Section 20

Supervision and Observation Procedure

The nursery is committed to ensuring the safety, wellbeing, and development of all children through
effective supervision, accurate observation, and robust record keeping. In line with Early Years
(EYFS/EYES) requirements, we ensure that all staff maintain high standards of care, safeguarding, and
documentation. Our “Famly” software is designed for effective parent / key worker communication.

The Nursery Manager holds overall responsibility for ensuring that all staff, students, and relief/agency
staff are fully informed of, and adhere to, the nursery’s health and safety policies and procedures. This
includes ensuring that all individuals understand their responsibilities for supervision, observation, and
record keeping maintaining a safe and supportive environment for children at all times, including during
mealtimes.

20.1 Staff Responsibilities

All staff, students, and agency workers must:

Understand and adhere to this policy at all times

Maintain vigilant supervision of children

Carry out and record observations accurately and professionally

Complete documentation promptly and clearly

Report any concerns relating to safety, wellbeing, or safeguarding immediately

Nursery Manager will:

Monitor implementation of supervision, observation, and record keeping practices
Carry out regular audits of documentation and practice

Provide training and updates to ensure compliance with current regulations
Review this policy annually or in response to regulatory changes

20.2 Supervision Requirements

We ensure that children are supervised adequately at all times, whether children are in or out of the
building, including eating through:

e Appropriately deploying staff members to meet the ratio and qualification requirements to ensure
children’s needs are met and continuing to monitor this across the setting regularly. This includes
informing parents and/or carers about staff deployment, and, when relevant and practical involving
them in these decisions

e Making sure that every child is always within the sight and/or hearing of a suitably vetted member
of staff

e Completing registers as soon as soon children enter and leave the premises and carrying out head
counts throughout the day

e Risk assessing activities/experiences and equipment to ensure children are not exposed to

unnecessary risks, including removal of any choking hazards and fully supervising any activities
that may pose this risk
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e Ensuring children are fully supervised at all times when using water play as we are aware that
children can drown in only a few centimetres of water

e Taking special care when children are using large apparatus e.g. a climbing frame, and when
walking up or down steps/stairs

e Support children to identify, minimise and manage risks in their play

e Making sure staff recognise and are aware of any dangers relating to bushes, shrubs and plants
when on visits/outdoors

e Supervising children at all times when eating; monitoring toddlers and babies closely and never
leaving babies alone with a bottle. Babies are always bottle fed by a member of staff.

¢ Never leave babies/children unattended during nappy changing times.

e Supervising children carefully when using scissors or tools, including using knives in cooking
activities where this is required

e Increasing staff: child ratios during outings to ensure supervision and safety, please refer to the
outings policy.

e Ensuring children are never left unattended during nappy changing.

e Supervising sleep times through regular checks and never leaving children unattended.

e Supervising children at all times during eating:

o Toddlers are closely monitored to reduce choking risks

e Increasing staff-to-child ratios during outings in line with the outings policy.
o Supporting children to identify, minimise, and manage risks within their play.

o Ensuring staff are aware of environmental hazards, including plants, shrubs, and unfamiliar
outdoor areas.

20.3 Observation

Observation is central to ensuring children’s safety, development, and wellbeing. Staff will carry out
regular, purposeful observations of children during play and daily routines. These observations are used
to monitor children’s physical and emotional wellbeing.

Through observations staff help track child developmental progress in line with early years frameworks
and ensure activities meet individual needs and interests.

Any concerns identified are reported promptly to the Designated Safeguarding Lead and recorded in line
with safeguarding procedures.

Observation Formats

The nursery uses a range of observation methods to ensure a holistic understanding of each child:

Narrative (Descriptive) Observations
Snapshot (Brief) Observations

Focused Observations

Tracking Observations

Time Sampling

Event Sampling

Photographic and Video Evidence
Learning Journeys / Development Records

2026.4 Health & Safety Policy Section 20




Record Keeping
Accurate and timely record keeping underpins effective supervision and safeguarding:

Daily registers recording arrival and departure times

Headcounts conducted regularly and documented where required
All accidents, injuries, and incidents are recorded promptly
Parents/carers are informed

Records are reviewed to identify patterns and inform risk assessments
Observations contribute to each child’s development record

Used to inform planning and monitor wellbeing

Risk assessments are documented, reviewed, and updated

Daily safety checks are completed and recorded

Sleep checks, nappy changes, and feeding routines are recorded
Dietary needs and medical information are documented
Medication administration is recorded in line with policy

Confidentiality and Data Protection

e Allrecords are stored securely

e Information is shared only with authorised individuals in accordance with data protection
legislation
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