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At Little Treasures Nursery we take all reasonable steps to ensure children are kept safe while on outings. We assess the risks and hazards that may arise and put appropriate measures in place to remove, minimise or manage them.

Before the outing
The risk assessment and planning for each outing will take account of the location, activity, children attending, adult-to-child ratios, supervision arrangements, transport where applicable and any individual needs or vulnerabilities.
The most senior person attending the outing will ensure that:
· an accurate list of the children and adults attending is available
· appropriate emergency contact details and relevant medical or emergency information are available
· staff have a means of contacting the nursery and emergency services
· a recent photograph of each child is available or can be accessed where practicable
· staff understand their supervision responsibilities and agreed headcount points
· regular headcounts are carried out throughout the outing, including at key transition points such as arrival, departure, moving between areas and before returning to nursery.

If a child cannot be accounted for
A child who cannot be accounted for on an outing will be treated as an immediate safeguarding emergency.
· The member of staff who identifies that a child cannot be accounted for must raise the alarm immediately.
· The most senior person attending the outing is responsible for coordinating the immediate response.
· All other children will be accounted for immediately and appropriate staff will remain with them so that their safety, supervision and reassurance are maintained.
· The child’s last known location, who last saw them and any relevant information about their movements will be established as quickly as possible.
· Staff will be deployed to carry out an immediate, systematic search of the immediate area without compromising the supervision of the remaining children.
· Where appropriate, venue staff or on-site security will be informed immediately and provided with the child’s description and relevant information.

Police, nursery and parent/carer notification
· The police will be contacted on 999 without delay if the child cannot immediately be located. Staff must not delay contacting the police in order to carry out repeated searches.
· The most senior person attending will provide the police with relevant information, including the child’s name, age, description, clothing, recent photograph where available, last known location and any individual needs or vulnerabilities.
· The nursery will be informed as soon as possible on 01253 870055. Emma Andrews, Nursery Manager, will coordinate the nursery-based response. If Emma is absent, the most senior member of the Management Team present at nursery will take this role.
· The nursery will normally contact the child’s parents/carers so that the staff on the outing can concentrate on the immediate emergency. If contacting the nursery would cause delay, or the whole nursery is on the outing, the most senior person attending will ensure that the parents/carers are contacted directly.
· Staff will follow police instructions. Any continued search will be coordinated safely and must not compromise the supervision or welfare of the remaining children.
· The most senior person attending will ensure that sufficient staff remain available to care for the other children and make appropriate arrangements for their safe return to nursery or another agreed location. Additional staff support will be requested where necessary.

If the child is found
· The child’s immediate safety and welfare will be checked and first aid or medical assistance sought where necessary.
· The police, nursery and parents/carers will be informed immediately that the child has been found and any police instructions will be followed.
· The child will be reassured and supported sensitively. Staff will avoid repeatedly questioning the child and will follow safeguarding advice where further information is required.

Recording, safeguarding and notification
· The Designated Safeguarding Lead (DSL) will be informed as soon as the immediate emergency response allows.
· A full written record will be completed as soon as reasonably practicable, including the child involved, time last seen, time the concern was identified, location, searches undertaken, staff deployment, police/nursery/parent contact, when and where the child was found and the outcome.
· Relevant evidence and records relating to the outing and incident will be secured and retained where appropriate.
· Ofsted will be notified in accordance with statutory notification requirements and within the required timeframe. Any other safeguarding or regulatory notifications will be made where required.
· Where the circumstances indicate a safeguarding concern relating to an adult, the DSL will consider whether advice or referral to the Local Authority Designated Officer (LADO), Children’s Social Care or another relevant agency is required.

Post-incident review
· The Management Team will carry out a prompt review to establish how the incident occurred and whether changes are required to the outing risk assessment, supervision, staffing, headcount arrangements, procedures or staff training.
· Any learning and actions identified will be recorded, implemented and monitored.
· Children, parents/carers and staff will be offered appropriate reassurance and support following the incident.
· Staff must not speak to media representatives. Any media enquiries will be referred to the Nursery Owner/Management Team.

Staff awareness
All staff must understand this procedure and know their immediate responsibilities if a child cannot be accounted for during an outing. The procedure will form part of staff induction and will be reinforced through safeguarding, outing and emergency-procedure training or scenario discussions.

Related policies and procedures
· Missing Child from Nursery Procedure
· Safeguarding Children and Child Protection Policy
· Outings Policy and Risk Assessment procedures
· Critical Incident Policy
· Business Continuity Policy
· Paediatric First Aid Policy
· Collection and Non-Collection procedures.



Policy Review
This policy will be formally reviewed as part of the nursery's scheduled policy review cycle, and sooner where there are changes to legislation or guidance, nursery practice, or where an incident, concern or other learning indicates that a review is required.
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