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Garden House School 

EYFS Pupil Supervision Policy 

 

This policy pays due regard to the Statutory Framework for the Early Years Foundation Stage 

(DfE 2017 and later supplements). 

 

1. PUPILS’ ARRIVAL AND DEPARTURE  

Pupils may arrive at the Main School from 8.15am and at the Kindergarten from 8.30am.  

Collection times vary according to the year group (see staff parent handbooks) 

Children are always dismissed by a class teacher or one of the head teachers.   

Pupils are not allowed on site without supervision. 

At present (first half of the lent term), only the children of Key Workers are present in school.  

 

2. PUPIL SUPERVISION 

The guidelines for EYFS staffing ratios, as stated in the Statutory Framework for the Early 

Years Foundation Stage are followed at all times.   

 

The children are closely supervised and are kept within sight and hearing of staff at all times. 

Careful thought is given to the level of supervision required throughout the school day.  

The school assesses the level of supervision required, by taking into account the needs and 

vulnerabilities of the children and the nature of the activity. This is always considered using a 

risk based approach.  

 

Children are given help to go to the bathroom if required.  

 

Preparatory (4-5 year olds)  

No classes are larger than 20 children.  

There is a qualified teacher and a teaching assistant assigned to each class, plus a floating 

assistant across each year group.  

 

Kindergarten (3-4 year olds) Sedding Street 

There are 24 children with 2 qualified members of staff and 3 assistants.  

One member of staff is an EYFS Level 6 Practitioner and one member of staff has Level 3 

EYFS training. 

 

During off site activities and on day trips, a minimum ratio of 1-8 Preparatory and 1-6 

Kindergarten Staff/Pupil is adhered to at all times. However, the ratios are always considered 

in relation to the nature of the activity undertaken and more adults are made available if 

required.   

 

Parents are made aware of these ratios. 

 

3. OUTDOOR PLAY 

Staff must comply with the provisions relating to courtyard play in the Staff Handbook.  
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The Kindergarten play in a small area outside the Kindergarten building, in Holy Trinity School 

playground and occasionally in the Courtyard at Turks Row.  

 

In the area outside the Kindergarten, the children play with sand, grain or water trays and when 

in the Holy Trinity playground, they play with a selection of toys including soft balls, hoops 

and plastic stepping stones. They are always supervised by the Kindergarten staff.  

 

Staff wear yellow jackets to supervise play in the Holy Trinity playground and risk assessments 

are carried out for all areas of play. See ‘Kindergarten outside area’, ‘Courtyard’ and ‘Holy 

Trinity playground’ risk assessments.  

 

If it is considered to be too wet to play outside, the children are supervised indoors by their 

teachers or assistants. In the event of a class teacher not being present during a break or free-

play time, a qualified member of staff is always nearby and readily available. 

 

Due to Covid-19, at present the children are not using Holy Trinity School playground. 

 

4. STAFF DUTIES 

All members of the teaching staff are expected to take their share of break and lunchtime 

supervisory duties on a rota basis, as well as late duties where required.  

The main duty times for staff are 

• Break duty (in classrooms) 

• Lunch-time duty (in classrooms) 

• Holding Room (3.30-4.30pm) At present due to Covid-19 there is no Holding Room 

available for children except for siblings. Children remain in their classrooms until 

their older sibling is ready to go home. 

 

Although the qualified teachers are with the children for the vast majority of time, during 

playtime and breaks during the day, when a qualified teacher is not present, an adequate number 

of staff supervise the children and a qualified member of staff is in the vicinity and readily 

available. There are always at least 2 members of staff in the courtyard during play for each 

class. If it is wet and the children are not able to play outside, they are supervised in the ballet 

room or another large room on site.  

When members of staff are supervising off site, a mobile phone is taken. If older children are 

present, there are always staff supervising and a member of staff is in overall charge. 

 

5. REGISTRATION 

A register of pupils is taken at the start of the morning and afternoon sessions and staff fill in 

the register following the school register codes. Parents are responsible for notifying the school 

if their child is absent for any reason.  The school will always contact the parent if a child fails 

to arrive at school without an explanation. 

 

6. COLLECTION OF PUPILS (also see Garden House’s ‘Missing and uncollected child 

procedure’) 

No child will be released into the care of an adult if this has not been authorised by the child’s 

parent prior to collection time. The school will only release a child at the end of his or her 

session into the care of another individual if it has been notified in writing and has been given 

the name of the person collecting the child. In the Kindergarten, in addition to written 

authorisation from the parent, a photo of the adult collecting the child is also required if they 

are not known to the school. 

  

Arrangements between parents for playdates after school should be made known to class 

teachers at the earliest moment, in writing. Emergency or last-minute plans must be reported to 

the office, who will pass the message to the class teacher. 
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7. MEDICAL SUPPORT (also see Garden House’s First Aid Policy) 

All EYFS staff are qualified as Paediatric First Aiders and are able to administer epipens. There 

are always qualified first aiders on both sites who are available to administer first aid, to deal 

with any accidents or emergencies, or to help if someone is taken ill.   

All teaching staff and non-teaching full time staff are trained and qualified as First Aiders and 

are able to give emergency first aid. The names of specifically trained Paediatric First Aiders 

are published on the intranet and in first aid notices that are displayed around the school.  

First aid boxes are in a cupboard in the hallway in Kindergarten, in the children’s Preparatory 

bathrooms/lavatories and in the School Office. The Office first aider keeps a record of training 

which is renewed every 3 years. She regularly checks and replenishes the first aid boxes in the 

main school and there is a designated Health and Safety member of staff in Kindergarten to do 

this.   

 

8. SUPERVISION WHILST TRAVELLING TO AND FROM SCHOOL (also see 

‘Supervision Policy’ Bus procedure) 

Parents are responsible for ensuring that their children travel safely to and from school.   

Pupils using the school buses to travel to and from school, are supervised by the bus driver and 

a member of staff who acts as an escort. All pupils are expected to behave responsibly. If pupils 

do not behave responsibly this could result in parents being asked to make alternative 

arrangements. 

The bus driver and escort are responsible for supervising pupils off the bus and into school 

when the mini bus arrives at school. The Kindergarten staff also supervise the children onto and 

off the buses and into or from the building.  

When arriving at school by car, in Turks Row members of staff wearing yellow high vis jackets 

or vests are available to help children out of cars and to escort them to the school door. Teachers 

on the door have two primary responsibilities; to welcome the children and to ensure the 

security of the door they are manning.  

During Covid-19, no parents or visitors are allowed into the school unless by previous 

appointment. 

 

9. MOVEMENT OF PUPILS BETWEEN SITES & EDUCATIONAL VISITS (also see 

Garden House’s ‘Educational Visits Policy’ and ‘Supervision Policy’ – Walk procedure) 

The school has a ‘Walk procedure’ which is strictly adhered to when supervising children 

between the Kindergarten setting in Sedding Street and Holy Trinity playground which they 

visit weekly. Kindergarten children hold on to a rope with rings and use this to aid safety when 

crossing the road.  

All staff and children wear yellow jackets and adhere to the ‘Walk Procedure’ and ratios.   

The school adheres closely to the adult/child ratios detailed in the Garden House’s ‘Educational 

Visits Policy’ whenever children are taken off site; these are: 1-8 (Prep) (1-6) Kindergarten.  

During Covid-19, no visits to Holy Trinity School or other sites are taking place. 

 

At least one member of staff will have a mobile phone with them at all times when moving 

between sites or during off site visits.  

 

A minimum of one member of staff who holds the paediatric first aid qualification is always in 

attendance when EYFS children are off-site or on trips. 

 

10. PROHIBITED ACCESS BY PUPILS 

Pupils are not allowed into the swimming pools used by the school without a qualified member 

of staff in charge, nor are they allowed to use gymnastic, athletic or climbing equipment without 

supervision.   

Pupils are expected to follow reasonable instructions from teachers or qualified leaders in 

adventurous activities. 
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Pupils do not have access to the boiler room, kitchen and other parts of the school building not 

used for teaching. 

 

 

11. STAFF INDUCTION 

All new members of staff receive a thorough induction into the school’s expectations of the 

appropriate levels of pupil supervision. 

 

 

Refer to the Appendices of the Supervision Policy (Whole School and EYFS) for the 

following:  

• Bus Procedure; 

• Bus Rules; 

• Courtyard Play Policy; and 

• Walk Procedure 

 


