent coloured yard duty vest
All ball games (aside from small rubber 4 square balls/tennis) must be done on the Hardcourts, Field or Oval .
. Do not leave your area at the end of lunch until all students have left

Bik

e Shed / Junction (Recess and Lunch Time)

Portables Area 1

Can

teen

Tuesday / Thursday Lunch — ensure the bike shed is opened and locked
for VM students to leave school with their bikes

Ensure students are not exiting to Nurture Avenue

Ensure no student enters the bike shed if they do not have a bike.
Move students on — do not allow them to congregate in there.

. Ensure no students are in portables 5 minutes into a break
. Actively check each room and then lock the portables

. Actively monitor all areas including near 13A and 13B.

. Only 4 square is played in this area.

e Shed (After School)

Ensure orderly student use of the canteen
Watch for students pushing in line, using their mobile/smart watch to
pay (confiscate as required)

Bik

Ensure bike shed is open proper entry and exit

Entry via Admin Entrance

Exit via Hard Courts Entrance

Position yourself near Exit Gate, do not allow students in through this
gate.

Yellow Building

. Monitor for students behind the portables
. Only 4 square is played in this area.

students are not allowed to use these toilet’s during any break time
Monitor for student movement inside building
Internally for lockers only with valid reason

Fie

Id

Portables Area 3

Green Building 1(Jnr SS End)

Circulate around field and check Out of Bounds on far side of field.
Monitor for students leaving school
Patrol the Junction Area

. Predominantly placing yourself near the portable toilets and monitor -
only one student per time during recess and lunch.

. Ensure toilets are opened at the start of break

. Ensure toilets are locked at the end of break

. Only 4 square is played in this area.

Focus on toilets

Place adjacent to internal toilets

Supervise one student at a time

Monitor for student movement inside building
Internally for lockers only with valid reason
Students can walk through middle doors only

Oval

Portables Area 4

Green Building 2 (Yellow Building End)

Circulate around oval and check on Out of Bounds on Merrowland Ave
Side
Be aware of students trying to exit the school grounds

. Circulate and ensure students are not upstairs or in classrooms
. Check portables are locked
. Once locked position near portable toilets

Focus on toilets

Place adjacent to internal toilets

Supervise one student at a time

Monitor for student movement inside building
Internally for lockers only with valid reason
Students can walk through middle doors only

Cricket Pitch

Hard Courts (1 and 2)

ary

Unlock Cricket Pitch at start of break

Ensure that only rubber / tennis balls are being used to play
Ensure that only Cricket is being played

Lock Cricket Pitch at the end of break

. Circulate through Hard Courts
. Only active games (no kicking of footballs)
. No sitting on courts

Hill

Libr

Circulate through the library

ensure noise is kept to reasonable level - those wanting to study / read
quietly can.

Take direction from the library staff during a wet / cold day as they may
have you stopping more students from entering.

Orange Building 1 (Admin End)

rem

Circulate around both sides of the SHAW centre
ind students that no active ball games to be played in this whole area

After School - Junction

. Focus on toilets

. Place adjacent to internal toilets

. Supervise one student at a time

. Monitor for student movement inside building

Agora 1 (Canteen End)

Monitor for any student riding bike
If you catch students riding make them get off and report the student
to relevant Sub School

Circulate around whole area

After School — Merrowland Ave & Nuture Ave

. Focus on toilets

Position near the relevant exit gate




No ball sports allowed, except for 4 square (rubber ball)

Agora 2 (Chess Set)

Circulate around whole area

No ball sports allowed, except for 4 square (rubber ball)

You can open the cage for Chess — but you need to lock it at then end
of your duty

Place adjacent to internal toilets
Supervise one student at a time
Monitor for student movement inside building

focus of this supervision area is the toilets — which are for students who
have class in this space only during break times.

check under red shade sails asking students who are playing ball games
to pick up rubbish (stop their games to do this —is best)

Students who are in there for music practice etc. must have a pass from
a staff member.

Students waiting for sport should do so outside.

Watching for students leaving the College — must be off their bikes
inside the school.

If you catch students riding make them get off and report the student
to relevant Sub School

Check in with Crossing Supervisors, report any concerns to AP —
Operations

IRCHETiGiRE oA Afterschool — Alisma Bivd

Position on the corner of Alisma Blvd and Merrowlands Ave, just inside
school fence.

Watching for students leaving the College — must be off their bikes
inside the school.

If you catch students riding make them get off and report the student
to relevant Sub School

Agora 3 (Green Building End)

No ball sports allowed, except for 4 square (rubber ball)
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Yard duty equipment
School staff must:

e wear a provided safety/hi-vis vest whilst on yard duty. Safety/hi-vis vests will be stored [insert detail]
Yard duty responsibilities

Staff who are rostered for yard duty must remain in the designated area until they are replaced by a relieving staff
member.

During yard duty, supervising school staff must:

e methodically move around the designated zone ensuring active supervision of all

e where safe to do so, approach any unknown visitor who is observed on school grounds without a clear
legitimate purpose, and ensure they have a visitor pass and have signed in (excluding drop off and collection
periods)

e be alert and vigilant

e intervene immediately if potentially dangerous or inappropriate behaviour is observed in the yard

e if concerned about a person on school grounds (intruder) staff are requested to phone the office for assistance
from a member of the Principal Team or a Leading Teacher

e enforce behavioural standards and implement appropriate consequences for breaches of safety rules, in
accordance with any relevant disciplinary measures set out in the college’s Student Engagement policy

e ensure that students who require first aid assistance receive it as soon as practicable

e |og any incidents or near misses as appropriate on Compass / edusafe+ as required.

If being relieved of their yard duty shift by another staff member (for example, where the shift is ‘split’ into 2
consecutive time periods), the staff member must ensure that a brief but adequate verbal ‘handover’ is given to the
relieving staff member in relation to any issues which may have arisen during the first shift.

If the supervising staff member is unable to conduct yard duty at the designated time, they should contact the Daily
Organiser and cc in AP-Operations, with as much notice as possible prior to the relevant yard duty shift to ensure that
alternative arrangements are made.

If the supervising staff member needs to leave yard duty during the allocated time, they should contact the the Daily
Organiser and cc in AP-Operations, but should not leave the designated area until the relieving staff member has
arrived in the designated area.

If the relieving staff member does not arrive for yard duty, the staff member currently on duty should contact the
office and request to speak either with a member of the Principal Team and/or the College Daily Organiser, and not
leave the designated area until a relieving staff member has arrived.

Students will be encouraged to speak to the supervising yard duty staff member if they require assistance during recess
or lunchtime.

Inclement Weather (Wet)

An Inclement Weather (Wet) break will only if extreme weather occurs and is only called by a member of the
Principal Team. During inclement weather conditions, students have access to outside covered area’s to remain dry.
Students are not permitted to play on the oval or field in the rain. All staff remain in their usual location and it will
only be Prin Team members that will supervise students sitting indoors in the gym. No students should be inside
unless in library or Yr 12 study in A2.

Extreme Weather (Heat)
Extreme weather can be defined as:




‘Ongoing day where temperature exceeds over 40+ degrees and or wet weather event with extreme/damaging
winds/heavy rain, that has also incurred a weather alert from the Dept and Bureau of Meterology.’

An Extreme Weather Day can only be called a minimum of 18 hours in advance and once called it will be enacted
regardless of the conditions the following day (rain/no rain).

The following actions are put into place if the College is to call an Extreme Weather Day TT:

1. College Principal / Principal Team are aware that the following day(s) extreme weather is forecast so the team
meet (a least 2 of the Principal Team) to decide.

2. If the decision is made to go ahead with the following day running on an extreme weather day bell times - this will
be announced to all students and staff before the final bell. An SMS message is also sent out to parents and a
Compass post will be made by a member of the Principal Team.

3. A member of the Principal team that afternoon (eve of Extreme Weather Day TT) inform the local school crossing
staff along with notifying the City of Casey.

4. Staff will be informed through email.

5. The College will provide coverage for crossings that are local to the school.



Classroom

The classroom teacher is responsible for the supervision of all students in their care during class and should support
staff on yard duty by moving students out of the building promptly.

If a teacher needs to leave the classroom unattended at any time during a lesson, they should first contact the front

office/nearby office or classroom for assistance. The teacher should then wait until a replacement staff member has

arrived at the classroom before leaving and/or an appropriate alternative takes place which sees the students legally
supervised.

All issues of an urgent nature should be drawn to the attention of a Principal class member through contacting the
front office on 59913500.

School activities, camps and excursions

The Principal and leadership team are responsible for ensuring that students are appropriately supervised during all
school activities, camps and excursions, including when external providers are engaged to conduct part or all of the
activity. Appropriate supervision will be planned for school activities, camps and excursions on an individual basis,
depending on the activities to be undertaken and the level of potential risk involved, and will follow the supervision
requirements in the Department of Education Excursions Policy.

Digital devices and virtual classroom
Alkira Secondary College follows the department’s Digital Technologies - Responsible Use policy with respect to
supervision of students using digital devices.

Alkira Secondary College will also ensure appropriate supervision of students participating in remote and flexible
learning environments while on school site. In these cases, students will be supervised in timetabled rooms/spaces
allocated by the Principals nominee(s).

While parents are responsible for the appropriate supervision of students accessing virtual classrooms from home:

e student attendance will be monitored by teachers, homegroup teachers, sub-school leaders and ES staff
aligned to this area on a daily basis

¢ any wellbeing or safety concerns for the student will be managed in accordance with our usual processes
with reference to our Student Wellbeing and Engagement Policy and our Child Safety Responding and
Reporting Policy and Procedures for further information.

Students requiring additional supervision support
Sometimes students will require additional supervision, such as students with disability or other additional needs. In
these cases, the Principal or delegate will ensure arrangements are made to roster additional staff as required. This

may include on yard duty, in the classroom or during school activities.

Workplace learning programs

When students are participating in workplace learning programs, such as work experience, school-based
apprenticeships and traineeships, and structured workplace learning, the safety and welfare of the student is
paramount. Organising staff are required to follow all applicable Department of Education policies and guidelines in
relation to off-site learning, including policy and guidelines on the safety and wellbeing of students. Refer to:

e Structure Workplace Learning
e School Based Apprenticeships and Traineeships



https://www2.education.vic.gov.au/pal/excursions/policy
https://www2.education.vic.gov.au/pal/cybersafety/policy
https://www2.education.vic.gov.au/pal/structured-workplace-learning/policy
https://www2.education.vic.gov.au/pal/school-based-apprenticeships-and-traineeships/policy

e Work Experience

e School Community Work

Independent Study

Year 12 students and some other designated students from other year levels will have a study block and /or some
other study arrangement each week. This will be timetabled as a formal ‘study/break’ where roaming teacher
supervision and support will be provided. Students are required to sign in andattendance will be recorded. Students
will not be permitted to leave school grounds during these sessions.

Supervision of student in emergency operating environments
In emergency circumstances our school will follow our Emergency Management Plan, including with respect to
supervision.

In the event of any mandatory period of remote or flexible learning our School will follow the operations guidance
issued by the Department.

Prayer Room

Seniors Students: B2 open daily at lunchtime for prayer, this room is located next to the Senior School office to provide
supervision and windows will be open to ensure the room is visible to yard duty staff.

Friday: A:10 is available for prayer, this is supervised by a member of staff.
COMMUNICATION

This policy will be communicated to our school community in the following ways:

e Included in staff induction processes

e Discussed at staff briefings or meetings, as required

e Included in our staff handbook

e Included as a reference in our school newsletter each term

e Made available in hard copy from school administration upon request

Information for parents and students on supervision before and after school is available on our school website and
parent reminders are sent at the beginning of each year via Compass.

FURTHER INFORMATION AND RESOURCES

e the Department’s Policy and Advisory Library (PAL):
e Child Safe Standards
e Digital Technologies - Responsible Use
e Duty of Care
Excursions
School Based Apprenticeships and Traineeships
School Community Work
Structured Workplace Learning
e Supervision of Students
e Visitors in Schools
e Work Experience



https://www2.education.vic.gov.au/pal/work-experience/policy
https://www2.education.vic.gov.au/pal/school-community-work/policy
https://www2.education.vic.gov.au/pal/child-safe-standards/policy
https://www2.education.vic.gov.au/pal/cybersafety/policy
https://www2.education.vic.gov.au/pal/duty-of-care/policy
https://www2.education.vic.gov.au/pal/excursions/policy
https://www2.education.vic.gov.au/pal/school-based-apprenticeships-and-traineeships/policy
https://www2.education.vic.gov.au/pal/school-community-work/policy
https://www2.education.vic.gov.au/pal/structured-workplace-learning/policy
https://www2.education.vic.gov.au/pal/supervision-students/policy
https://www2.education.vic.gov.au/pal/visitors/policy
https://www2.education.vic.gov.au/pal/work-experience/policy

POLICY REVIEW AND APPROVAL

Policy last reviewed March 2026
Approved by Principal
Next scheduled review date March 2028

This policy will also be updated if significant changes are made to school grounds that require a revision of Alkira

Secondary College’s yard duty and supervision arrangements.
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