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SUPERVISION OF PUPILS 

 

This Policy applies to the whole school from Early Years to Form VI  

 

At Seaton House School we live in a community and treat one another as we wish to be treated 

(both pupils and staff). It should be noted that teachers are always ‘on duty’ in this community and 
we are always looking after the pupils in our care. This is essential if our pastoral care is to be 

effective.  

 

This is explained from the very first Induction meeting at the start of the academic year or 

throughout the year depending on their start date.  

 

The Deputy Head publishes a duty rota each term, to ensure adequate supervision is in place. We 

are all responsible for the behaviour of pupils on the school premises. Throughout the day, staff 

should consistently exercise the School’s Behaviour Policy. Also see The Wrap Around Care policy. 

 

Staff have a duty to:  

1. Deal with inappropriate behaviour  

2. Report it immediately to Form Tutor and or SLT 

 

Early years 

Nursery  

EYFS statutory requirements (2023) states that: 

Staffing arrangements must meet the needs of all children and ensure their safety. 

For children aged three and over in independent schools (including in nursery classes in academies), 

where there is a person with Qualified Teacher Status, Early Years Professional Status, Early Years 

Teacher Status or another approved level 6 qualification, working directly with the children:  

 There must be a member of staff for every 13 children. 

 At least one other member of staff must hold a level 3qualification. 

Where a QTS, EYP or YET are not working directly with children: 

 There must be at least one member of staff for every eight children  

 At least one member of staff must hold an approved level 3 qualification  

 At least half of all other staff must hold an approved level 2 qualification 

 

We maintain higher than required ratios of adults to children. In Nursery every child is allocated a 

keyperson to support and monitor their development and ensure the provision meets their 

individual needs. 

All staff working within the Early Years are Paediatric first Aid trained. 

 

We ensure we maintain ratios by: 

 Planning rotas so that they are maintained throughout the day.  

 Carefully monitoring the allocation of staff during free flow (indoor and outdoor) play to ensure 

that all children remain supervised.  

 There is a staff rota to ensure ratios are maintained. 

 At lunch times, additional lunchtime supervisors work with the Early Years children. 

 

 



Reception 

In our Reception class we have a fully qualified teacher and a full time assistant. Our maximum class 

size is 20. Both the classroom and outdoor areas are supervised by the teachers or assistants. 

Nursery staff will assist with cover as required to allow for staff breaks. 

 

Staff are all onsite and ready to work with the children from 8am. The door opens to Nursery pupils 

at 8am, and Reception Early Birds. 
 

Breakfast Club (7.30am-8.00) 

Children in the Early years are able to join the Breakfast Club provision in the main school from 

7.30am. Children are supervised by 2 members of staff in the school hall until 7.55am, one of these 

members of staff is Level 3 qualified. A member/s of staff then walk the children to the Early Years 

building. 

 

Early Years Early Birds (8am-8.30) 

Nursery children start their day at 8am. Reception children using the Early Birds provision club 

arrive between 8-8.15am. The Early Bird children join the Nursery. To ensure that staff ratios are 

maintained, an additional, qualified member of staff is within the Nursery to support the Early 

Birds. A member of staff is on the door between 8am and 8.15am. 

 

Outside play 

Children in Nursery use the outdoor area throughout the session and are supervised by Nursery 

staff. 

Reception have a 20 minute playtime during the morning session and are supervised by the class TA 

and Nursery staff. 

 

Lunchtime 12.00pm-1.15pm  

At lunchtime children are supervised by the lunchtime staff and teaching staff, in the main school 

hall and then outside for playtime. 
 

Home time 3.15pm  

Nursery children going home at 12pm are dismissed from the building by Nursery staff. Children are 

handed over to their parent or other person authorised to collect them. No child will be handed 

over to anyone else unless authorised by a parent and able to provide the child’s password. The 
same process is followed at the 1.15pm collection and the end of the school day (3.15pm) 

If a child is not collected at the end of the session a phone call will be made to parents to ascertain 

when and whom will be collecting the child. 

Nursery and Reception children going home at 3.15pm are dismissed from the Nursery classroom 

by the teacher or teaching assistant. The children are handed over to their parent or other person 

authorised to collect them. No children will be handed over to anyone unless authorised by the 

parent. Any child not collected at the end of the school day will be taken to After School Care and a 

phone call will be made to parents to ascertain when and whom will be collecting the child. 

 

 

  

 

 

 



Main School 

Breakfast club and Early Birds 

Breakfast club provision is offered from 7.30am. Pupils enter via the LRC gate. Pupils are supervised 

by 2 members of staff. 

Pupils can join Early Birds from 8am. They enter via the LRC gate and are supervised by 2 members 

of staff. 

 

Playtimes: Main school 

We try to have outdoor play whenever possible and this is supervised by two members of staff on 

the netball courts or field (there is a duty rota for this). However, if it is particularly wet a decision 

whether it is indoor play will be communicated to all staff by the Deputy Head or Teacher on duty. 

Form tutors are responsible for establishing classroom rules/items available in their own rooms 

during wet breaks.  

The staff on duty along with the Form VI prefects will supervise the girls in the hall or Studio. There 

should always be a member of staff in Senior House and one in Junior House.  

 

Lunchtimes 

Early Years, Form I and II have the first lunch sitting at 12-12.30 

Forms III to VI have the second lunch at 12.30-1pm 

The hall is supervised by three members of staff. An additional member of staff supports the Early 

Years children when eating.  

When the girls are outside they are supervised by two members of staff. An additional member of 

staff supports the Early Years children. In addition, there are often lunchtime clubs which take place 

organised by teaching staff and outside providers. 

 

Supervision when changing for PE and sports clubs 

A member of female staff will supervise the children when changing for PE or sports clubs. 

 

Supervision on trips and residential 

All trips and residential stays are subject to a policy and robust risk assessments (see trips and visits 

policy) 

 

End of Day 

All teachers are responsible for their own classes until they hand the pupils over to the adult 

collecting them or the person in charge of the Homework/After School Care. All pupils not going 

home with their parent (or named person) will need a note (or email) to that effect - if there is no 

note then telephone the parent for permission before the pupil is allowed to go. If contact cannot 

be made, the pupil is not allowed to go. Any pupil not collected at the end of the school day will be 

taken to After School Care and a phone call will be made to parents to ascertain when and whom 

will be collecting the pupil. 

 

Homework Club/After School Care 

Homework club for Forms III to VI runs from 3.30-4.30pm and is supervised by a teacher. All pupils 

are expected to stay for the full hour. A register is taken at the start of the session and record is 

kept as pupils leave. Pupils will be collected from the LRC entrance at the end of Homework club 

any pupil not collected will be taken to After School Care and added to their register. 

 



Pupils from Form I and II can be booked to attend  After School Care (ASC) which is available until 

6pm. This is supervised by ASC staff, at least one member of staff will hold a relevant childcare 

qualification, if there are children below the age of 8 years in the club. There is also always a Senior 

Teacher on duty every evening until 6pm. Pupils will be collected directly from the LRC.  

 

Pupils in the Early Years attending After School Care (ASC) will be cared for in the Early Years 

building with 2 members of Early Years staff. At 4.30pm, children remaining in ASC will be walked 

up to the main school to join the ASC, with relevant staff ratios. Children will walk in pairs and be 

reminded of the need to keep together and walk in an orderly fashion to the Main Site.  

 

A register is kept of all pupils attending ASC and a note is kept of the time when pupils are 

collected. 

 

After 6pm pupils left at School will be taken to the SLT member on late collection duty who attempt 

to make further contact with parents. If no contact is made, the pupil will remain on School 

property under supervision. A charge may be made.  

 

Clubs after school 

All clubs have a register and pupils are registered at the start of the club and the ticked off when 

they are dismissed. 

 

Pupils not collected at the end of the day 

Every effort will be made to contact parents, if a child is not collected at the end of the day. If we 

are unable to contact a parent, we will contact Social Services. 

 

Holiday Club 

Pupils attending holiday club are supervised by school staff. Outside companies providing activities 

and workshop sessions undergo the same checks as visitors to the school during term time (see 

trips and visits policy). We have a maximum number of 35 children per day and up to 4 members of 

staff (depending on numbers). In addition a member of SLT is on site each day. Children are 

registered in the holiday club and a register is completed at are collected at the end of the day by a 

nominated adult. If a pupil is not collected, staff will contact parents and carers. If staff are unable 

to contact parents/carers they will inform the DSL who will make contact with Social services. 

 

REVIEW 

 

This policy will be reviewed every year. 

Reviewed November 2023 

 

 

Judith Evans                                                                                    Carl Bates 

Chair of Governors                                                                         Headteacher 


