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Children are at their best when they are healthy, safe and secure, when their individual needs are met, and when they have positive relationships with the adults caring for them. 
Safeguarding children at Cedars is of paramount importance. Risk assessments, registers and on-going good practice means that every measure has been taken to ensure that there is never a missing child. This policy has been written so that in the extremely unlikely case that a child cannot be accounted for, staff take swift and appropriate action to ensure the safety of the child.  
This policy is also written in accordance with the EYFS Statutory Framework for the Early Years Foundation Stage document. The safeguarding and welfare requirements, specified in this document, are designed to help providers to create high-quality, safe settings.
This policy is used in conjunction with both Cedars’ and the school’s safeguarding policy. 
Procedures below are adhered to by all staff at Cedars. If the manager is not in attendance, then the manager will always assign the manager’s duties listed below to a named lead member of staff.  
Alterations to procedures in response to changes
Where a new temporary procedure has been adopted in response to government guidelines (such as a pandemic or temporary change in government guidance), parents and carers must also refer to any additional, temporary Cedars risk assessments to view the adaptations made to the actions detailed below. Please contact the Cedars manager if you would like more information about current guidelines and arrangements – see contact details below. Any additional appendices will be added to the Cedars website:  https://www.berkswichceprimary.co.uk/cedars-wrap-around/ 
Procedures for ensuring that children are accounted for within sessions
All staff at Cedars have the highest possible regard for the safety of the children in their care. However, to ensure the highest standards of safety, staff will always be extremely aware of the potential for children to go missing during sessions. Therefore, systems have been put in place to ensure that staff always know that every child is accounted for. 
In the morning:
· The children’s tables are set out near to the point of entry to ensure that a member of staff can welcome the child and check that the parent, carer or nominated adult has signed in correctly and also ensure that no other children leave at this point.
· If a child who is on the register does not arrive, then a member of staff will check with the school office staff before ringing the parents or carers to ensure that they are aware of this. 
· A register is taken again five minutes before school starts and younger children are accompanied to class by staff.
· Members of staff undertake periodic head counts
 After school:
· A member of staff always visits the classes (Nursery to Year Four) to let the teacher know that a child is registered to attend Cedars and passes on a yellow slip of names.
· Children in Year Five and Year Six are responsible for knowing if they are in Cedars; however, staff will go and find them on the playground if they are on the evening’s list and are waiting with the class teacher on the playground in error.  
· Children from Nursery are collected by a staff member.
· Children are registered in one room to ensure that everyone is accounted for during this transition time.
· If a child is in an afterschool club, parents should always pre-warn staff, even if teachers or school are aware. 
· After a club, a teacher or the club leader will hand over the child to Cedars staff; at this point, the teacher will sign, date and time when this has taken place. In this way, all staff are certain of who is responsible for the child at all times whilst in school grounds.

During Cedars sessions:

· Members of staff will undertake periodic head counts, especially at the transition points between sessions or room changes. 
· When the children separate into groups, the manager or designated lead (in the absence of the manager) ensures that she knows who is in each group and every child is accounted for. A register is taken every thirty minutes by the manager who visits each group. In the absence of the manager, the staff members all know who must assume responsibility for this role.
· Children in Nursery and Reception are assigned a ‘Buddy’ who has volunteered to help the younger children in their transition from one room to another. At all times, staff are solely responsible for the safety of all children in their care. The older children enjoy this role, but are not responsible for the children they are buddies to. 

At collection time:

· Parents, carers and nominated adults are greeted by staff members, never children, and sign their child out. Staff members write the time of departure which is then signed by the adult collecting. 
· Parents, carers and nominated adults do not enter the spaces used by the children and wait outside the main entrance for their child to be collected by a staff member before being signed out by a parent, carer or nominated adult. 
· If a parent or carer has arranged for a friend or other family member to collect their child, staff at Cedars will never allow a child to be collected without use of a pre-arranged password. This is non-negotiable and parents are always contacted if a code word is unknown, even if the person collecting the child is already known to the staff. 
· If a sibling under the age of eighteen arrives at collection time, then the child in Cedars will remain in the club until collection by a parent, carer or nominated adult. If there are exceptional circumstances which arise and a sibling over the age of sixteen is to collect a child, then this must be pre-arranged and agreed by the manager; the manager’s decision is made on a case-by-case basis and is final. 
Procedures for children missing within sessions
· If for any reason a member of staff cannot account for a child’s whereabouts during a session at the club, after checking with school staff, the following procedures will be activated:

· The member of staff in question will inform both the manager and the rest of the staff team that the child is missing and a thorough search of the premises will commence. 
· The staff team will be careful not to create an atmosphere of panic and to ensure that the other children remain safe and adequately supervised. 
· Staff will check that a child has not been absent from school, gone home during the day, gone to an appointment, gone to a school or school-based after-school club.
· Whilst the search is taking place, the remaining staff will take the children into a group (maintaining a calm atmosphere) to check the register. 
· The manager will nominate a member of staff to search the area surrounding the premises. All staff will be extra vigilant to any potentially suspicious behaviour or persons in and around the club. 
· If after ten minutes of thorough searching, the child is still missing, the manager will inform the Headteacher or the next most senior leader in school, the police and then the child’s parents/carers. 
· While waiting for the police and the parent/carer to arrive, searches for the child will continue, assisted, where possible, by members of the teaching staff. During this period, other members of staff will maintain as normal routine as is possible for the rest of the children at Cedars. 
· The manager will be responsible for meeting the police and the missing child’s parent/carer. The manager will co-ordinate any actions instructed by the police, and will make every effort to comfort and reassure the parents/carers.
· Once the incident is resolved, the manager and the staff team will review relevant policies and procedures and implement any necessary changes. 
· All incidents of children going missing from the club will be recorded following school systems of recording, and in cases where either the police or social services have been informed, Ofsted will also be informed, as soon as is practicable. 

[bookmark: _GoBack]Procedures for booking
As part of the registration process, parents agree to certain conditions. One of these is that parents must inform Cedars if a child is not attending for any reason; this must be done in person to the office, by email to cedars@berkswich.staffs.sch.uk and office@berkswich.staffs.sch.uk or by phone - 01785 337360. Fees will not be refunded for non-attendance. 
Procedures if a child is booked in but has not arrived before school or after school
In the event of a child being listed on the register, but not arriving and Cedars staff have not been informed, then the manager of Cedars will need to:
· Visually check to see if the child is on their way (at the end of the day sessions).
· Check the child’s classroom and school reception and any other relevant areas.
· Call parents or carers to inform them that the child has not arrived at the Cedars and that Cedars has not been informed.
· If the parents or carers know where the child is, then they will be reminded about the policy of non-refundable charges, the necessity for Cedars to be informed and the way in which non-arrival affects the running of Cedars whilst the absence is being investigated. Staff will be informed of the child’s whereabouts.
· If the parents or carers, or any other contacts on the registration form, are not contactable when the child is not at Cedars, then club staff will need to speak to the school and organise a co-ordinated search in line with school procedures.
· If the parent or carer is contacted and believes that the child is at the club, then the manager will alert the Headteacher or the most senior leader in school and ring the police. Staff will then follow the procedures as for a missing child in a session (see above).

Repeated incidents of pre-booked children not arriving will be recorded and Cedars reserve the right to refuse further bookings if staff know that a place is regularly being used when another child has not been able to book a place due to the fact that there were no free places. Fees will not be refunded for non-attendance since staffing has already been set for the month. 

School clubs

Cedars staff must ensure that they are informed about children booked into clubs. Staff, both school and external, will be made aware of the system for signing children back into Cedars after clubs. If a parent or carer arrives at the end of the club and the child is booked into Cedars, the member of staff must sign the child back into Cedars who then hand the child over; this will avoid a child being mistakenly identified as missing at the end of a school club. Club leaders must not hand the child over to the parent or carer.

Holiday clubs

During any Cedars holiday clubs, actions will be taken as outlined above with the exception of asking teachers to assist in locating a missing child. In the event of a missing child, groups will combine and be supervised by an appropriate number of staff members, allowing all others to carry out the duties outlined above. The manager will be responsible for contacting parents and carers in the absence of office staff. Fees will not be refunded for non-attendance since staffing has already been set for the month.

In the event that the headteacher or deputy headteacher cannot be contacted, staff will contact the next most senior member of staff and ensure that messages are left via the school communication systems for the headteacher and deputy headteacher. There will be no delay in contacting parents, carers or the police as detailed above. 
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