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Wymondham College Prep School seeks to ensure that pupils are properly supervised at all 
times.  The aim of this policy is set out how the Prep School, including EYFS, will supervise 
pupils.  
 
Opening hours (Reception to Year 6) 
The school is open between 7.45am and 6.00pm Monday to Friday. The School is not open 
on Saturdays, Sundays or on public holidays. Staff responsible for activities which take place 
outside of the school’s normal opening hours will put in place appropriate supervision 
arrangements.   
 
During the school day (Reception to Year 6) 
The School reception will be manned at all times between 8.15am and 4.15pm to act as a 
central point of contact, and tutors make pupils aware of this. 
 
Weekly duty staff (Reception to Year 6) 
Members of staff are assigned for daily supervision duties; the duty rota is circulated via 
email and published in the Prep School staff room and monitored/updated as required by the 
Headteacher. 
 
Before school (Year1 to Year 6) 
The School is open to pupils from 8.30am, and pupils should not be in the School grounds 
before that time, unless supervised by a parent/carer or attending the Early Birds Breakfast 
Club. The school offers an Early Bird Breakfast Club for pupils in the school hall from 
7.45am. A member of staff will be on duty outside the Lower School from 8.30am to 
supervise the pupils as they arrive.  
 
Pupils who are in school before 8.30am should either be the Early Birds Breakfast Club or 
supervised by a parent/carer. 
 
If the weather is inclement pupils will be allowed to use their form room from 8.30am with the 
duty members of staff will be patrolling the Prep School building.  
 
Before school (Reception) 
The children in Reception, therefore including EYFS, are constantly in the care of an 
appropriately qualified member of staff. The Prep School is open to pupils from 7.45am, and 
pupils arriving before 8.30am must attend Early Breakfast Club or be under the supervision 
of their parent/carer. From 8.30am pupils will be able to go to their relevant classroom where 
a member of staff will be on duty.  
 
Break times (Reception to Year 6) 
Break times are supervised by appropriately qualified members of staff between 10.05am 
and 10.20am, 12.10am and 12.55pm and 2.20pm and 2.30pm. There is at least 2 members 
of staff on duty at the morning and lunch break, with at least one of member of staff in the 
near vicinity being paediatric first aid qualified. As the school grows in size this number will 
increase to maintain appropriate supervision. 
  
After school (Year 1 to Upper 3) 
A duty staff member will be at the pupil collection point between 3.15pm and 3.30pm. Pupils 
who have not been collected by 3.30pm will be taken inside and supervised in the library. 

Extended Day operates daily between 4.00pm and 6.00pm in a designated classroom(s). 
Pupils are signed in and out of Extended Day and there is no need for pupils to be pre-
booked into this facility, although pupils intending to use this are logged during morning 
registration Registration; if a pupil has indicated they are staying for Extended Day and is not 
present then their whereabouts will be determined. 
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The school runs various extra-curricular activities after school. A record of when these take 
place is displayed in the corridor and a copy distributed to staff, parents and pupils. If a pupil 
has indicated they are staying for an extra-curricular club and is not present then their 
whereabouts will be determined. Staff running these sessions will take a register of attending 
pupils which will be submitted to the school office for logging the next day. 
 
A member of staff will be on duty between 4pm and 6.00pm in the School (or up until the 
point there are no pupils unaccompanied by parents/carers left on the school premises).  
 
After school (Reception) 
From 3.15pm to 3.30pm parents will be able to collect their child from outside their child’s 
classroom where a member of staff will be on duty to ensure children are handed over to 
them. Pupils who have not been collected by 3.30pm will be escorted to the library and 
supervised appropriately.  
 
The school runs various extra-curricular activities after school that can be accessed by 
pupils in Reception. Parents will then collect their child from outside their child’s classroom 
where a member of staff will be on duty to ‘handover’ their child to them. Pupils who have 
not been collected by 4.10pm will be taken and booked into Extended Day. 
 
A member of staff will be on duty between 4pm and 6.00pm in the School (or up until the 
point there are no pupils unaccompanied by parents/guardians are left on the school 
premises).  
 
Non-collection of a child (Reception) 

Inevitably, parents occasionally find it impossible, because of unforeseeable events, to 
collect their child from the School at their designated collection time. Usually, they are able 
to telephone to inform the School. Under these circumstances, the School will accommodate 
the child in the Library and Extended Day provision. The usual charges as notified to parents 
will be levied for using the Extended Day provision. 

The School will ensure that all EYFS children are collected by a parent, carer or designated 
adult.  

If a child is not collected at the pre-appointed time from school, the following will apply: 

▪ The pupil will be supervised, by an appropriately qualified member of staff, in the 
library before being signed into the Extended Day provision at 4pm. The usual 
charges as notified to parents will be levied for using the Extended Day provision. 
The parents/emergency contact numbers will be called. 

▪ The school will keep calling the parent/emergency contact numbers for another 30 
minutes if the school is unable to contact the parent/carer following the initial phone 
calls to each of the parents/emergency contacts. 

▪ After every effort has been made to contact someone to collect the child, or if the 
parents fail to collect the child despite being notified, the school will inform Children’s 
Services and ask the child to be collected.  

 

A member of staff will be on duty between 4pm and 6.00pm in the Lower School (or up until 
the point there are no pupils unaccompanied by parents left on the school premises).  

 

Incidents of late collection will be recorded by the Headteacher.  
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Ratios for Reception (EYFS) 
The reception class will have at least one member of staff for every 30 children. This person 
will be either a person with Qualified Teacher Status, Early Years Professional Status, Early 
Years Teacher Status or another suitable level 6 qualification, an instructor, or another 
suitably qualified overseas trained teacher. 
 
For pupils in Reception (EYFS) arriving at school before the start of the school day at 
8.45am and after the end of the school day, 3.15pm, we ensure that there is at least one 
member of staff for every 13 children and that at least one member of staff holds a full and 
relevant level 3 qualification. We also ensure that at least half of all other staff must hold, as 
a minimum, a full and relevant level 2 qualification. 
 
Off games supervision (Reception to Year 6) 
Particular care is given to supervision for pupils who are not in games.  Any pupil who is off 
games must report to the School Secretary to be registered before working/reading in the 
library. Pupils must not sign themselves off-games but should be sent to the school office if 
they are feeling unwell. 
 
If a pupil needs to be off games parents must send in a note, call or email the School 
Secretary. If they become ill during the day they must be sent to the Medical Room to be 
assessed by a first aider. The member of staff will direct them to spectate at games, to work 
in the Library, or to go home with a parent; this is the school’s decision, not the pupil's. No 
pupil may go home (or out of school) during a games session unless sent home by the 
school for medical reasons, or granted leave of absence by the Headteacher after a written 
request from a parent/carer. 
 
Lunch (Reception to Year 6) 
At lunchtime the children in Prep School eat in the school hall. Members of the staff, 
including EYFS staff, accompany the pupils to and from the school hall, where they will be 
supervised during lunch. After the children have eaten they will then go out to lunch break 
where the same supervision arrangements apply as at break time.  
 
Supervision of pupils on educational visits (Reception to Year 6) 
Please refer to the Educational Visits Policy or speak to the Educational Visits Coordinator 
for further information.  
 
Supervision of pupils on school organised transport or school owned vehicles 
(Reception to Year 6) 
It is important to ensure there is adequate supervision when pupils are being transported for 
school activities.  
 
Lower 1 – Upper 3 

Vehicle size Minimum number of 
supervising staff 

Can the driver be included 
in the ratio? 

Up to 8 passenger seats 1 Yes 

Up to 16 passenger seats 1 Yes 

Up to 54 passenger seats 2 (1 per 22 pupils) No 

Up to 69 passenger seats 3 (1 per 23 pupils) No 

  
Reception (EYFS) 

Vehicle size Minimum number of 
supervising staff 

Can the driver be included 
in the ratio? 



SAPIENTIA EDUCATION TRUST 

5 
 

Up to 8 passenger seats 1 (Minimum of 1 PFA 
trained) 

No 

Up to 16 passenger seats 2 (Minimum of 1 PFA 
trained) 

No 

 
There may be occasions when it is necessary to adapt these ratios to deal with unexpected 
or emergency situations.  
 
Supervision of pupils who are on other school based activities (Reception to Year 6) 
Staff leading an activity will seek prior permission from the Headteacher, and ideally the 
activity will be listed in the termly calendar. The staff member will agree with the 
Headteacher what the supervision of pupils will be, and the school’s Educational Visits 
Policy can be used as a guide for activities.  
 
Duty Rotas and Staff training 
Duty rotas for the academic year are emailed to staff at prior to the start of the academic 
year, with amendments circulated should they arise. A hard copy of the duty rota is available 
in the Prep School staff room. The expectations of the different duties are explained at the 
start of each academic year, for those staff appointed as lunch time supervisors their duties 
are explained as a part of their induction. Staff are able to undertake relevant paediatric first 
aid training, should the wish to.  


