Yard Duty Explanations – Regency Park Campus
Duty Times:

See Duty Roster

General Information:

Teachers should:

· always take a whistle to outside duties

· be the last to leave an area (do not leave students in an area and walk away)

· make sure students are lining up and wait with them until the classes have been collected

· Teachers should not stand still and should not be talking to another duty teacher (this includes summer months when teachers should not remain under the shaded area)

· Be on time to yard duty – this is very important

· As it is important to stay alert when on duty, please do not use any equipment, or engage in activities that will impact your ability to facilitate the children’s safe and respectful play (For example refreshments, sporting equipment, laptops, headphones, etc).

· Mobile phones should only be used in appropriate situations (for example: advising of a missing duty teacher or student injury; or checking the time)
· If teacher’s notice any unsafe areas or equipment which need to be fixed, please inform Support Division
· Bring some Helping Hand Tokens with you to emphasis positive behaviours
Duty Responsibilities for each area:
Front Steps (managed by the Field duty teacher)
· Students should only go inside the building to go to the toilet or play in the courtyard.
· Students should not play around the steps or hang off the metal rails along the ramp.
· Please also supervise the area around the guard’s office, to ensure all students are playing safely and appropriately.
· Balls should not be played with around the steps or in front of parent room .
· Students should not touch or stand on the fountain (flower bed) at all.
· At the end of duty, supervise the line up and wait for teachers to collect their students

Field / Courts

· This teacher must keep moving around the whole area

· The teacher looks out for any students who are being unsafe or using equipment incorrectly

· Ask students to tidy up the equipment at the end of morning, lunch and afternoon recess.
Play Structure

· This teacher must keep moving along the play structure and sand pit and not stay in one place

· The teacher looks out for any students who are being unsafe or using the equipment incorrectly. Please ensure students do not play any ‘tag’ games on the equipment.
· The teacher should make sure the correct students are using the equipment at the set time (please note the tall apparatus closest to the LiuShan Road gate is for Y4 students only).
· The teacher watches the swings carefully, ensuring that only one child is on the swings at a time and all other children are outside the swing zone (yellow square)

· At the end of the duty, the teacher should not leave the area until all students have lined up
Courtyard

· This duty teacher must ensure students are not going upstairs to classrooms (unaccompanied), playing around toilets or hanging around in the courtyard when they shouldn't be (e.g during their respective eating time).  

· It is important that this duty teacher keeps on the move, observes the stairwells and the outside of washrooms.  

· If children intend to go upstairs, ask why and unless they have a good reason, they shouldn’t go up.

· Ask students to tidy up the equipment at the end of morning, lunch and afternoon recess
‘The Shire’

· This teacher must keep moving around the whole area.

· The teacher looks out for any students who are being unsafe or using equipment incorrectly

· It is important that the teacher intervenes when students are in potential danger (climbing too high or inappropriately)

Gate Duty

· During Gate duty, please welcome the students and/or parents as they enter
· Help the guards in ensuring the children and/or parents exit their cars and cross the bike lane safely.
· Ensure all students enter the school with a mask.
Bus Duty
· Please ensure all students quickly sit down at their respective bus tables

· Students should not walk around once they are sitting down.

· It will be necessary for the duty teacher to gain the students’ attention once during each duty, to remind them to be sitting down. This is best done through the ‘waterfall method’

· Any students not behaving will need to be talked to, and if necessary, reported using a bus referral slip.
· When the Bus Ayis lead the students to the buses, one bus duty teacher should move outside and ensure that all children get on the bus safely.
· During each bus duty, it will be necessary to board one or two of the buses (different bus each time) and give a friendly reminder to the Primary students regarding behaviour and safety expectations, including the use of seatbelts.
Cafeteria

· Students enter the cafeteria in an orderly manner 
· Do not allow equipment (soccer balls, etc…) in the cafeteria at lunch time – these should be left in the field storage cage on the near side of the play structure.

· Students should be sitting quietly and using correct manners
· The duty teachers should look out for any students who do not have their lunch – if the child says they have home lunch and can’t see it, send them to the office to ring home
· Where possible, the duty teachers should try to assist students with food selection etc (eg to ensure that no child has just carbohydrates etc…)

· Children stay seated for the entire lunch time (after getting their food)

· Children are not to drop off lunch boxes, return trays or go to the toilet – without teacher permission 

· Teachers should only dismiss students for play, toilet etc… when they are sitting up quietly and ready to go (Yr 1-11:55, Yr 2 12:20, Yr 3-1:00 and Yr 4 12:50)

· The Cafeteria duty teacher should ensure that the Field/Play structure/Shire duty teachers are outside before dismissing any students.
· The Cafeteria duty teacher needs to stay in the cafeteria for an extra 5 mins until the rest of the students have finished their lunch and been dismissed. 

· When dismissing students, please do so gradually (not all at once), so that there is not a build up of students returning their trays or lunch boxes 

· It will be necessary for the cafeteria duty teachers to gain the students’ attention once or twice during each lunch time, to remind them to be sitting down during dismissal. This is best using the microphones or waterfall method.
· Each lunch duty, there is a lead staff member, who is responsible for calling for attention and dismissing the students.
Class Teachers – please note the following points with regard to lunch time:

· Please allow toilet visits before lunch – otherwise the students need to wait until the end of the 20 min eating time

· Explain these arrangements to the students in class.  

· Make sure students take everything with them to lunch (as they are not to return to class for hat, water bottle etc… during play time)

Consequences for Inappropriate Behaviour:
· Low-Level behaviours – 
· 1st observation Child (ren) participating in slightly rough play, silliness, or minor incidence between friends, a warning is sufficient. 
· 2nd observation: Child (ren) repeat the behaviour the duty teacher should reteach the expectation and provide the child(ren) with a choice: change the behaviour or complete a Yellow student reflection sheet. 
· 3rd observation child (ren) should complete a Yellow student reflection think sheet (Year level leader/Coordinator to support)
· High-Level Behaviours – Inappropriate physical contact, abusive language deliberate property damage. Child (ren) should complete a Red student reflection sheet (Year level leader/Coordinator to support).
When a student reflection sheet (yellow or red) is completed, duty teachers must inform Classroom Co-teachers of the incident and those involved. Duty teacher is responsible for recording on Power School. Classroom Co-teacher will inform parents.
Indoor Recess Procedures: 
When indoor recess is required, Western and Chinese Year Leaders will communicate and inform staff and students accordingly. In the absence of these leaders, the Co-teachers will be responsible for communicating to staff and students.  If the students need to stay in their learning environment, there must be at least one co-teacher supervising. Once a decision has been made and communicated, this decision cannot be changed mid-way through the time of the recess. 
If indoor play is confirmed, the cafeteria duty teachers need to keep the students in the cafeteria for the full 25 minutes eating time.  This is so that all teachers have an opportunity to eat their lunch.  One class teacher from each class must collect their students from the cafeteria on these days. 
If it starts raining during recess time, while the students are outside, the whistles should be blown by duty teachers and the students are sent back to class.  Classroom Co-Teachers need to be prepared on these days to go back to class to meet and supervise their students.

Teachers on duty when Indoor recess is required should report to their assigned Year level leader to support indoor recess supervision. 
Summer Procedures –
During summer, a hat is required to play outside. If a student is not wearing a hat, the duty teachers need to ask the student to go in the designated shaded area. The exact starting and ending date of these periods will be determined by the Primary Leaders and communicated to teachers and parents.  If students are consistently not bringing their hat to school (2-3 days) for students to remember to bring their hat to school the student’s teachers will be required to communicate with parents.

Student Dismissal Procedures (Field Students)

At the conclusion of the school day, teacher responsible for dismissal walks the appropriate students to the field. Students should be walked to the assigned Year Level area in a single line and seated on the blue steps. Students should only be dismissed to a Parent or Guardian waiting on the field in the appropriate area. When a respective Parent/Guardian is identified, the teacher will dismiss the student accordingly. It is essential that before a student leaves the teacher communicates with them. After 3:30pm uncollected students can be taken to the office and sat respectively on the chairs. Once the supervising teacher has informed the Office staff of the student’s name and class they may leave.

 

Student Dismissal Procedures (Bus Students)

At the conclusion of the school day, teachers responsible for dismissal walk the appropriate students to the entrance of the cafeteria and dismiss them to report to their respective bus Ayi.

 

Student Dismissal Procedures (1&2 CCA)

At the conclusion of the school day, class teachers supervise the appropriate students in their classroom until the CCA Teacher arrives. 
Once the CCA has finished, Students should line up in a single line, with Bus Student at the front and Field Students at the back. The teacher responsible for dismissal should walk the students in a single line to the cafeteria and dismiss Bus Students to report to their respective bus Ayi. The teacher responsible for dismissal then walks the remaining Field Students out to the blue steps. Students should only be dismissed to a Parent or Guardian waiting on the field. When a respective parent/guardian is identified, the teacher will dismiss the student accordingly.
Student Dismissal Procedures (3&4 CCA)

At the conclusion of the school day, class teachers supervise the appropriate students in their classroom until 3:25. At 3:25, the supervising teacher walks the student respectfully to their CCA collection point and ensures they are sitting in the appropriate area.
Once the CCA has finished, Students should line up in a single line, with Bus Student at the front and Field Students at the back. The teacher responsible for dismissal should walk the students in a single line to the cafeteria and dismiss Bus Students to report to their respective bus Ayi. The teacher responsible for dismissal then walks the remaining Field Students out to the blue steps. Students should only be dismissed to a Parent or Guardian waiting on the field. When a respective parent/guardian is identified, the teacher will dismiss the student accordingly.
