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SUPERVISION OF EARLY YEARS’ PUPILS POLICY 

 

This policy should be read alongside the Supervision of Pupils Policy, Missing or Lost Child Policy and 

Child Collection Policy 

.Policy Information 

Policy Title Supervision of Early Years Pupils Policy 

Applies to Reception pupils and Early Years Foundation Stage pupils 

Policy Owner Head of Pre-Prep 

Related Policies 

Supervision of Pupils Policy; Missing or Lost Child Policy; Child Collection 

Policy; Safeguarding and Child Protection Policy; First Aid Policy; 

Administration of Medicines Policy; Intimate Care Policy; Educational Visits 

Policy; Health and Safety Policy 

Approved by Advisory Committee 

Review Date September 2027 

1. Statement of Intent 

Birchfield School recognises that effective supervision of Early Years Foundation Stage (EYFS) 

pupils is essential to safeguarding children, promoting their wellbeing and enabling them to learn 

and develop in a safe environment. 

The School is committed to ensuring that all Early Years pupils are appropriately supervised 

throughout the school day and during all activities where the School has responsibility for their 

care. 

This policy outlines the arrangements for supervising Early Years pupils during: 

• arrival and registration; 

• classroom activities; 

• transitions; 

• assemblies; 

• playtimes; 

• lunchtimes; 

• physical education; 

• changing; 
• educational visits; 

• after-school activities; 

• collection from School. 

 

2. Regulatory Framework 
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This policy has been prepared with reference to: 

• Statutory Framework for the Early Years Foundation Stage (EYFS); 

• Keeping Children Safe in Education (KCSIE); 

• Independent School Standards Regulations; 

• Health and Safety at Work etc. Act 1974; 

• Equality Act 2010; 

• Supporting pupils with medical conditions guidance; 

• School safeguarding procedures. 

The School ensures that Early Years provision meets statutory requirements and that children 

are supervised by suitable adults in accordance with their age, needs and activities. 

3. Principles of Early Years Supervision 

The School will ensure that: 

• children are supervised at all times; 

• staffing levels are appropriate for the activity and children involved; 

• staff understand their safeguarding responsibilities; 

• children are accounted for throughout the school day; 

• transitions are carefully managed; 

• children’s medical, dietary, emotional and developmental needs are understood; 

• children are encouraged to develop independence while remaining safe. 

Staff actively supervise pupils by: 

• positioning themselves appropriately; 

• observing children’s behaviour and interactions; 

• supporting safe play; 

• identifying hazards; 

• intervening where necessary; 

• promoting positive behaviour. 

4. Staffing and Ratios 

The School ensures that staffing levels are appropriate to the number of children, their ages, 

activities and individual needs. 

Reception classes may operate with a qualified teacher responsible for up to 30 pupils, in 

accordance with EYFS requirements. However, the School recognises that effective supervision 

requires flexibility and additional adults will be deployed where required. 

Staffing decisions consider: 

• pupil numbers; 

• children requiring additional support; 

• medical needs; 

• activities taking place; 

• indoor and outdoor supervision requirements; 
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• safeguarding considerations. 

Staffing levels are reviewed continuously throughout the day. 

All staff supervising Early Years pupils: 

• are appropriately trained; 

• understand safeguarding procedures; 

• are familiar with pupil needs; 

• have access to relevant medical information. 

5. Safer Recruitment and Suitability of Staff 

All staff working with Early Years pupils are subject to the School’s safer recruitment 

procedures. 

The School ensures that: 

• appropriate employment checks are completed; 
• safeguarding checks are undertaken; 

• staff understand their responsibilities under safeguarding procedures; 

• volunteers and visitors are appropriately managed. 

Visitors, contractors and external providers must not supervise Early Years pupils unless 

appropriate checks, authorisation and safeguarding arrangements are in place. 

6. Supervision Before the Start of School 

Morning supervision begins at 8:00am in the Reception classroom. 

Arrangements: 

• a fully qualified teacher supervises pupils arriving from 8:00am; 

• from 8:15am, a Level 3 Teaching Assistant/teacher joins supervision; 

• both staff remain with Reception and Year 1 pupils until registration at 8:30am. 

The supervision ratio during this period is approximately 1:10. 

Staff supervising children are: 

• familiar with pupil medical and dietary requirements; 

• trained in Paediatric First Aid; 

• aware of safeguarding procedures. 

If pupil numbers exceed planned capacity, additional staff will be deployed. 

Parents remain responsible for children until they are handed over to an authorised School 

activity. 

7. Registration and Transitions 
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Reception pupils are escorted to assembly by their class teacher. 

Teachers supervise children during all transitions between: 

• classrooms; 

• assemblies; 

• play areas; 

• lunch areas; 

• specialist lessons. 

Children are counted and accounted for during movement around School. 

8. Break and Lunch Supervision 

Children are supervised throughout morning break and lunchtime. 

Staff support pupils with: 

• snacks and drinks; 
• coats and outdoor clothing; 

• safe movement to play areas; 

• appropriate play. 

Supervision includes: 

• outdoor play areas; 

• playing fields; 

• lunch areas; 

• classrooms during poor weather. 

Normally: 

• at least two members of staff supervise; 

• one member of staff is specifically designated for Early Years pupils; 

• additional staff are deployed where necessary. 

Staff supervising pupils hold appropriate first aid training and the Named First Aider is available 

if required. 

9. Toilet Supervision and Intimate Care 

Reception pupils are supported in accessing toilet facilities. 

Staff: 

• supervise movement to and from toilets; 

• encourage independence; 

• maintain children’s dignity and privacy; 

• follow the Intimate Care Policy where assistance is required. 
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Intimate care packs are available in: 

• Reception classroom; 

• Medical Room. 

10. Lesson Time Supervision 

During the school day from 9:00am until 3:15pm, pupils are supervised by qualified teaching 

staff. 

Children are never intentionally left unattended. 

In exceptional circumstances, such as an emergency, another suitable member of staff may 

temporarily supervise pupils while additional arrangements are made. 

11. PE and Changing Supervision 

Children are supported and supervised when changing for PE. 

Staff: 

• support age-appropriate independence; 

• maintain children’s privacy; 

• ensure safeguarding requirements are met. 

A member of Reception staff accompanies pupils to PE sessions. 

 

 

 

12. Risk Assessment 

The School completes risk assessments for Early Years activities and supervision arrangements. 

Risk assessments consider: 

• outdoor play; 

• indoor activities; 

• PE; 

• educational visits; 

• transitions; 

• intimate care; 

• collection arrangements; 

• staffing levels; 

• medical needs. 

Risk assessments are reviewed: 

• annually; 
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• following incidents; 

• following significant changes; 

• where new risks are identified. 

13. Collection and End-of-Day Supervision 

Teachers formally check pupils out at the end of the day using a daily collection record. 

Parents must use the School’s password collection system when another adult collects their 

child. 

Children will only be released to authorised adults. 

If staff are uncertain about collection arrangements, they must contact: 

• the family; 

• School Office; 

• Head of Pre-Prep. 

If a child has not been collected: 

• staff will follow the Child Collection Policy; 

• parents/carers will be contacted; 

• emergency contacts will be used where necessary. 

 

 

14. After-School Supervision 

Children not collected at the end of the school day may attend Prepcare, which must be 

booked in advance. 

Prepcare operates until 6:00pm. 

Staff supervising after-school care: 

• are suitably trained; 

• have access to medical information; 

• hold appropriate first aid qualifications. 

For clubs: 

• maximum numbers are controlled; 

• risk assessments are completed; 

• staffing levels are reviewed. 

External providers must provide suitable supervision arrangements and comply with School 

safeguarding requirements. 
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15. Missing Child Procedures 

Any concern that an Early Years pupil may be missing will be managed immediately in 

accordance with the School’s Missing or Lost Child Policy. 

Staff will: 

• alert senior staff immediately; 

• check agreed areas; 

• secure the safety of other pupils; 

• contact parents and emergency services where appropriate. 

16. Medical and First Aid Arrangements 

Medical needs are managed in accordance with: 

• First Aid Policy; 

• Administration of Medicines Policy; 

• Individual Healthcare Plans. 

The School ensures: 

• suitable first aid cover; 

• access to Paediatric First Aid trained staff; 

• appropriate emergency medication arrangements. 

17. Monitoring and Review 

The Head of Pre-Prep monitors Early Years supervision through: 

• observations; 

• safeguarding checks; 

• review of incidents; 

• staff feedback; 

• risk assessments. 
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ANNEX A 

Early Years Daily Supervision Checklist 

Academic Year 2026–2027 

Before School 

☐ Staff present before pupil arrival 

☐ Staffing levels appropriate 

☐ Classroom safe and prepared 

☐ Medical information available 

☐ Attendance procedures ready 

Morning Registration 

☐ All pupils accounted for 

☐ Late arrivals recorded 

☐ Children supervised during transitions 

Break Time 

☐ Appropriate staff deployed 

☐ Outdoor areas checked 

☐ First aid kit available 

☐ Children supervised actively 

☐ Weather conditions considered 

Lunchtime 

☐ Dietary requirements checked 

☐ Allergy information available 

☐ Children supervised while eating 

☐ Safe movement to play areas maintained 

PE and Activities 

☐ Staff aware of medical needs 

☐ Equipment checked 

☐ Appropriate supervision in place 

☐ Changing arrangements managed safely 

Collection 

☐ Collection record completed 

☐ Only authorised adults collect pupils 
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☐ Password arrangements followed 

☐ Uncollected pupils managed under Child Collection Policy 

Safeguarding Checks 

☐ Visitors appropriately managed 

☐ Children never left unsupervised 

☐ Concerns reported promptly 

☐ Incidents recorded where required 

 

  

 


