1 Fulham Park Road, London SWé 4L]
PARSONS GREEN PREP T:020 7371 9009

E: office@parsonsgreenprep.co.uk

MISSING CHILD POLICY AND UNCOLLECTED CHILD POLICY
Whole school and EYFS

The Head undertakes a formal annual review of this policy for the purpose of monitoring and of the
efficiency withwhich the relatedduties have been discharged, by no laterthan one year from the date
shown below, or earlier if significant changes to the systems and arrangements take place, or if
legislation, regulatory requirements or best practice guidelines so require.

Signed: DrPamela Edmonds
Date reviewed: September 2023
Date of nextreview: September 2024

INTRODUCTION

At Parsons Green Prep, the safety and welfare of each and every childis our highest priority. We take
a variety of precautions to ensure that our children are accounted for at all times when in our care,
including registration, close supervision, ongoing risk assessment and ensuring that access doors are
kept closed and secured. All staff and parents on site are responsible for keeping childrensafe.

PRECAUTIONS TAKEN

e Theschool gates are always kept closed and locked unless manned.

e Theschool gates are manned by staff at drop-off and collection times.

e A cameraintercomsystem allows our office staff to view the main gate so that they can

permitor decline entry.

e Whenthe gate is openedto a visitor our office staff ensure that no child leaves through

the gate at the same time as the visitor enters.

e Aregisteristakenatall clubs.

e Each childis registered firstthinginthe morningand afterlunch by a member of staff.
Staff maintain the appropriate high level of supervision throughout lessons and are aware
of the location of the childrenin theircare at all times.

Playtimes and lunchtimes are appropriately supervised.

On tripsthe staff to child ratiois metand regularroll calls are taken.

Children are handed overto their parents or carers at the end of the day.

Parents are required toinformtheirteacherinadvance if theirchildis being collected by
another parentor carer.

e Parents are required to introduce teachers and office staff to any family member not
known by the school who they would like to collect theirchild and agree on a password.
Parents are asked to provide the following specificinformation:

Home address and telephone number (if the parents do not have a telephone, an
alternative number must be given, perhaps a neighbour or close relative) plus a second
contact numberisrequiredin case the parentis unavailable.

Place of work, address and telephone number (if applicable).

Mobile telephone number (if applicable).

Alternative contact details if for any reason the usual contact numbers are not applicable.
Full names, addresses, telephone numbers and photographic ID of adults who are
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authorised by the parentto collect theirchild fromthesetting, forexample a childminder
or grandparent.

v" Name of parentresponsible forthe child.

v"Information aboutany person who does not have legal access to the child.

PROCESSES FOR MISSING CHILD

IN SCHOOL
In the unlikelyeventthata child cannot be accounted for inschool:

Immediate action
e The member of staff will reportimmediately to Dr Pamela Edmonds (Head) or a member of
the Senior Leadership Team

e Melinda Manuel (School Office Manager) has responsibilityforimmediately checking that the
frontdoor and gate are secured.

Within ten minutes
e The seniorstaff memberand child's teacher will begin animmediate and thorough search of

the building and grounds fora maximum of 15 minutes.

e Ifthe child cannot be located, the senior member of staff willinitiate an evacuationdrill, after
which each teacher will take a register of their own class.

e [f the missingchild has not been found, a seniormember of staff will dial 999 and ask for the
police, before contacting the parents to notify them of the situation. Staff will continue to
search the site and will extend theirsearch to the area outside school.

e On the police’s arrival, the formal responsibility of the search will pass to the police but the
school staff will make themselves appropriately available to assist with the incident.

ON A TRIP
Inthe unlikely event thata child cannot be accounted for whilst on aschool trip please followthese
procedures (alsorefertothe Educational Visits section in our Health and Safety Policy):

Immediate action
o Ifinsideabuilding, suchasa museum, the teacherin charge will gatherthe children together
and take a register, before establishing the child's last known location.
e Theteacherincharge will alert staff working atthe place of interest, before going to the child's
last known location. He/she will request that all entrances and exits of the venue are closed.

Within ten minutes
e Theteacherin charge will search at the vicinity fora maximum of ten minutes.

e If the child has not been found, the teacher in charge will dial 999 to alert police and then
informthe school of the situation.

e The Head or member of the seniorleadership team will contact the child's parent who should
make his/herway to the school or the venue at once.
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Within the following hour:

Staff will take the remaining children back to school if child ratios can be maintained. Ifnota
member of staff at school should have made her/his way tothe venue.

The teacherin charge of the group will stay to fully cooperate with the police investigationon
site.

The Head will informthe proprietor.

Should a child go missing on an outing in an outside area, police and parents will be notified
immediately. The same procedure asfor an indoor venue will be followed.

PROCESSES FOR UNCOLLECTED CHILD

In the eventthata childis not collected by an authorised adult at the end of asession/day we put into
practice a set of procedures. We ensure that the child is cared for safely by an experienced and
gualified practitionerwhois known to the child. We will ensure that the child receives a high standard
of care inorderto cause as little distress as possible.

We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will
be reassured that theirchildren will be properly cared for.

We inform parents that we apply our child protection procedures in the event that their
children are not collected from the setting by an authorised adult one hour (6pm) after the
setting has closed and the staff can nolongersupervise the child on our premises.

If achildis notcollected by fifteenminutesaftertheend ofthe session, we follow the following
procedures:

The noticeboard in the office and emails are checkedforany informationabout changes to the
normal collection routines.

If no informationis available, parents/carers are contacted athome or at work.

If thisis unsuccessful, the adults who are authorised by the parents to collect their child from
school, and whose telephone numbers are recorded, are contacted.

All reasonable attempts are made to contact the parents or nominated carers.

The child does not leave the premises with anyone other than those named on our contact
formor intheirfile.

If no-one collects the child after one hour after the school has closed (6pm) and there is no-
one who can be contacted to collect the child, we apply the procedures for uncollected
children.

We contact our local authority, Hammersmithand Fulham, FamilyServices Team. The number
for all child protection concernsisthe Front Door Service —0208 7536600.

The child stays at the setting in the care of two fully vetted workers until the child is safely
collected either by the parents orby a Hammersmith and Fulham Social Care Worker.

Social Care will aim to find the parent or relative. If they are unable to do so the child will
become looked after by the local authority.

Under no circumstances will staff go to look for the parent, nor do they take the child home
withthem.
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RECORDING

Afteranincidentinvolving a missing child the Head or member of the senior leadership team in charge
will complete a Missing Child Form (Appendix 1) to write a reportabout the incident. This report will
aim to look for improvements which can be made to the school policy and proceduresto avoid any
further occurrences of the incident. The Head and proprietor will review the incident at the earliest

opportunity.

Afteran incidentinvolvingan uncollected child a full written report of the incidentisrecordedin the
child’sfile including awritten record of all attempts to contact the parents/guardians and a log of all
othercallsand responses.

TRAINING
It isrecommended that new staff are made familiar with this policy and thatitis discussed with staff

annually.
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APPENDIX 1

Missing Child Procedures
Incident Form

Date:............

Telephone NUMDBEr/s.......ceeeesere e
Emergencytelephonenumber.........ecieceeceececeececeeeeen.
Details of Incident:

Personreportingmissing child ..........cccoeeeeeeeeceecieeeeceeeee

Time child Was first MiSSed .....cccoovvvvievieiiiieiceeeececeese e
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Outcome:
Child found DY ..ccocveeeecceeceee e
Date and tiMe coueeeeeeeeeeeeeceeeeece et ae s

Full details of |0CatioN .....coeecieieeiiececteeeeeeee et

Date ....cocevvecierieieens
7. TSAzm
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