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1. Purpose
Babel School of Dance is committed to safeguarding and promoting the welfare of all children and young people attending our classes and activities.
This procedure explains the action staff must take if:
· a child is discovered to be missing during a Babel School of Dance activity;
· a child leaves a class or venue without appropriate permission;
· a child is not collected at the expected time;
· an unexpected or unauthorised person attempts to collect a child; or
· there is uncertainty about a child's collection arrangements.
The safety and welfare of the child must always be the first priority.

PART A – MISSING CHILD
2. If a Child Is Missing
If a child who should be attending a class or activity cannot be located, the teacher must act promptly.
Step 1 – Establish What Has Happened
The teacher should quickly establish:
· when and where the child was last seen;
· whether the child may be in the toilet, changing area or another expected location;
· whether another member of staff has seen the child;
· whether the child has been collected;
· whether the child was expected to attend; and
· whether there is any known reason why the child may have left.
The attendance register should be checked.

Step 2 – Maintain Supervision
The remaining students must not be left unsupervised while searching for the missing child.
Where another appropriate member of staff is available, one person should supervise the group while another checks the immediate area.
Step 3 – Search the Immediate Area
A prompt and proportionate search should be made of appropriate areas, including:
· the studio;
· toilets/changing areas, while respecting privacy;
· corridors;
· reception/waiting areas;
· entrances and exits; and
· other accessible areas of the venue.
Staff should not place themselves or other children at risk while searching.
Step 4 – Inform the Principal/DSL
The Principal/Designated Safeguarding Lead (DSL) should be informed immediately where the child cannot be located promptly.
Step 5 – Contact the Parent/Carer
The child's parent/carer should be contacted promptly to establish whether:
· they have collected the child;
· another authorised person has collected the child;
· the child has contacted them; or
· they have any information about the child's whereabouts.
Step 6 – Contact the Police
If the child remains missing and there is concern for their safety, the police should be contacted without unnecessary delay.
Call 999 where there is an immediate risk to the child's safety.
Staff should provide the police with relevant information and follow their instructions.
There is no requirement to wait for a set period before contacting the police where a child may be at risk.
Step 7 – Record the Incident
Once the immediate situation has been resolved, a written record should be completed as soon as reasonably practicable.
The record should include:
· child's name;
· date and time;
· class/activity;
· when and where the child was last seen;
· how the absence was discovered;
· searches undertaken;
· people contacted;
· times of relevant actions;
· how and where the child was located;
· any explanation provided; and
· any further safeguarding action taken.
The incident must be reported to the Principal/DSL.

PART B – UNCOLLECTED CHILD
3. When a Child Is Not Collected
If a child is normally collected by a parent/carer and nobody arrives at the expected time, the child must remain appropriately supervised.
A child must never simply be left alone because their class has finished.
Staff should remain calm and reassure the child without causing unnecessary alarm.

4. Contacting Parents and Carers
The teacher/member of staff should:
1. check whether the parent/carer is waiting elsewhere at the venue;
2. contact the child's primary parent/carer;
3. try other authorised/emergency contacts where necessary; and
4. inform the Principal/DSL if the situation is not quickly resolved.
Reasonable attempts to make contact should be recorded where the delay becomes significant.


5. While Waiting for Collection
The child should:
· remain with an appropriate member of staff;
· remain in a safe and suitable area;
· be reassured appropriately; and
· not be left alone.
Where reasonably practicable, staff should avoid a situation in which one adult is isolated alone with one child and should follow the School's safeguarding procedures.
Staff must maintain professional boundaries.

6. Staff Must Not
Unless necessary to protect the child from an immediate danger and appropriately authorised, staff should not:
· take the child home themselves;
· allow the child to leave alone contrary to agreed arrangements;
· take the child to a staff member's home;
· arrange for an unknown person to collect the child;
· leave the child unsupervised; or
· disclose the child's personal information unnecessarily.

7. If Parents/Carers Cannot Be Contacted
If reasonable attempts to contact the parent/carer and emergency contacts are unsuccessful, the Principal/DSL should be informed.
The circumstances should then be assessed taking account of:
· the child's age;
· vulnerability;
· how long they have been waiting;
· the time of day;
· the venue's closing arrangements;
· information known about the family; and
· any existing safeguarding concerns.
Where the child's welfare cannot be safely secured through the normal collection arrangements, advice or assistance should be sought from the appropriate safeguarding/statutory service.
Where there is an immediate risk to the child, call 999.
Staff should not make informal alternative care arrangements themselves.

PART C – COLLECTION BY AN UNEXPECTED PERSON
8. Change of Collection Arrangements
Parents/carers should notify Babel School of Dance where another person will be collecting their child if this differs from the normal arrangement.
Where an unfamiliar or unexpected person arrives to collect a child and staff are uncertain whether collection is authorised:
the child should not be released until reasonable verification has taken place.
Staff should contact the parent/carer using the contact details held by Babel School of Dance rather than relying solely upon information supplied by the person attempting collection.

9. Concern About the Person Collecting
If a member of staff has an immediate safeguarding concern about the person attempting to collect a child, the child should not be knowingly placed in an unsafe situation.
The Principal/DSL should be contacted promptly.
If there is an immediate danger or threat, call 999.
Staff should avoid confrontation where doing so could increase the risk to the child, other students or themselves.

PART D – PREVENTION
10. Attendance Registers
Teachers should maintain appropriate attendance information so that they know which students are expected and which students are present.
Unexpected discrepancies should be checked promptly.

11. Arrival and Collection
Parents/carers are responsible for following the School's agreed arrival and collection arrangements.
For younger students in particular:
· parents/carers should ensure the child reaches the appropriate class/teacher;
· collection arrangements should be clear;
· changes should be communicated to the School;
· children should not be encouraged to wait outside the venue alone; and
· parents/carers should arrive promptly at the end of the class.
Arrangements may reasonably differ for older students who have parental permission to travel to or from classes independently.

12. Children Leaving Independently
Where an older child or young person is permitted by their parent/carer to leave independently, this should be clearly understood between the parent/carer, student and School.
Babel School of Dance may request written confirmation of independent-travel arrangements where appropriate.
Staff should not assume that a child is permitted to leave alone simply because they have done so previously.

13. Repeated Late Collection
Occasional delays can occur.
However, where a child is repeatedly collected late, the Principal may discuss the matter with the parent/carer and agree appropriate arrangements.
Persistent late collection may become a safeguarding concern where it indicates that a child's needs are not being appropriately met.
Where necessary, the DSL will consider whether further safeguarding action is required.

PART E – FOLLOW-UP
14. Safeguarding
A missing or uncollected child incident may indicate a wider safeguarding concern.
The DSL should consider:
· why the incident occurred;
· whether this has happened previously;
· whether appropriate supervision was in place;
· whether there are concerns about the child's home circumstances;
· whether information should be shared with another safeguarding professional; and
· whether further action is required under the Safeguarding and Child Protection Policy.

15. Review Following an Incident
Following a significant missing or uncollected child incident, Babel School of Dance should review:
· what happened;
· whether procedures were followed;
· whether supervision was adequate;
· whether attendance/collection arrangements need changing;
· whether the relevant venue risk assessment requires updating; and
· whether staff require additional information or guidance.

16. Confidentiality and Recording
Records concerning missing or uncollected children must be factual, accurate and stored securely.
Information should only be shared with those who have a legitimate reason to know.
Records will be handled in accordance with the School's:
· Data Protection and UK GDPR Policy;
· Data Retention Schedule; and
· Safeguarding and Child Protection Policy.

Quick Staff Procedure
MISSING CHILD
CHECK → SUPERVISE OTHER CHILDREN → SEARCH IMMEDIATE AREA → INFORM DSL → CONTACT PARENT/CARER → POLICE IF NECESSARY → RECORD → REVIEW
UNCOLLECTED CHILD
KEEP CHILD SUPERVISED → CONTACT PARENT/CARER → TRY EMERGENCY CONTACTS → INFORM DSL → SEEK STATUTORY HELP IF NECESSARY → RECORD
UNKNOWN PERSON COLLECTING
DO NOT RELEASE CHILD UNTIL AUTHORISATION IS VERIFIED → CONTACT PARENT/CARER → INFORM DSL IF CONCERNED → 999 IF IMMEDIATE DANGER

Related Babel School of Dance Documents
· Safeguarding and Child Protection Policy
· Staff and Volunteer Code of Conduct
· Health and Safety Policy
· Accident and Incident Procedure
· Venue Risk Assessments
· Data Protection and UK GDPR Policy
· Data Retention Schedule
· Terms and Conditions
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