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All supervision arrangements are underpinned by our statutory duty to safeguard children (Keeping
Children Safe in Education, 2026). Supervision ensures children are kept safe, supported, and able to
thrive.

1. Playground Supervision

1.1 At break times, Teaching Staff and Teaching Assistants supervise the playground. Each member
of staff has a specified position in the playground to ensure coverage of the whole playground,
including the climbing area. A duty rota (including playtimes and dining room) is issued each term
with the zones colour coded so staff are clear where they are supervising.

1.2 If a child in the Lower School needs to use the toilet, they need to ask the permission of a
member of staff on playground duty and then report back to that duty staff member once they
have re-entered the playground. Children in Upper School should always ask permission before
leaving the playground but do not need to report back to the staff member on duty upon return.
Reception-aged children are carefully supervised regularly throughout the day when using the
toilets and are always within sight or hearing of an adult staff member.

1.3 After the five-minute bell has sounded, the member of staff supervising the climbing area needs
to ensure that all children are sent out of this area.
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1.4 Children are encouraged to use the toilets during the final fifteen-minute period of playtimes. In
the Lower School, each class letter is sent at five-minute intervals before break ends and the staff
member will monitor the toilets to supervise children, until the final bell rings. In the Upper
School, children are encouraged to go to the toilet in the final 10 minutes of playtime, as well as to
get a drink and to ensure all equipment is packed away. Staff must not enter pupil toilets unless
conducting a legitimate check. Checks must be announced clearly (‘Toilet check') and staff should
step back immediately if a child is present. Staff facilities must be used at all times. Refer to the
Safeguarding and Child Protection Policy for more details on toilet check procedures.

1.5 Children should not be in classrooms unsupervised during break time.

1.6 Only staff are permitted to open the playground equipment shed and to distribute equipment.
Children should stand back and wait for the equipment before going off to play. When the
penultimate bell rings (around 8 minutes before the end of play), all equipment must be returned

to the cupboard and the member of staff will oversee putting things away neatly and ensure the
cupboard is then locked.

1.7 Whenever the bell rings, the children in both Lower and Upper School are expected to
immediately stop what they are doing, stand still and listen to instructions from the staff member
who rang the bell. When the final bell rings, they must be quiet in their line orders, ready to return
to class. Uniform should be tidy, and they should not be chatting to their peers. In Years 3 and 4,
each class has three Line Monitors who should be monitoring the line, ensuring everyone is ready
to go back into the classroom and continue their learning. In Years 5 and 6, there are school
ambassadors responsible for the same job and to also support the safe and quiet movement of
children around the school.

1.8 Reception ratios are covered under the statutory EYFS framework. For pupils beyond the EYFS,
we determine appropriate staff:child ratios through careful risk assessment, taking into account
age, activity and environment and always ensuring adequate supervision and safety. Our
playtimes and breaktimes, are supervised by a range of staff in the playground. In line with
statutory staffing requirements, we regularly review staffing arrangements to ensure children are
adequately supervised during all activities, including transitions, outdoor learning, educational
visits, meals and rest periods. For children who will reach the age of five or older within the school
year, we ensure that our Lower School playtime supervision is covered by appropriately qualified
staff (those with Qualified Teacher Status or an approved Level 6 qualification) and we adhere to
the ratio of 1:30 for our Reception pupil supervision, at all playtimes. At least one other member
of staff holds an approved Level 3 qualification and additional staff supervise the playground as
well, ensuring that all our Lower School children, including our EYFS pupils, get high-quality care
and supervision to promote enjoyment, health and safety at playtimes.

1.9 Restrictive Interventions in Supervision Contexts

Where a pupil presents an immediate risk of harm in a supervised space (playground, transition points,
trips), staff may take proportionate action including reasonable force or other restrictive interventions, in
line with the RPPS Restrictive Interventions Policy. All incidents must be reported and recorded in
accordance with that policy.

2. Lunch Supervision
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2.1 School lunch is compulsory for pupils and is an integral part of their education.

2.2 Teachers are required to undertake lunchtime supervision duty in the Dining Room. The school
follows a healthy eating approach, monitoring food intake, encouraging a balanced and healthy
diet, and being alert to potential eating difficulties, food avoidance, or emerging eating disorders,
in line with Keeping Children Safe in Education (2026) safeguarding guidance. All food is
prepared onsite using fresh produce. Fresh vegetables, cheese and bread are also provided on
tables for each lunch sitting. Kitchen staff serve the children their main meal, while the allocated
duty staff support Dining Room behaviour and monitor and support the children eating. Children
are encouraged to drink plenty of water as well.

e 2.3 Early Years provision: Reception Teachers and TAs eat with the children at their tables (ratio
1:10). At mealtimes, we ensure that children are adequately supervised and well supported whilst
eating, and children sit facing the children and the children are within sight and hearing of a
member of staff at all times. The staff who support the children eating have completed food
handling training.

2.4 Year One children are supervised and supported by two staff members for the Autumn Term and,
once they are more independent, this reduces to one staff member in the Spring and Summer
Term.

2.5 All other year groups of children are supervised and supported by one staff member.
2.5.1 We teach good manners, sharing and respect for those working in the kitchen
2.5.2 Pupils can, on occasion, bring in a favourite recipe to be cooked for all to try

2.5.3 Special meals are available to pupils with allergies or cultural/religious restrictions in their
diet, and this is strictly monitored by designated kitchen staff

Procedure

2.6 The bell rings and pupils should stand still in the playground, without talking. When called for
lunch, children should walk sensibly to the sinks outside the Dining Room. Pupils are reminded to
go to wash their hands and then line up until invited inside. They go to their tables in the Dining
Room in a quiet and orderly fashion.

2.7 Teachers on duty will encourage pupils to eat healthily, assist with the correct use of cutlery and
encourage them to demonstrate excellent table manners.

2.8 Duty staff are mindful of eating difficulties, food phobias and eating disorders forming in young
Primary School-aged children. Negative patterns of eating behaviours are shared with Class
Teachers, the Head of Section and Head of Learning Support, and parents are also informed. In
serious cases, the school will encourage the child's family to seek specialist support.

2.9 Pupils who have finished may not leave the table without permission from the teacher on duty.
The Duty and Dining Room Staff's role is to monitor the amount of food eaten, and children are
expected to eat most or all of their served meal. The bell may be rung to gain the attention of the
pupils. At the sound of this bell all pupils must stop talking and listen to the duty staff member.
Additionally, staff eating at the Staff Table and those working in the Dining Room should be
mindful not to continue their conversations.
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2.10 If the Dining Room noise levels are too high and the bell has been rung twice to remind the
children to lower the noise, upon the third ring the year group will be required to eat in silence; to
ensure the focus is upon eating, following our rules and respect for our Dining Room staff.

3. AEND and Specific Safeguarding or Welfare Issues

3.1 If a child has particular medical, dietary or Additional Educational Need or Disability (AEND), or
there are specific safeguarding and welfare issues which require additional supervision in the
playground to ensure the child's safety, then a separate risk assessment will be drawn up and
shared with the appropriate staff at Section or Briefing Meetings and followed up with an email.

All staff are reminded that supervision adjustments for individual pupils must also reflect Keeping
Children Safe in Education (2026)'s emphasis on emerging safeguarding risks, including online activity,
misinformation and disinformation, and contextual safeguarding outside of school.

4. Accidents

4.1 Minor Accidents

4.1.1 The staff member on hand will initially assess whether the injured child requires first aid
treatment. If treatment is deemed necessary, the member of staff should treat the child using the
First Aid kits available around the school if they feel confident and comfortable in doing so. This
would likely be appropriate for minor bumps, grazes, pinches, and cuts.

4.1.2 If the staff member does not feel able to deal with the minor injury, then the child should be
escorted/sent to the Welfare Officer/Nurse in the first aid room. In the absence of the Welfare
Officer/Nurse they should go to the School Office. Children should not be left to 'self-refer’
themselves to the first aid room. They must always be directed there by an adult first.

4.1.3 Outside the Welfare Officer/Nurse's hours, all class teachers have a first aid bag in their
classrooms and should administer medical treatment themselves wherever possible.

4.1.4 Early Years provision: there is a first aid box accessible in the playground and inside each
classroom in the Vicarage, Parkside and Gardener Buildings, with appropriate contents for use
with children of this age. All staff listen carefully to and assess Reception-aged children who have
been injured. The Welfare Officer/Nurse (or the member of staff who deals with the situation) will
keep a written record of accidents or injuries and first aid treatment for EY pupils (please refer to
the First Aid Policy for full details). The Welfare Officer/Nurse and staff write out an injury slip
which is sent home to inform parents and/or carers of any accident or injury sustained by the child
on the same day, or as soon as reasonably practicable, of any first aid treatment given. Reception
classes and pupils will always be on site, on trips or park visits, with a qualified paediatric first
aider.

4.1.5 If a member of staff needs to accompany the child in the medical room and will be away from
their duty for some time, they should either visit the Office for further cover to be arranged in the
interim or call from the medical room, so the playground is not left short staffed.

4.2 Serious Accidents

4.2.1 The Welfare Officer/Nurse or a qualified first aider must be called immediately, and the child
should not be left unattended at any time. The Welfare Officer/Nurse or first aider must assess the
extent of the child's injury to the best of their ability and act accordingly. If the Welfare
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Officer/Nurse or first aider deems an ambulance is necessary, this should be called without
hesitation. The Welfare Officer/Nurse or member of staff will always stay with a child in the
ambulance or in hospital until their parents have arrived. If an ambulance is not deemed
necessary, but the Welfare Officer/Nurse or first aider feels that the child should be checked over
at hospital or be sent home from school for the rest of the day, the child's parents or carer should
be contacted and asked to come and collect the child and take them home or to hospital. The
parents will be given a slip that details the nature of the accident, and the treatment already
received. The child will remain with a member of staff until parents are able to collect them and
the school will check on the child by calling or emailing the family later that day.

4.3 Record Keeping

4.3.1 For all minor accidents and head injuries, the iISAMS medical log must be filled in and an

accident slip completed. The slip informs the teacher and the parent as to the nature of the injury
and treatment given. Pink slips refer to a head bump and automatically raise supervision needs of
children well enough to return to class. All LS children, well enough to return to class, will wear a
head bump sticker to alert staff to adjust the provision to support the child's recovery. Parents for
children in LS and US must be contacted as soon as possible and additional checks are to be
carried out.

4.3.2 Early Years provision: if a Reception child has an accident or is deemed ill, a written record of

the incident/illness and the treatment is kept in the iISAMS medical log.

4.3.3 For children in Lower School and Upper School, the accident slips are handed to a member of

staff who comes to check the first aid room at the end of playtime, and then pass these directly to
the classroom teacher or Keyperson/EY Teacher.

4.3.4 Where the injury is more serious, the Welfare Officer/Nurse or first aider may feel it appropriate

to accompany the child back to the classroom to speak directly with the class teacher and/or
parent. This should be judged on a case-by-case basis and, if for any reason the first aid room has
to be left unattended whilst the Welfare Officer/Nurse speaks to the teacher, then the school
office should be informed. If a phone call to the child's parents is necessary, this should be
documented in the accident book. The appropriate Head of Section must also be informed of the
accident. This often happens via email from the Welfare Officer/Nurse.

4.3.5 If a child is going to hospital after an accident at school, a copy of the accident report should be

photocopied and sent with them, either in the ambulance or given to the parents/carer for them
to take to the hospital. Records will be monitored regularly by the DSL and Welfare Officer to
identify any patterns that may indicate safeguarding or welfare concerns.

5. Wet Break and Lunch Breaks

Morning Playbreak ‘ Lunch
LS * All pupils go to their classrooms e Staff follow the LS Wet Play Rota
and are supervised by their —two classes remain in their
Class Teachers, with support own classrooms and the third
from year group TAs. class is split between the two

supervised rooms.

® The children will be called to the
Dining Room for lunch and then
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return to the rooms where they
are based, if it remains Wet Play.

us * All pupils go to their ® Pupils remain in their
classrooms. Teachers follow the classrooms.
wet play rota to even out ® Teachers follow the 'wet break
supervision. Children should duty rota' and patrol the
stay in their classroom and corridor.

complete quiet activities. . .
P 4q ®  The children will be called to the

Dining Room for lunch and then
return to the rooms where they
are based.

Films should not be shown during wet breaks and lunchtimes. Shorter programmes and educational clips
may be shown at the discretion of the supervising staff member. To adhere to the government guidance
on EYFS aged pupil screentime reduction, no screentime will be provided at wet breaks or lunchtimes.
Games, pencil, and paper activities should also be accessible on the tabletops, throughout the Wet Play
Session. iPads should not be used as the children's use cannot be monitored closely enough during this
time.

It is the responsibility of staff on duty to ensure the classrooms and children are ready for their next
lessons at the end of the wet break. Staff must lead children to tidy up, allocating enough time for them to
go to the toilet, wash their hands and have a drink before lessons start again.

Staff must remain vigilant to safeguarding and behaviour concerns during wet breaks. Classrooms should
not be unsupervised, and staff must ensure pupils do not access inappropriate online content during
these periods. During wet breaks, staff must be alert to online risks, ensuring children do not access
inappropriate material, and support safe use of school devices, in line with DfE and Keeping Children
Safe in Education (2026) requirements.

6. End of the Day

6.1 Atthe end of the final lesson, all children should pack their bags and put on blazers, ready for the
end of the day.

6.2 Children are to be dismissed by a teacher from the playground, and Reception Classes by their
Keyperson/Class Teacher and a TA (detailed below). Time should be allowed for clearing up and
returning, in an orderly fashion, to the classroom in order to collect belongings.

6.2.1 Inthe US, teachers who are not Class Teachers will ensure that the children have packed up
and the classroom is tidy; the Class Teacher will then dismiss the children. The only exception
to this is on games days when the games staff dismiss the children.

6.2.2 Children in Reception, Years 1 and 2 are led to the playground and dismissed from their
designated area by their teachers.

6.2.3 In the Upper School, once the children are all quiet, teachers invite them to stand in
silence. They then lead them downstairs and dismiss them from their dismissal points
individually.
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6.2.4 Before every child at RPPS is handed over into the care of an adult permitted to collect,
they must make eye contact and say good afternoon to the teacher or teaching assistant. The
class dismissal sheet is completed and is delivered to the School Office within 10 minutes of
dismissing the class.

6.2.5 Children must only be released to an adult named on the approved collection records. Any
variations (e.g. playdates) must be pre-authorised by parents via the school office and
logged.

6.2.6 Children who are in Aftercare, or who are late being collected, will be registered by the
Aftercare Supervisor, and must stay with them until they are collected.

6.2.7 Children waiting for after-school clubs are taken by a class staff member to the Dining
Room or the Gym, where an Aftercare Supervisor or a member of SLT is situated. Children
who are in clubs wait quietly and have their snack at their club table(s) until they are collected
by the teacher running the club (by 3:30pm Lower School or 3:40pm Upper School).

6.3 Reception children may go home early on Friday at 12 noon. Parents or Carers must sign up each
Friday via an online dismissal sheet, to be approved for early dismissal. Staff support the children
to get prepared and escort them to the rear gate for dismissal near the climbing frame. A site
team member and class teachers/key people stand at the gate, while the classroom teachers hand
over into the care of an adult permitted to collect, where they must make eye contact and say
good afternoon to the teacher or teaching assistant, checking off the dismissal sheet and ensuring
that each child goes to the approved adult upon dismissal. Children may only be released into the
care of an adult listed on the school's approved collection records. Any variation (e.g. playdate
collection) must be confirmed by parents in advance via the school office.

7. Wraparound Care
7.1 After School Care (from 3:10pm Reception, 3:20pm Y1 & Y2 and 3:30pm US, until 6pm)

The school provides, for an extra fee, a service to working parents by looking after pupils before and after
school. A snack is provided in the late afternoon for children still in care at 5pm.

Staffing ratios in Aftercare reflect DfE guidelines for staff/child ratios. Reception ratios are covered under
the statutory EYFS framework. For pupils beyond the EYFS, we determine appropriate staff:child ratios
through careful risk assessment, taking into account age, activity and environment and always ensuring
adequate supervision and safety.

7.2 Morning Care (from 8am to 8:25am)

Children going to Morning Care are supervised in the library, where they are firstly registered by their
parent/carer and then left in the care of a designated Teaching Assistant.

7.2.1 Staff Procedure for Morning Care Supervision

1. Arrive at the school library no later than 7.55am and open the register.
2. Once school is open, be vigilant; look out for strangers until more staff have arrived on-site.

3. Register all the children who attend Morning Care in the diary and remain in the library for 25
minutes, until 8:25am, when the school bell rings.

4. Children should play quietly or read; they must not leave the room until the Supervising TA
instructs them to.
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5. Children in the LS: Y1 and Y2 will be accompanied to their classroom buildings and sent to class.
LS: Rec-aged children will be accompanied to their cloakrooms and classrooms. They must clear
up all their books, toys etc. before they leave.

6. Children in the US are able to walk themselves to their classrooms independently.

7.3 Aftercare — Collection and Registration (up to 6pm)

7.3.1 All pupils registered into Aftercare (A/C) are registered by the Aftercare Supervisor or, in their
absence, by another member of staff who is timetabled on the 'backup' rota. See rota issued at
the start of each term, as all staff are involved.

7.3.2 The register is kept in a spring-backed folder with 'Aftercare Register' written on the cover.
When not in use, this is kept in the right-hand side of the long white cupboard in the Dining
Room. The front part of the folder has a set of blank registers, and the back part shows all the
clubs' lists. The Aftercare Supervisor updates this.

7.3.3 Each day there will be one member of staff as back-up, who will be on supplementary duty, and
it will be their responsibility to run A/C if the supervisor is absent. In addition, a member of SLT will
be on back-up duty and will stay until all pupils have been collected.

7.3.4 The registration sheet for each day is filled in by the A/C supervisor, who adds in the names of
children as they arrive. The pupils' class number should be clearly shown. Those pupils who are
not collected from a club by a parent will be taken directly to Aftercare when the club ends and
their name will be entered on the register.

7.3.5 After club collection (4.40pm for in-school clubs and 4.45pm for park-returned clubs), the A/C
group may be in the Dining Room, Library, or playground. At the end of the session, the Aftercare
register should be put back into the right-hand side of the white cupboard in the Dining Room.

7.4 Responsibilities of Aftercare Staff

7.4.1 Register pupils for A/C (Reception register in the Creative Room from 3.10 to 3.30; others in the
Dining Room from 3.30pm).

7.4.2 As pupils leave, indicate in register together with the departure time.

7.4.3 Ensure snack is given to those in A/C and that all dietary requirements and restrictions are
adhered to.

7.4.4 In case of fire, evacuate pupils and mark register at Assembly point.

7.4.5 Staff must actively seek individual Aftercare pupil information regarding AEND/SEND or
Safeguarding and Welfare with the class teacher, our DSL, or the Head of Section specific to that
child.

7.4.6 For our Reception-aged pupils attending Aftercare, we adhere to the regulations stating that at
least one staff member holds a Level 3 qualification and at least half of our Aftercare staff hold an
approved Level 2 qualification. We also ensure that there is at least one member of staff for every
eight Reception children.

7.4.7 Staff must never allow a child to leave Aftercare without being signed out by a known adult
authorised by parents/carers.

7.5 Aftercare Back-up - Senior Leaders Cover

7.5.1 Check that all members of staff in the A/C chain are in school. If not, ensure cover is arranged.
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7.5.2 Answer telephone once the office staff have left and the phone is redirected to all SLT phones.
7.5.3 Supervise assembly of pupils, staff and marking of registers in case of fire.

7.5.4 If children are left beyond épm, the designated member of SLT is to take over the responsibility
of care for remaining pupils until children are collected. If child/ren are not collected, the SLT
member to follow the Procedure for an Uncollected Child.

8. Clubs

8.1 Collection and Registration

8.1.1 Pupils attending clubs are collected from the Dining Room and Gym by the person running the
club, as close to 3.30pm as possible for LS and by 3.40pm for US clubs. The register is completed
at the start of the club session and if a child is absent from the club, club staff must identify the
missing child/ren's whereabouts. Absent children will be followed up by either checking with the
class teacher or crosschecking the whole class 'End of Day Dismissal' sheet, found in the School
Office, before the club can start.

8.1.2 Children are encouraged to bring in a snack to eat before the club begins. These must be nut
free. If a child forgets his/her snack, then no other snack can be provided, and snacks should not
be shared between children. Snacks should be snacks and not full meals for the children to try
and eat. They should, as far as possible, be healthy and nutritious. Bags of sweets, bars of
chocolate and fizzy drinks (other than water) are not permitted.

8.1.3 Club registers are kept in the Dining Room, Gym and Hall and should be returned directly to
the boxes provided as soon as the club ends. If a child leaves a club early, this is marked in the
club register (E). In the event of a fire, immediately evacuate the pupils and mark the register at
the assembly point. Club leaders must ensure that registers are returned promptly and cross-
checked with the main school dismissal records to avoid any child being unaccounted for.

8.2 Organisation

8.2.1 Itis important that the teacher in charge of a club is well-organised. They must collect pupils
and begin the club on time to reduce overcrowding in the Dining Room, Hall, or Gym, and ensure
that children are maximising their learning.

8.2.2 Teachers should not arrange off-site visits or parent interviews which conflict with the leading of
a club. Cover should be arranged if it is not possible for a member of staff, who would normally
run a club, to be in school. Poor weather may require an outside club to be held in a classroom. If
a member of staff is off sick and no cover can be put in place, the club may need to be cancelled
and parents informed by iSAMS message, a parent communication portal.

8.2.3 The Head of Clubs, administration staff and the site manager should be notified of club
changes or cancellations.

8.2.4 Atthe end of clubs, all equipment must be put away and the area left in a clean and tidy
condition. Any child not collected by a parent/guardian must be taken to Aftercare and registered
with the Club Leader.

9. Swimming
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9.1 Swimming lessons run one afternoon per week for the €@
entire year in Year Two. Our children use the Latymer |
Upper School Pool, which is situated 0.7 miles away. The ) g
children walk to and from the pool, through Latymer

School grounds. The children attend swimming lessons in g s
two groups and the teacher leading each group must
carry a mobile telephone (only for use in case of an
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leading teacher and two additional staff will accompany s ’

each group of 30 children. Two swimming coaches will teach at the poolside.

9.2 If a child is unable to participate because of sickness or injury, they should be collected by their
parents/carers and taken home. However, if parents/carers are unable to collect an unwell or
injured child, or their child has been booked into Aftercare or a club after school, they will

accompany the class to the pool, with a reading book of choice, and be supervised by our staff in
the viewing gallery.

9.3 The teacher in charge of each group should do headcounts, check children have the appropriate
kit and collect all pupil-specific medications prior to leaving school and walking across to Latymer
Swimming Pool. If the weather is dry, pupils line up in the playground five minutes before
departure. If it is raining, they remain in their classrooms until collected by their staff group leader.

Pupils should travel light, as there is limited hanging space in changing rooms. Each child should
have a school swimming bag.

9.4 Pupils must wear school colours for swimming and a swim hat when entering the pool.

9.5 Staff must follow guidelines in our Educational Visits Policy with regards to contact details and
medical needs.

9.6 Pupils may be collected by parents/carers directly from the pool at the end of swimming, if it is
prearranged with the group leader and the normal End of Day Dismissal sheet should be filled in
appropriately. Children must not be left unsupervised.

9.7 In case of an accident, the teacher in charge will arrange first aid at the pool and telephone the
school to report it. When pupils return to school after swimming, they must be formally dismissed
by their Class Teacher to their parent/carer.

10. Supervision on the Way to Games or PE at Ravenscourt Park

10.1 Pupils will be registered prior to leaving the school and signed out (PE lessons) or given the
appropriate code on the register, 'P' for off-site sporting activity (Games lessons). Staff will be
aware of how many children are in attendance and will carry out regular head counts. Each lesson
must have at least two members of staff to walk the children to the park. Sensible pupil/staff ratios
will be agreed with the Head of PE prior to leaving school. The children will line up in pairs and be
asked to walk sensibly and be aware and considerate of other members of the public. There will

be at least one member of staff at the front and one at the back. Staff will carry a mobile phone for
emergency use.

10.2 Staff accompanying the children to and from games and PE sessions must ensure they split
themselves up among the group of children. When using a coach or other mode of transport,
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then staff need to ensure they sit throughout the vehicle and not together in a group. This is to
ensure all the children are supervised at all times and staff can be proactive if needed, rather than
reactive. When supervising pupils off-site, staff must also be alert to potential safeguarding
concerns on the journey (e.g. unsupervised use of mobile phones, interactions with the public, or
online activity).

11. Supervision of Early Years Classes on a Weekly Ravenscourt Park Visit

11.1 Classes of 20 children will be accompanied once a week for half an hour on a park learning walk.
We ensure that a qualified teacher, a Level 3 Teaching Assistant and one additional staff member
accompany and support the class on park learning walks.

11.2 A clear written plan for the park visit which links to the EYFS guidelines for teaching and learning
must be written and shared with the team.

11.3 All staff leading the park visit have read our Park Visit risk assessment.

11.4 We ensure that staffing ratios and arrangements meet the needs of all children specific to the
class and ensure their safety, in line with the EYFS statutory framework (2026 edition, effective 1
September 2026). For Reception classes specifically, this means a ratio of at least 1:30 where the
class is led by a qualified teacher, in line with the infant class size requirement in the EYFS
framework; there is no separate '1:8 with a Level 3' alternative for Reception (that ratio applies to
younger, pre-Reception age bands in registered early years settings, not to school-age Reception
classes). Please refer to the EYFS Policy for full details.

12. Sick Child Procedure

12.1 Any child appearing unwell should be referred to the School Welfare Officer/Nurse, a member
of the SLT or office administrators. The School Welfare Officer/Nurse or a member of SLT must
make the final decision if a child is to go home. If a child is to go home the School Welfare
Officer/Nurse or a member of SLT must contact the parent/guardian and arrange for the child to
be collected. The child may then rest in the medical room or wait on the bench outside the office
until they are collected, depending on the nature of the illness. Children who are unwell will never
be left unattended. Supervision continues until a parent/carer arrives.

13. Medical: Staff Qualifications, Training, Support and Skills

13.1 Medical Specialist on site: our Welfare Officer/Nurse is on site to support pupils between the
hours of 9:30am - 2:30pm daily and holds current qualifications in: Advanced First Aid, which
includes Paediatric training (including emergency first aid for all ages), Defibrillator
Administration, and Working Safely with Children and Adults at Risk of Harm.

13.2 Please refer to Appendix 4 in the First Aid Policy, for all staff first aid qualifications.

13.3 Early Years provision: the majority of EY class teachers and TAs hold a current Paediatric First
Aid (PFA) qualification (refer to Appendix 4 in the First Aid Policy), which is renewed every three
years. Our induction training for new staff includes information about emergency evacuation
procedures, safeguarding and health and safety issues. At least one staff member with a PFA is
always available on site, should a Reception child need medical support. A PFA staff member
accompanies all Reception trips and excursions out of school.
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13.4 Y1-Y6 pupils: on site all children have immediate access to first-aid-trained staff between the
hours of 8am - 6pm, including Aftercare staff. All children going off site for a school trip or
excursion will be accompanied by a staff member with basic life support training. An age-
appropriate first aid kit will be carried by staff for all off-site visits. All staff understand that medical
and accident records may have safeguarding relevance and should be cross-checked with
CPOMS.

14. Administration of Medicines (Whole School including Early Years)

14.1 Please refer to the Medical Conditions Policy, which contains full details about how medication
can be administered to pupils.

14.2 All RPPS staff promote the good health of children. Parents and/or carers are made aware of
medical procedures in our Parent Handbook and our policies are accessible online. These clarify
our response to children who are ill or infectious, how we take necessary steps to prevent the
spread of infection, and take appropriate action if children are ill.

14.3 All medicine (both prescription and non-prescription) is only to be administered to a child
where written permission has been given. All parents sign a consent form at the beginning of the
school year, regarding treatment of minor ailments, such as headache or slight temperature. Staff
must never administer medication without written parental consent, and all administration must
be logged and witnessed.

14.4 Our Welfare Officer, the Head of Lower School and the Early Years Leader all have certification
for 'Administering Medication to Children'.

15. Procedure in the Event that a Parent/Carer Fails to Collect a Child

15.1 RPPS offers an 'Aftercare’ service until 6pm. This will be used if a parent has not arrived at the
normal collection time, at the end of the school day or after a club. The member of staff looking
after the child will take the uncollected child to Aftercare and then ring the parents or guardian.
The child will then be looked after until they are collected at or before 6.00pm.

15.2 Parents are asked to telephone the school immediately if they know they will be late due to
traffic, an accident etc. to avoid undue concern and leave a contact mobile number.

15.3 If a child has not been collected by 6.10pm, the member of Senior Leadership Team (SLT) who is
overseeing Aftercare for that evening, will telephone parents. Should there be no reply,
emergency contact numbers that are provided by the parents will be called, until a contact has
been made. If no one is spoken with directly, the 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 or
nominated carers.

15.4 If no contact has been made with a parent or 'carer' by 6.30pm, for the welfare of the child,
'‘Hammersmith & Fulham Children's Social Care' will be contacted for advice, Tel. 020 8753 6600
(out of hours 020 8748 8588), and they will talk through possible options.

15.5 The SLT member on duty will wait with the child until the child is either taken home or a child's
school family friend or social care have collected the child. If at any stage staff believe a child may
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be atimmediate risk of harm due to non-collection, the DSL and police will be contacted
alongside Children's Social Care. This includes circumstances where children are repeatedly
collected late, which may indicate a wider safeguarding concern (Keeping Children Safe in
Education, 2026).

15.6 The SLT member involved will log notes on the event, on the child's profile on iSAMS. The
Designated Safeguarding Lead will also be informed by the member of SLT, and a copy of the
records kept in the school's Welfare Log.

15.7 For further details please refer to the Procedure for an Uncollected Child.

All staff receive regular training on pupil supervision, safeguarding responsibilities, and emergency
procedures. The DSL and SLT monitor compliance with supervision arrangements, and failures to follow
this policy will be treated as a disciplinary matter.

Last reviewed: Phil Cooper - Head of Upper School and DSL - September 2026
Rebecca Leviston - Head of Lower School - September 2026
Read approved and agreed by: GSG Ltd. Board of Governors, RPPS Senior Leadership Team and staff

This policy is made available to parents on the school website, with a paper copy available in the
school office upon request. It is made available to all staff through the school intranet.

Next review date: September 2027
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