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John Paul College Supervision ﬁB GPLLEE
Procedures

1. Purpose

These procedures outline the processes in place to implement the Supervision Policy for Melbourne
Archdiocese Catholic Schools Ltd (MACS) Schools.

2. Supervision responsibilities during school hours

2.1. General supervision responsibilities

2.1.1.  The Principal must ensure that Parents are informed and involved about matters
related to child safety and wellbeing as discussed in the Child Safe Standards
(Ministerial Order 1359).

2.1.2. The Principal is to ensure the Procedures for all School Environments, including
each campus are documented.

2.1.3. Principals or their nominee are to communicate to Parents (a person who has
parental responsibility for a child, including a biological parent or another person
who has been granted parental responsibility by a court order) when these
procedures are amended or updated.

2.1.4. Students who are seeking to leave or arrive at school during the school day must
follow the procedures outlined in the school’s Attendance Policy.

e students leaving during the course of the school day are required to sign
out at Student Services. This includes students travelling to off-site VET
courses or leaving during a study period.

e students being collected by a parent or guardian must be signed out by the
parent or guardian at Student Services.

e should a student be collected by a person not listed as a contact, a phone
call will be made to the primary contact to verify the collection.

2.2. Classrooms

2.2.1. Students are to be supervised during all classroom activities, whether the activity is
part of the regular classroom routine or not.

2.2.2. Students are to be supervised between classes, during breaks and non-class times.
For senior secondary students with free study periods, the Principal will ensure that
suitable arrangements are made to provide safe study areas.

2.2.3. If the classroom teacher needs to leave the classroom, they must ensure another VIT
registered teacher is supervising the class.

2.2.4. School officers, education support staff, trainee teachers, MACS case workers, guest
speakers or visitors are not authorised to supervise a class in the absence of the
classroom teacher, even if they hold VIT registration. Trainee teachers, school
officers, Parent helpers may assist with small group work, but only under the
supervision and direction of the classroom teacher.

2.2.5. Classroom teachers must supervise students during presentations from guest
speakers or activities run on-site by external providers.

2.2.6. Students are to be supervised during periods of online and remote learning. This
responsibility is shared between the school and the Parent. The use of digital
technologies by students and staff must adhere to the school’s ICT Acceptable
Usage Policy.

2.2.7. All staff must prioritise the safety and wellbeing of students, especially younger
students or those at risk. Supervision should be age-appropriate and consider the
nature of the activities, plant and equipment used, handling of hazardous substances
and the use of protective equipment.
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2.2.8.

2.29.

2.210.

Classroom teachers should implement evidence-based practices, such as setting
clear rules for behaviour expectations, establishing boundaries and creating
consistent classroom routines. These practices should align with relevant MACS
policies and procedures.

Classroom teachers must implement the JPC5 and for Year 7/8 classes, the
‘Ready to Learn’ Plan.

Senior students with allocated study periods must sign in at the designated venue
— most commonly the Resource Centre.

2.3. Yard duty

2.31.

2.3.2.

2.3.3.

2.34.

Staff members on yard duty must follow the Principal’s reasonable and lawful
instructions, including supervision of students at specific dates, times and
locations, and in ways that identify and mitigate risk to child safety and wellbeing.

Staff members on yard duty must follow the school procedures for responding to

accidents and incidents within the school grounds.

Teachers must be visible and active in their designated area during yard duty until

they are relieved by the next supervising teacher.

The Principal must identify potential hazards and risks in the school grounds and

take appropriate measures to mitigate them.

e Designated areas for duty are identified on a map which is stored with within
TEAMS

—I__ﬁ\ Basketball Courts

Canteen ~ "
~
o
~
~
— ~

Tennis Courts and
Soccer Ovals

2.3.5.

2.3.6.

Location of the yard duty roster

e Yard duties appear with the staff timetables and are viewable within TEAMS
and in SIMON (LMS)

e All Yard Duty Supervisors carry a school phone which has emergency access
to TEAMS calls.

Responsibilities and duties for supervising teachers and education support staff
e Responsibilities are outlined within the College Operational Handbook.
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SUPERVISOR YARD DUTY GUIDELINES

Supervisor 1 oversees: Canteen, Resource Centre,
Chead 1, Quad 2, Basketball Courts, Chaminade Centre

Supervisor 2 oversees: Owals, Tennis Counts, Soccer
Cwal, Kealy, Siella Maris

The eguipment for Supervisor 1 is 1o be collected from
and retumed to the FCJ Centre.

The equipment for Supervisor 2 is to be collected from
and retumed to the Kealy Centre Office.

ROLE OF THE 5UPERVISOR

The supenvisor role has two key components:

1. Supporting Yard Duty Staff

= Supenvisors ame responsible for actively supporting
=iaff within their designated area.

= This includes responding quickly to any incidents,
assisting with student management, and providing
practical support whers needed.

2. Ensuring Duty of Care Compliance

Swpervizors must ensune all yard duty areas are
properly covered at all imes. This incledes:

= Taking responsioility for an area if a staff member
has not smived.

= Maintzining that coverage untl the staff member
amives or 3 suitable replacement is onganised.

= Steppang in to refieve staff (2.g. first-half lunch duty)
if the scheduled replacement has not armved within
3-5 minutes after the bell.

AFTER SCHOOL DUTY

= Dty from 2:55pm {or straight after class if teaching in
pemcd 8) te 3:15pm {or untl the last bus departs) at:
= Busleop
= Stella Maris bus bay
- Gate 4
« Gated

= Ensure safe crossing at Kealy.

= Monitor uniform compliance and orderly bus boarding.

= (Gate 4: Patrol feotpath, address behaviour, and
report issues.

= (Gate 5 actively supervises students as they et the
college grounds, especially arcund the roundabout
and as they cross the zebra crossing

2.4. School environment

2.41.

SUPERVISOR PHONES

To improwe responsiveness and reduce reliance on curment

DroCeSses, SUDeNVISors are to camy 3 designated phone

during duty (in addition to the first aid kit and ICONM).

These phanes prowvide direct access to:

» Microsoft TEAMS

= The DOaily Bulletin

» The abiity to call staff and key contscts (Student
Services and Reception via speed dial) directly whilst on
yard duty

When making internal calls, the caller |0 will appear

a5 “Supervisor.

Imporman: Plesse do not log out of the Supervisor account
of log inte your personal sccount on these devices.

UPDATED PROCESS

STAFF NOT ON YARD DUTY

If a scheduled staff member does not attend thear duty,

supenvisors should follow these steps:

1. Immedistely assume duty of care for the unattended arsa.

2. \ia the phone, check the Caily Bulletin (via the College
& Dhaily Organisation TEAMS channel) to confirm who
is scheduled.

3. \Via the phone, contact the staff member directly via
TEAMS {using the call function].

4_If therz is no response, contact Student Senaces or
Reception {via spesd dial) to request an announcement
to go over the loudspeaker.

When the staff member amives:

= Check in with them o ensure they are okay.

= Then hand over duty of care.

Fobowing the duty, please email organisationi@jpe. vic.

edu.au with:

» The staff member’s name

= Whether they armved late

= Any knowm resson

If their reason for amiving late is legitmate, no need to pass

this onto organisation.

Thits information will help monitor patiems ower time and

suppart follow-up whers required.

UNFAVOURABLE WEATHER PROCEDURES
» \ihen extreme weather is announced vis FA:
= Owal duty rmowes to Kealy Centre.
= Tennis Cowrts duty moves io the Resource Centre.
» Supervisor 1 pricritises Resource Centre
and Canteen.
» Supervisor 2 3ssists in Kealy Cantre.

The risks in the physical and online school environment must be considered when
determining arrangements for the supervision of students (as outlined in the
school's Risk Register). This includes the layout of the school, how the online
environment is managed, location (busy road, near water or bush), any high-risk
areas where visibility can be improved, how the behaviour of students and staff is
observed, etc.
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2.5. Online and remote learning activities

2.51.

2.5.2.

During periods of online and remote learning, the appropriate use and management
of digital technologies are outlined in the school’s ICT Acceptable Use Policy —
Students ICT Acceptable Usage POlicy

The Principal or their nominee is responsible for supervising students during
periods of remote and online learning to ensure the safety of students. This
responsibility is shared between the school and the Parent. This includes students
who are suspended or on a modified timetable, regardless of their status as mature
minors. The school is responsible for ensuring the use of digital technologies by
staff and students aligns with the principles and understandings as outlined in the
school’s ICT Acceptable Use Policy — Students.

2.6. Changes to school operating times and alternative programs

2.6.1.

2.6.2.

The Principal to document the procedures for supervision of students that operate in
the school

e During shortened school days, the Resource Centre and Student Services
remain open for students should they require supervision until the normal close
of school.

e when alternative programs or timetables are in place, such as during exams,
parent teacher/student meetings, communication is made with all members of
the community through our Communications Centre. These communications
detail required hours of attendance, sing in and sign out procedures and general
information around uniform and presentation whilst onsite.

e Senior students are only permitted to leave the school grounds when they have
a study period in Period 5 or Periods 5 and 6. Sign out via Student Services is
required. Initial approval for the sign out is obtained from all parents/guardians at
the commencement of the school year.

Principal to document how changes to programs/timetables and supervision of
students in these instances are to be communicated to families.

3. Supervision responsibilities outside of school hours

3.1. Before
3.1.1.

and after school hours

The Principal must ensure students are supervised for a minimum of ten minutes
before and after school hours. A sufficient number of teachers must be present to
supervise students as they arrive and leave before and after school. The duration
of supervision will depend on the age of the students, cohorts and local school
environment.

The Principal or their nominee is not required to supervise transport outside of
school hours unless it is for a school-arranged activity or program.

The Principal or their nominee to document
e General guidelines for supervision.
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YARD DUTY GUIDELINES

GENERAL RESPOMNSIBILITIES USING THE ICOM RADID

. m.nnﬁnnardmﬁb.tmeemiredmrperbd. = Turn on the radic 3t the start of duty (Channel 50-10).
or until your replacement amives. « Torequest assistance:

- Aizys wear 3 high-visibilty vest and camy 2 » Hold the Ieft switch, pause briefly, then speak

switched-on ICOM radic. cleary (= g. “Canteen to Yard Duty Supervisor —
= In designated areas, carmy a first aid bag when required. assistance required”).
= Actively patrol your assigned area, watching for
potential issues and ensunng student safsty.
= Only use your personal maobile phone in emergencies.
= Collaborate with colleagues to supenise all student
areas, especially high-traffic zones.

AREA-SPECIFIC GUIDELINE 5
» (uad 1: Passive zone except for Four Square.

Routinely moniter Chaminade Centre {no eating
upstairs, classrooms off-imits). Monitor the toilet entry

+ Ensure shidents stay within designated boundaries, area to ensure lange groups of students do not enter
awoid classmoms, and keep the area tidy. a3t the same time.
= Monitor toilet areas and wphold behaviour expectations. * Guad Z Supenise VEFG blocks, tachnology roams,
= Prevent access to out-of-bounds areas, including: science garden, and P1/P2. Check for students in
- Carparks out-of-bounds areas (e.g. west of IVEF, north of G,
+ Vst of DIEF blocks chapel carpark).
. Mot of G block * Canteen: Supervise inside canteen space and cutsids
. D1. Enforce orderly quewss and prompt exits. Internal
- [Front of the Performing Arts Cantre near the Chapsl doors into foyer space must remain locked.
* Ensure students do not 5it on the bus loop roadvay. * Baskethall Courts: Monitor under cover courts and
= [f student nurmbers are too large to manage alone, grassed area near the bus loop. Prevent acoess to the
contact the supervisor via ICOM. [ush ares along the freeway fence.
= For injunies, call the nurse using the ICOM, » (rvals: Supenvise football oval and bus koop. Out of
clearly stating your lecation and any specific needs bounds during recess.
(2.0. whealchair). * Tennis Courts!Soccer Ovals: Supervise both areas.
Spaorting equipment may be loaned by trained staff
EQUIPMENT COLLECTION AND RETURN and must be r=tumed before lunch ends. Cut of

bounds during recess.

= Caollect ICOM radios, first aid bags, and wests from the + Kealy: Sugervised by trsined HPE =taf. Cap

designated location befre duty. . student numiers, call for help if needed. Staff do nat
* Kealy side of the bus loop: Collectireturn equipment participate in activiies. On SIS days, Kealy duty may
from the staff room next to GY'1. be cancelled or reassigned to oval support. Out of
» 5taff room side: Use the FC.J Centre. bounds during recess.
* Lunch 1 staff hand over equipment to Lunch 2 staff.
Lunl::h25laffrehl11-a:|uipma'rtafterdll}r. EEFORE SCHOOL DUTY
If Lunch 2 staff do not arive, notify the supenasor
iz ICOM. = Dwty from &:15am to 5:30am (or 8:40am on nen-
- Inform the School Murss if the first id bag is used and pastoral days) in Quad 1. (uad 2, Gate 4, and Gate 5.

complete an incident repart = Apply standard Cuad 1 and 2 guidelines.
= Phones may be used until 3:30am, then must be
stored in lockers fior the rest of the day.

= Gate 4 and 5 =taff ensure corect wniform and
appropriste entry’edt into and out of the College.

3.2. School entry and exit points

3.2.1.  All entry/exit points are identified on the general school map which is contained
within the student planner and located digitally within TEAMS.

3.2.2. Designated pickup and dro-off points are identified through signage throughout the
school and is communicated via newsletter to all families.

3.2.3. The Parent has primary responsibility for the care and supervision of their
child/ren’s travel to and from school.

4. Supervision responsibilities for transport

4.1. Public transport

4.1.1 Yard duties (see guidelines) are allocated to ensure that all students using Charter
bus or public bus services are supervised. This includes the supervision of two
public bus stops outside of the school grounds, located on McMahons Road.

4.2. Transport organised by the school

4.2.1. The Principal retains a duty of care for all students who are required to travel on
transport organised by the school for any school-arranged activity or program.

4.2.2. All excursions, camps and travel must be undertaken in accordance with the
Victorian Department of Education (DE) Excursions — Supervision staff to student
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4.2.3.

ratios. Principals must refer to the MACS Excursions, Camps and Travel Policy and
associated procedures for information about travel.

Any transport organised by the school requires the informed consent of
Parent/Carers

e All activities requiring transport are documented through SIMON and require
parent approval given through PAM. The activities only appear to the families
of students involved once the activity has been fully approved, including the
submission of risk assessments and medical management plans (if
applicable). The approval process ensures that ratios for travel and
supervision are appropriate and that needs of individual students are catered
for.

5. External providers

5.1. Offsite external provision

5.1.1

The Principal retains a duty of care for senior secondary students engaged in
educational programs at other schools, registered training organisations (RTO) or
institutions.

e  All students attending an educational program off-site must sign out from John
Paul College at Student Services. At the completion of the session (depending
on completion time) students are required to return to John Paul College and
sign back in.

e  The external RTO provides the College with daily attendance reports for
students which are processed via our School Attendance Officer.

e Al RTOs are bound by an agreement regarding the supervision and
assessment of students. Communication is made by the RTO should there be
concerns.

5.2. On-site external provision

5.2.1.

5.2.2.

5.23.

5.2.4.

5.2.5.

5.2.6.

5.2.7.

5.2.8.

5.2.9.

5.2.10.

The Principal or their nominee refers to their school’s relevant Child Safety and
Wellbeing Policy, Procurement and Contract Management Policy and Risk
Management Policy when engaging external providers.

All visitors must adhere to the school’s Child Safety and Wellbeing Policy and
Procedures and Child Safety Code of Conduct.

The supervision of students provided for presentations and incursions must be
appropriate to the age of students, location and nature of the activity.

The classroom teacher or teacher in charge is responsible for the group at all
times. Visiting speakers or external providers do not have authority to supervise
students.

A VIT registered teacher must be present when external providers work with
students, such as during swimming, guest speaker sessions, onsite activities or
telehealth appointments (e.g., VCEA Therapy Program — Occupational
Therapy/Physiotherapy sessions).

External providers must sign in at the school office and wear a Visitor's
Identification Card. Refer to Child Safety and Wellbeing Policy for procedures i

External providers must have a current Working with Children (WWC) Clearance.
The WWCC number must be recorded by the teacher organising the activity.

The teacher-in-charge must complete a record of the activity and submit it to the
Principal for approval before the activity.

If external providers work with students one-to-one, they must be within the
supervision and line of sight of a VIT registered teacher in the school. This
includes, for example, National Disability Insurance Scheme (NDIS) funded allied
health workers.

If external providers, such as psychologists are administering one-to-one
assessment, the scheduling of the assessment is communicated to all relevant
staff.
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6. Workplace Learning

6.1. Supervision

6.1.1. Employers must follow Ministerial Order 1412 — Structured Workplace Learning
Arrangements or Ministerial Order 1413 — Work Experience Arrangements, in
accordance with the relevant Arrangement. These orders and their respective
Arrangement Forms outline the employer’s supervision duties and obligations
when a student is in a workplace for a Structured Workplace Learning or a Work
Experience Arrangement. Under the Arrangement, the employer is responsible for
the student’s care and control while they are at the workplace and/or under the
supervision of the employer (or the supervisor(s) nominated by the employer to
undertake direct supervision of the student).

6.1.2. For School-based Apprenticeships and Traineeships, the employer must:

e be approved by the Victorian Registration and Qualifications Authority (VRQA)
as a ‘fit and proper person’ to act as an employer of an apprentice or a trainee

e enter into and comply with the Training Contract, a legally binding employment
agreement, signed by the employer, the student and Parent (where the student
is under 18 years of age)

e provide supervision by a ‘fit and proper person’ with the appropriate
qualifications, knowledge and skills to train an apprentice or a trainee.

6.2. Transport

6.2.1. For students engaged in Structured Workplace Learning, Work Experience or
School-based Apprenticeships and Traineeships, the student or the Parent (where
the student is under 18 years of age) is responsible for transportation to and from
the workplace.

6.2.2. If the student needs to travel by vehicle with their employer and/or nominated
supervisor(s) during Structured Workplace Learning or Work Experience (including
to and/or from the workplace), the employer must complete the relevant Travel and
Accommodation Form. The student or the Parent /Carer (where the student is
under 18 years of age) must also complete this form to give consent.

6.2.3. The Parent/Carer, student and Principal must approve any transport arrangements
to and from the school community work. The student’s Parent / Carer must inform
the Principal in writing that they will be responsible for the student’s transport to
and/or from the school community work when the work is done outside of school
hours.

7. School community work

7.1.  The Principal retains a duty of care for all students, and this extends beyond the school
grounds to include school-approved activities, including school community work.

7.2. The host organisation for the school community work must supervise students at all
times, regardless of the location, time and nature of the work being performed.

7.3. The Principal must take reasonable steps to manage risks and ensure the safety of
students engaging in the school community work. This includes ensuring that students
engage in tasks that are suitable for their maturity, skills and qualification level, and
ensuring they are directly supervised by suitably qualified, experienced and competent
persons at the relevant tasks that the student will undertake. Supervising staff must have
a valid Working With Children Check.

8. Definitions

Definitions of standard terms used in this Policy can be found in the Glossary of Terms.

First aid

The emergency treatment provided to employees, students and others who suffer injury or illness
while at work/school, using the facilities or materials available at the time. In the case of severe
injury or illness, members of staff are not required to diagnose or treat the condition apart from
carrying out the appropriate first aid procedures. Diagnosis and treatment are the responsibility of
the ambulance officer or medical practitioners.
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School community work
School community work is community work by a student that:

supports the student’s learning and career development

directly benefits the community

is organised by the school

is undertaken voluntarily by the student

is approved by the Principal of the school as school community work.
School community work is not work experience or structured workplace learning.

Structured Workplace Learning

Structured Workplace Learning provides students with the opportunity to integrate on-the-job
experience with secondary study as part the Victorian Certificate of Education (VCE), the VCE
Vocational Major (VCE VM) or the Victorian Pathways Certificate (VPC). All Structured Workplace
Learning Arrangements must comply with Ministerial Order 1412 — Structured Workplace Learning
Arrangements. The Structured Workplace Learning Arrangement Form and any form(s) related to
the placement must be completed and signed before the Structured Workplace Learning placement
commences.

Work Experience

Work Experience is the short-term placement of secondary school students, generally during Years
9 and 10, with employers to provide insights into industry and the workplace. All Work Experience
Arrangements must comply with Ministerial Order 1413 — Work Experience Arrangements. The
Work Experience Arrangement Form and any form(s) related to the placement must be completed
and signed before the Work Experience placement commences.

Yard duty

The duty given to teachers and education support staff to supervise students inside and outside
school buildings during breaktimes.

9. Related policies and documents

Supporting documents

For all documents and guidelines in relation to supervision and duties, see the College
Organisational Handbook.

Related MACS policies and documents

Attendance Policy for MACS Schools

Supervision Policy for MACS Schools

Child Safety and Wellbeing Policy and Procedures
First Aid Policy

Duty of Care Policy for MACS Schools

ICT Acceptable Use Policy — Students
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Approving authority Director, Education Excellence

Document owner Chief of Student Services
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Related Policy Supervision Policy for MACS Schools
Superseded documents School Supervision Procedures — v1.0 — 2024
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