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Introduction
The welfare of all our children at Woodford Green Preparatory School is our paramount responsibility.
Every adult who works at the school has been trained to appreciate that he or she has a key
responsibility for helping to keep all of the children safe at all times.  Our staffing ratios are generous and
are deliberately designed to ensure that every child is supervised the whole time that he or she is in our
care. It is the School’s policy to ensure that pupils are subject at all times while in the care of the School
to a level of supervision appropriate to their ages and the activities in session.

Oversight

The Senior Leadership Team is required to ensure, as far as is practicable, adequate supervision of
pupils throughout the day to ensure their health, safety and welfare. They are also required to ensure, as
far as is practicable, that the School is a safe place of work for employees and for others using the site
(see Health & Safety Policy).  The aim of this policy is to show what provision the School puts in place
and the procedures to follow should a child go missing in school.

Duty of Care

All staff have a duty of care to all pupils in the School. It is the Head’s responsibility to ensure that high
standards of behaviour and discipline are maintained throughout the time that pupils are present at
school. It is also the Head’s responsibility to ensure that there is effective supervision and that the school
is secure. There is a member of the Senior Leadership team on duty each night and the rota is made
available to staff.



Rotas for staff supervision during playtimes are available to staff on the School’s intranet page.
During playtimes there are three main areas:

● the Upper Playground, used predominantly by Foundation 2 (approximately 20mx30m)
● the Ball Court used by pupils in Years 1 to 6 (approximately 35mx35m)
● the Lower Playground (including a climbing frame area)  used by all pupils, on rotation

(approximately 25mx35m)

There is also an area that links these three playgrounds in front of the Year 1 and Year 2 classrooms that
children can use.  All areas together are tightly contained and subsequently in good view and near
distance of staff on duty.
Members of staff supervise pupil lunches in the Dining Hall and eat with the children.

Foundation One pupils have a dedicated and  outdoor area. They also have access to the Lower
Playground (when not in use by other year groups) to use tricycles and balance bikes. The use of both
areas are timetabled and supervised by Foundation One staff in accordance with staff:child ratios set out
in the EYFS Statutory Framework.

Supervision before school
Parents are notified by the Head of the start time of the school day at the beginning of each academic
year. Currently, the School doors open from 8:40am. Breakfast club is also available from 7:30am.

Supervision During the Extended School Day

Breakfast Club (7:30-8:35am) – To support working parents, breakfast club is offered to all families. 3
members of staff supervise pupils from Years 1-6. EYFS pupils attend a separate breakfast club which
must be pre booked. We have between 2 and 3 members of staff who supervise the EYFS breakfast
club, depending on the need, which ensure we are acting within ratio.

Morning Arrival (8:40am) - Children attend school at 8:40am. Parents are expected to make use of the
Breakfast Club facility should they wish to drop their child off earlier than this.

Lesson Times - Designated teachers are responsible for the supervision of pupils as directed on their
time tables. No class should be left unsupervised for any reason. In cases of emergency another
member of staff can be called to supervise the class while the difficulty is dealt with. It is the
responsibility of the class teacher to establish classroom rules and provide guidance for their pupils.

EYFS: Foundation One classes are supervised by one teacher and 2 Early Years Practitioners, ensuring
that all 26 pupils are adequately supervised at all times (in line with the EYFS Statutory Framework).
Foundation Two classes are supervised by one teacher and 1 Early Years Practitioner, ensuring that all
24 pupils are adequately supervised at all times ( the EYFS Statutory Framework).

Playtimes
Sufficient staff are allocated by the duty rota to ensure that all the permitted play areas for each session
are adequately supervised.
If a child is not allowed to go out at playtime due to illness or behaviour issues they will be supervised
indoors.
If a child has an accident at playtime for example a wound that needs dressing, the staff member outside
would use their walkie talkie to contact the Nurse, who would come outside and provide First Aid. If the
child is sick or unwell, they will be taken to the medical office to be supervised and supported by the
Nurse.

Morning Break - Staff teaching the pupils before break should ensure that the designated duty staff

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf


member(s) are in the playground before dismissing the class. The designated duty staff are then
responsible for the pupils until they return to class after break.

Lunchtime - Staff teaching the pupils before lunch break should ensure that the designated duty staff
member(s) are in the playground before dismissing the class. During lunch, all members of staff eat in
the hall with the children and two members of staff are on duty supervising the children.

EYFS (F1): In the EYFS there is a separate lunchtime rota to ensure child:staff ratios meet the
requirements of the EYFS Statutory Framework.

Wet play
A wet play rota has been designed so that staff who would be on duty outside help to support class
Teachers and Teaching Assistants/EYFS practitioners within school instead.

Supervision at the end of school and after school
The school day finishes at staggered times from 3.10 p.m. for Foundation One and Two; 3:20pm for Year
1 and Year 12, 3:30pm for Years 3-6. The children are dismissed from the classrooms and collected from
the playgrounds by parents/carers.  All pupils are released directly to parents or carers by a member of
staff. A sibling club is provided by the school for younger siblings to be supervised by a member of staff
until the parent picks up their older child at either 3:20pm or 3:30pm.

EYFS: For children in the EYFS there is a password system in place for when a nominated adult (other
than the parent/carer) is picking up a child.

Children are not permitted to leave without supervision unless both the Head and parent have given
permission. If parents/carers are not in the playground at dismissal time pupils are escorted to Tea Time
Club and appropriate actions are taken by the office staff to contact the parents/ careers and ascertain if
the collector is on the way.

After-School Clubs - Class staff escort pupils to the appropriate venue where a register is taken.  At the
end of the Club pupils should be collected in person by parents/carers and any uncollected pupils are
escorted to Tea Time Club.

EYFS: Children in the EYFS do not attend after school clubs.

Tea Time Club (After School Care 3.30-6:00pm) - Pupils are supervised in either the EYFS Tea Time
club or the Main School Tea Time club. The EYFS tea time club strictly adheres to ratios as set out in the
EYFS Statutory framework, and places in the club must be pre-booked. The Main School Tea Time club
is run by 2 members of staff. All pupils are registered on arrival, and parents/carers sign them out upon
collection.  All pupils should be collected by 6pm on Monday-Thursday and 5:30pm on Fridays. A
member of the Senior Leadership Team remains on the premises until all pupils have been collected.

.
Off-site visits
Please see the Educational Visits Policy



UNCOLLECTED CHILD PROCEDURES

In the event that a pupil is not collected by an authorised adult at the end of the day/club, we will ensure
that the pupil is cared for safely by an experienced member of staff who is known to the pupil. We will
ensure that the pupil receives a high standard of care in order to cause as little distress as possible. We
inform parents of this so that if they are unavoidably delayed they will be reassured that their children will
be cared for properly.

Parents of pupils starting at the school are asked to provide the following specific information which is
kept within the school office:

● Home address and telephone number
● Names and telephone numbers for at least two contacts (typically mother and father) and request

three emergency contact numbers
● Parents should inform the school if they are not able to collect the child as planned.

If a pupil is not collected at the end of the day/club, the parents are contacted at home or work. If this is
unsuccessful the emergency contact persons are contacted. All reasonable attempts are made to
contact the parents or nominated carers. The pupil will be unable to leave the premises with anyone who
is not directly nominated by parents either in writing or directly by telephone.

If no-one collects the pupil by 6.30pm and there is no-one to be contacted to collect the pupil, the
Redbridge Safeguarding Children’s Board will be contacted. The pupil will stay in care of a member of
SLT staff until the pupil is safely collected by the parents or a social worker. Social care will aim to find
the parent or relative. If they are unable to do so, the pupil will be looked after by the Local Authority
(9am-5pm 020 8708 3885 / after 5pm 020 8553 5825).

Under no circumstances will staff go to look for the parent, nor do they take the pupil home with them. A
full written report of the incident will be recorded.  We reserve the right to charge parents for the after
school care. Ofsted/ISI may be informed by the School in the case of an EYFS pupil.

Walking Home Independently
Pupils in Year 6 only would be considered for walking home alone, as part of their transition and
preparation for moving into Year 7. In the event that a Year 6 parent would like their child to be able to
walk home independently, the school's procedures for this must be followed and certain details would
need to be ascertained. Parents must complete the ‘Walking Home Confirmation’ letter which can be
found here.

https://docs.google.com/document/d/11u0hcM1aON9pTRUOK7RX9bESyHi0p43N/edit#heading=h.gjdgxs


MISSING CHILDREN PROCEDURES

Pupils are never allowed to leave the premises during school time without the Head’s permission. In the
unlikely event that a pupil left the premises without the knowledge or permission of the Head, this
procedure will be followed to ensure that every action possible is taken to ensure the quick and safe
return of that pupil to school.

Actions to be followed by staff if a child goes missing

Our procedures are designed to ensure that a missing child is found and returned to effective supervision
as soon as possible.  If a child was found to be missing, we would carry out the following actions:-

● Take a register in order to ensure that all the other children were present
● Inform the Head / Deputy Head and the Designated Safeguarding Lead (DSL)
● Calmly ask all of the adults and children if they can tell us when they last remember seeing the

missing child
● Arrange for one or more of the adults to search within the school, both inside and out, carefully

checking all spaces, cupboards and washrooms where a small child might hide
● If the pupil is not found within ten minutes, an emergency fire drill will be called and all pupils

registered in the playground.
● If the pupil does not appear within 30 minutes, the police must be called by the Head.
● Members of staff who are not supervising pupils will be sent to search the area in the immediate

vicinity of the school.
● If a pupil goes missing from an after-school club, the above applies.  However, when the

emergency fire drill is called  pupils in clubs will immediately be registered again by their club
leaders.  A similar principle applies to those in after school care.

If the child is not found, a wider search of the school and grounds will be organised by the Head  /
Deputy Head.

Search route plans are in place and stored at the office reception.  The plans set out areas to be
searched, including outside school and staff searching collect the plans via the office reception
at the time of the incident.  The search plans cover different routes, so that coverage of the
different areas of school is given as quickly as possible.

This search should be concluded within half an hour of the initial report of absence.  The DSL will extract
personal files on the child and a recent photograph of the child if available.  They will then contact
parents and the police will then inform the appropriate Multi-Agency Partners. The School would
cooperate fully with any investigations.  The Head will then inform the Chair of Governors.

Incidents of missing children are logged by an Incident Form (see Appendix i).

Actions to be followed by staff if a child goes missing on an outing

● An immediate roll-call would be carried out in order to ensure that all the other children were
present

● An adult would search the immediate vicinity
● Contact the venue Manager and arrange a search
● The teacher in charge should inform the school by mobile phone
● Ask the School to ring the child’s parents and explain what has happened, and what steps have

been set in motion.
● Ask them to come to the venue / the School at once



● Contact the Police
● The School would inform the appropriate Multi- Agency Partners
● The School would cooperate fully with any Police investigation and any safeguarding

investigation by Social Care
● Head to inform the Chairman of Governors
● If the child is injured, a report would be made under RIDDOR to the HSE

A full record of all activities taken up to the stage at which the child was found would be made for the
incident report.  If appropriate, procedures would be adjusted.

Actions to be followed by staff once the child is found in School or on an outing

● Talk to, take care of and, if necessary, comfort the child
● Speak to the other children to ensure they understand why they should not leave the premises /

separate from a group on an outing
● The Head or member of SLT  will speak to the parents to discuss events and give an account of

the incident
● The Head will promise a full investigation (If appropriate involving Social Services and

Multi-Agency Partners)
● Media queries should be referred to the Head
● The investigation should involve all concerned providing written statements
● The report should be detailed covering: time, place, numbers of staff and children, when the child

was last seen, what appeared to have happened, (the purpose of the outing), the length of time
that the child was missing and how s/he appeared to have gone missing, lessons for the future

● The report should be reviewed by SLT and action taken to update procedures if required.

Managing people

● Missing child incidents are very worrying for all concerned. Part of managing the incident is to try
to keep everyone as calm as possible.

● The staff will feel worried about the pupil, especially the key person or the designated carer
responsible for the safety of that pupil for the outing. They may blame themselves and their
feelings of anxiety and distress will rise as the length of time the pupil is missing increases.

● Staff may be the understandable target of parental anger and they may be afraid. The SLT need
to ensure that staff under investigation are not only fairly treated but receive support while feeling
vulnerable.

● The parents will feel angry and fraught. They may want to blame staff and may single out one
staff member over others; they may direct their anger at the setting leader. When dealing with a
distraught and angry parent, there should always be two members of staff, one of whom is the
setting leader and the other should be a member of the SLT. No matter how understandable the
parent’s anger may be, aggression or threats against staff are not tolerated and the police should
be called.

● The other pupils are also sensitive to what is going on around them. They too may be worried.
The remaining staff caring for them need to be focused on their needs and must not discuss the
incident in front of them. They should answer pupils’ questions honestly but also reassure them.

● In accordance with the severity of the final outcome, staff may need counselling and support. If a
pupil is not found, or is injured, or worse, this will be a very difficult time. The Head will use their
discretion to decide what action to take.

● Staff must not discuss any missing child incident with the press without taking advice. The safety
of all pupils will be given our highest priority. A missing child should be an extremely rare
happening. This procedure is designed to put into place swift and effective actions to locate any



missing child and to notify and involve parents and the authorities at every appropriate point.

Absence
Procedures for parents relating to their child’s absence in the event of illness are to be found in the
Attendance Policy. The Attendance Policy also provides procedures for staff to follow if school have
not been informed of a child’s absence in advance.

Child Missing in Education (CME)
Local Redbridge procedures are such that when a child leaves school (e.g. to go to another school or a
move away from the area), as a matter of procedure, the school will contact the Redbridge CME team
and log the details of any child being transferred to another school or leaving the school. Destination
school must be supplied to avoid Redbridge taking further action. This does not apply to transfer of
pupils at 11+.

Should a child not be in attendance at school for 10 school days, the CME and social services are
informed. For further information, please see the WGPS Child Protection and Safeguarding policy.

https://docs.google.com/document/d/1Gcj3Scm-VuaxegQtjRCPeaMDV2XOzK5tnJEd-29UpJc/edit?ts=576a720e


APPENDIX i (for staff/ office use)

Incident Form

Please print all information
Date: ………………………………………………
Name of missing pupil: …………………………………………………… Age:
…………………………………………………………………………
Address: ……………………………………………………………………
……………………………………………………………………………….
……………………………………………………………………………….
Contact Telephone Number: …………………………………………….
Emergency Telephone Number: ………………………………………... Mobile
Number: …………………………………………………………… Form Teacher:
…………………………………………………………….
Form: ……………………………………………………………………….
Person reporting missing pupil: …………………………………………
Time pupil was first missed: ……………………………………………..
Place where pupil was last seen: ……………………………………….
……………………………………………………………………………….
Apparent reason for disappearance, if known: …………………………
……………………………………………………………………………….
……………………………………………………………………………….
……………………………………………………………………………….

Outcome
Pupil found by: …………………………………………………………….. Date
and time: ……………………………………………………………..
Full details of location: …………………………………………………….
…………………………………………………………………………….....
………………………………………………………………………………..
………………………………………………………………………………..
Visual assessment of pupil’s health and mental state: ………………..
……………………………………………………………………………….
……………………………………………………………………………….
……………………………………………………………………………….
……………………………………………………………………………….
Reaction of parent / guardian: ……………………………………………
……………………………………………………………………………….
……………………………………………………………………………….
……………………………………………………………………………….
……………………………………………………………………………….
Signature of person finding the pupil: …………………………………...
PRINT name: ………………………………………………………………


