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At Bell Day Pre-school we take all reasonable steps to ensure children are kept safe while on outings. We carry out risk assessments to identify any hazards that may arise and take appropriate steps to remove, minimise or manage those risks.
This includes considering appropriate staff-to-child ratios, ensuring children are supervised at all times and carrying out regular headcounts throughout the outing or visit.
In the unlikely event of a child going missing whilst on an outing, the following procedure will be implemented immediately.

Immediate Actions
· All staff will be made aware that a child is missing and will provide any information that may assist the search, such as a recent photograph and a detailed description of the child and their clothing.
· The designated person in charge, or the most senior member of staff present, will be informed immediately and will take responsibility for coordinating the response.
· Staff will carry out an immediate and thorough search of the surrounding area while ensuring that all other children remain supervised, calm and supported.
· If appropriate, on-site security staff will be informed and provided with a description of the missing child.

Contacting Authorities and the Pre-school
· The designated person in charge or the most senior member of staff will contact the police immediately.
· The Pre-school will be informed as soon as possible. The Pre-school will then contact the child’s parents or carers to inform them of the situation.
· If the whole Pre-school is on an outing, the person in charge will ensure that all emergency contact details are taken on the trip.

Ongoing Actions
· Some staff will continue searching for the missing child while other staff remain responsible for supervising the rest of the children.
· The person in charge will ensure that there are sufficient staff members to:
· Care for and supervise the remaining children
· Continue searching for the missing child
· Meet and liaise with the police
· Additional staff may be contacted if necessary to assist with supervision or support.

Recording the Incident
All incidents must be recorded in writing as soon as practicable. The record will include:
· The name of the child
· The time the child was noticed missing
· Details of the search carried out
· When parents and authorities were contacted
· The outcome of the incident
The Pre-school will also notify Ofsted in accordance with statutory safeguarding requirements.

If the Child Is Not Immediately Found
In the unlikely event that the child is not found quickly, the Pre-school will continue to follow the procedures set out by the police and the local authority.

Support Following the Incident
Incidents of this nature can be extremely distressing for children, parents and staff. The Pre-school will ensure that appropriate support and reassurance are provided following the incident and will seek further support if required.

Media Enquiries
In the event of any media attention relating to the incident, staff must not speak to any media representatives. Any enquiries will be handled by Pre-school management.

Review and Risk Assessment
Following any incident involving a missing child, a full review will take place. Risk assessments and procedures will be reviewed and updated where necessary to minimise the risk of such an incident occurring again.
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