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Supervision and Safety of pupils 
EYFS – Year 6 

 
The aim of the policy is to ensure that all members of staff have a comprehensive 
understanding of their role in the supervision of pupils. The policy has taken account of 
advisory documents and discussions with staff and Governors as appropriate.  
 
Many of the following points may also be found in the main Health and Safety Policy, First 
Aid Policy and EYFS Policy documents.  
 
Before School  
 
For all pupils at St Cedd’s School adult supervision is in place from 0800. For parents’ 
convenience, pupils in Years 1 -6 may use the walking bus which is provided from the British 
Legion (with three members of staff in attendance) to escort pupils who have been dropped 
off by parents at the British Legion Hall. Breakfast Club operates from 0730-0800 for parents 
and pupils wishing to have breakfast at school. Supervision is provided in the breakfast hall 
with staff escorting the pupils to the classroom/hard court if the parent is not with the child. 
Supervision from 0800 is provided on the Red Brick Road, the Nursery and Reception form 
rooms. In poor weather conditions the children take shelter in the classrooms. Parents are 
advised of this in the Parents’ Handbook of Information and reminded at regular intervals 
throughout the year.  
 
Break Periods  
 
A rota for adult supervision of pupils is in place. Staff: pupil ratios reflect the pupil roll and 
age of the children in line with DfE and Ofsted regulations and recommendations. Duty staff 
rotas detail the supervision and there is a separate staff rota for the supervision of children 
in the EYFS setting. Staff on duty with the children in the EYFS setting are familiar with the 
EYFS children and at least one member of staff holds a relevant EYFS Level 3 or teaching 
qualification. In Years 1-6 there is use of teaching staff, teaching assistants and additional 
support staff to ensure that the number of adult supervisors meets or exceeds 
recommended staff: pupil ratios to ensure the safety of all pupils. At the end of break, the 
children are escorted from the play areas to their classes.  
 
In the event of inclement weather, pupils will remain in their allocated classrooms, where 
adult staff will ensure regular supervision throughout.  
 
Lunchtimes  
 
Pupils are under the direction of Midday Assistants, who receive their instructions from the 
Deputy Head. Pupils in Reception and Years 1-6 will be escorted to the dining hall by a 
member of teaching or classroom support staff. The Nursery children have lunch in the 
Nursery supervised by EYFS Teaching Assistants and Nursery teaching staff. 
 
After School  
 
All pupils must be collected by a nominated adult and if this person is not known by staff, 
the family password is requested (for Nursery to Year 2 pupils). Older siblings may collect 
pupils from Year 6, if previously agreed with the parent. In Year 6 some pupils may walk 
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home unaccompanied, or go to an agreed pick-up point by previous written agreement with 
the parents. 
 
Several after-school clubs are provided during which direct adult supervision is provided. 
The Activities Co-ordinator monitors staff: pupil ratios in activities and clubs to ensure that 
supervision exceeds regulations relating to supervision of pupils. 
 
The school also provides an after-school club (TLC), in which adult supervision is available to 
care for and supervise those pupils whose parents wish to make arrangements for them to 
remain on the premises after the end of the school day. EYFS children can use this facility 
after their third birthday.  
 
We will not release a child to an unauthorised person, even if the collection is late unless an 

authorised person telephones to state that because of an emergency a different person will 

be collecting. Family passwords are stored by the school and will be requested of the adult 

by the member of staff at St Cedd’s School. Family passwords are logged for pupils in Lower 

School and the EYFS setting. For all pupils at the School we expect parents and guardians to 

inform us in writing of changes to their collection routines. In addition, the name and a 

physical description of the authorised person will be confirmed. If the family password is not 

available due to an emergency, a code word will be issued by the school and the member of 

St Cedd’s School staff will check this description of the person collecting and the code word 

before permitting the child to leave.  

In the event that a child is not collected by the due time on several occasions and a pattern 

of late collection occurs, the Head will make an appointment to see the parents to review 

the situation, and will also write to the parents pointing out the difficulties that late 

collection may cause.  The School reserves the right to charge parents for the additional 

hours worked by St Cedd’s School staff.  

St Cedd’s School admissions procedures require all parents/guardians to provide the 

following information which is stored on the school’s secure database:  

 

 Home address and telephone number,  

 Mobile phone numbers  

 Place of work, address and telephone number (if applicable)  

 Names, telephone numbers, of any adults authorised by the parents to collect their 

child who has parental responsibility for the child  

 A family password (EYFS setting and Lower School – Year 1 and Year 2) 

 

Children not collected at the end of the EYFS normal school day who have not booked to 

attend the after-school care club (TLC), will be supervised by EYFS staff and escorted to TLC 

to be in the care of the TLC Manager (where there continues to be appropriate ratios of 

suitably qualified staff for the pupils aged 3-11). The child will be given something to eat and 

drink. The parents/guardians will be contacted. If a pattern of lateness occurs the parents 

will be charged the TLC fee. If contact with the parents/guardians or nominated carers is not 
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successful, other adults identified on the database for collection of the child will be 

contacted.  

If the child is not collected by 18:00 (when the school closes), a member of the Senior 

Leadership Team (SLT) will be contacted by the TLC Manager and a member of the SLT, and 

where possible a member of staff known to the child, will stay with the child until the child is 

safely collected by their parent/guardian or by an authorised adult. The child will not leave 

the premises with anyone other than those adults named on the school database alongside 

the child’s contact details, unless authorised by the child’s parent/guardian. A message that 

the child has not been collected and that they need to contact the school immediately will 

be left on answer machines along with the school telephone number. All reasonable 

attempts will be made to contact the parents/guardians or nominated carers.  

In the unlikely event that no contact has been made with any person on the contact list, by 

18:39, contact numbers will be tried again and this time a mobile number will be left (due to 

the school phone being on night service at this time).  

If no one collects the child by 18:30 and there is no-one who can be contacted to collect 

the child, the School will apply the following procedures:  

 For the welfare of the child, if not contact has been made with any person on the 

contacts list, by 18:40, emergency services will be contacted. The School will contact 

Essex Children’s Social Services Care initial response team and talk through options 

 The child will stay at the EYFS setting in the care of a member of the SLT staff until 

the child is safely collected either by the parents/guardian, or child’s nominated 

adult or by a member of Essex Children’s Social Services Care team 

 Staff will not take the child home with them, under any circumstances 

 A full written report of the incident will be recorded in the child’s file and on School 

Manager 

 Ofsted and DfE/ISI may be informed  

 The member of the SLT staff will log notes of the event on the child’s profile on 

School Manager. The Designated Safeguarding Lead will be informed and a copy of 

the records kept by the school.  

 

For further details regarding procedures followed for an uncollected child, and in the event 
of a child going missing, please read the EYFS and Whole School Uncollected Child Policy and 
Procedures.   
 
Leaving School  
 
No child should leave the premises during the school day, unless a communication has been 
received to that effect from a parent. Pupils may only ever leave the school with a 
nominated adult. 
 
Absence  
Parents must notify school of all absences. This may be by letter, telephone or e-mail.  
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Teachers should notify the school office of any prolonged or suspect absence, or other 

attendance concerns.   

 

We will inform the local authority of any pupil who is going to be deleted from the admission 

register where they: 

 

 have been taken out of school by their parents and are being educated outside of 

the school system e.g. home education 

 have ceased to attend school 

 fails to attend school regularly, or has been absent without the school’s permission 

for a continuous period of 10 school days or more, at such intervals as are agreed 

between the school and the local authority (or in default of such agreement, at 

intervals determined by the Secretary of State) 

 
Sickness  
 
Parents are discouraged from sending pupils to school whilst still taking medication, 
particularly in instances of contagious illness.  
 
For pupils with long-term medication requirements, arrangements are made with the Health 
and Safety Medical Officer (School Nurse) for the administration of their medication. In the 
absence of the School Nurse, responsibility shall be delegated to the Head, or another willing 
First Aider on the staff.  
 
Medical protocol in EYFS (Nursery) 

Whilst the everyday medications that children need for minor ailments or illnesses will be 

kept in the Medical Room with the School Nurse, medication for acute or life threatening 

conditions such as diabetes, acute asthma, anaphylactic shock, epilepsy etc. will be kept in 

the Nursery so that they can be administered by the qualified paediatric first aiders quickly.  

Medications are securely stored in the Medical Room and Nursery Kitchen (for emergency 

use of epipens and inhalers) and always out of reach of children. Whenever such medical 

emergencies occur a member of the nursery staff will ring over to the Medical Room to seek 

immediate assistance from the School Nurse and to ensure that medical information is 

stored centrally in the Medical Room. All children requiring such medication will have 

written protocols visible in the Nursery kitchen and all staff working within the Nursery 

setting will be made aware of these children in their induction interview.  Regular updates 

from parents will be sought each term for children with serious medical conditions.  

Medications will be checked by the School Nurse to ensure they are in date. All minor 

injuries are recorded in the Nursery first aid folder and records and copied to the Medical 

Room files and School Manager. 

Movement around School  
 
Every child has the right to privacy, dignity and a professional approach from all staff when 
meeting their needs and it is important that staff working in partnership with parents to give 
the right support to the individual. Pupils are usually within sight of staff and always within 
sight or hearing. 
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Pupils and staff should respect the arrangements in place for security, and should ensure 
doors are correctly closed after them.  
 
General Safety  
 
It is the duty of all members of staff to ensure that they are aware of the full Health and 
Safety Policy, and that they adhere to it.  
 
Any concern regarding safe practice should be reported to the nominated Health and Safety 
Officer (Head) at the first available opportunity.  
 
Risk Assessments 
 
Risk Assessments for all areas of the school grounds, facilities and activities are updated 
regularly to ensure that procedures and the premises provide a safe and secure environment 
for all the children. The staff at the school take appropriate health, safety and safeguarding 
measures and are vigilant in guarding its pupils from risk. Please refer to the Risk Assessment 
Policy for further details. Please read the Risk Assessment Policy for further details.  

 
Registration and Attendance Policy 
 
With the exception of Nursery children, all the children are registered at 0830 in their Form 
Rooms. 
 
Absence 
 

 Children who are late sign in at the Front Office(s). 

 The parent needs to telephone or email the school before 0830 on the first day of 
absence.  

 We always telephone home on the first day of an unexplained absence in order to 
make sure that the child is safe. These phone calls are made by 10:00 if the child is 
absent and no communication has been received to explain the absence. 

 Pupils are not allowed to leave the school sites during the school day, unless 
accompanied by a member of staff, for a trip or visit or a sporting fixture, the dates 
of which will have been notified to the parent(s) in advance. 

 Children who leave early from school must sign out at the Front Office(s), and be 
collected by the parent(s). If another person is scheduled to collect the child, the 
parent must inform the school and they will be asked to state the child’s collection 
password. 

 Requests for absence must be made in writing to the Head. Requests for exceptional 
absence (i.e. absence for days other than medical or dental appointments) are sent 
to the Head for approval.  

 
The School Day 
Nursery   0800 - 1515 (to 16:00) 
Reception  0800 - 1515  Monday - Friday 
Y1/Y2   0830 - 1515  Monday - Friday 
Y3-Y6   0830 - 1545  Monday - Friday 
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Term dates are sent to parents in advance in order that family holidays do not disrupt the 
child’s education.  
 
A register is taken twice daily using the database School Manager using the following codes: 

 

/ \ Present  
B Educated off site (NOT Dual registration)  
C Other authorised circumstances (not   
covered by another appropriate 
code/description)  
D Dual registration (i.e. pupil attending other 
establishment)  
E Excluded (no alternative provision made)  
F Extended Family Holiday (agreed)  
G Family Holiday (NOT agreed or days in 
excess of agreement)  
H Family Holiday (agreed)  
I Illness (NOT medical or dental etc. 
appointments)  
J Interview  
L Late (before registers closed)  

M Medical/Dental appointments  
N No reason yet provided for absence  
O Unauthorised absence (not covered by any 
other code/description)  
P Approved sporting activity  
R Religious observance  
S Study leave  
T Traveller absence  
U Late (after registration closed)  
V Educational visit or trip  
W Work experience  
X Untimetabled sessions for non-compulsory 
school-age pupils  
Y Enforced closure  
Z Pupil not on roll  
# School closed to pupils.  

 

An N is first entered and this is later corrected (as soon as possible - ideally within two 
weeks) to the appropriate symbol (in this case only, overwriting is allowable in an electronic 
system) and N must not be allowed to remain indefinitely.  

 

 


