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Lost Child On Premises - Daytime
When the alarm is raised that a child or young person is missing:

1. The Guide should check the register and carry out a head count.  This should be confirmed separately by another staff member.

2. A thorough but swift search should be made of the premises. 
3. Doors and gates are checked to see if there has been a breach of security whereby a child could wander out. 

4. An available staff member should search the immediate locality. At Eason’s Green this will entail a wider search in the woodlands and will require judicious use of staff ensuring adequate staff ratios are maintained with the other children.
If the child is found quickly:

1. Record the incident in the Accident/Incident Log
2. The relevant risk assessment should be reviewed as soon as is feasible, and no later than the start of the next school day.
3. The Directors will review the incident at the next Health & Safety Review meeting

If the child is not found:

1. Contact the police.

2. Contact the parents.

3. Ensure that the atmosphere in the school remains calm, and that the other children are not distressed.

4. Assist the search in any way possible, always keeping in mind the need to maintain staffing ratios in respect of the other children.

The Investigation

OFSTED is informed.

The Board of Directors will carry out a full investigation taking written statements from all the staff present at the time, or who were on the outing. If one or more of the Directors was directly involved in the incident, a different Director, or person unconnected to the management of the school will carry out the investigation.  Mentors from Montessori Education (UK) would be appropriate people to carry this work out.

The key person/staff writes an incident report detailing:

· the date and time of the report;

· what staff/children were in the group/outing;

· when the child was last seen in the group/outing;

· what has taken place in the group/outing since then; and 

· the time it is estimated that the child went missing.

A conclusion is drawn as to how the breach of security happened.

If the incident warrants a police investigation all staff co-operate fully.  In this case, the police will handle all aspects of the investigation, including interviewing staff.  Social Services may be involved if it seems likely that there is a child protection issue to address.

The incident is reported under RIDDOR arrangements and is recorded in the incident book; the local authority health and safety officer may want to investigate and will decide if there is a case for prosecution.

The schools insurers are informed.
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