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A register will be taken at the start of each club session. Children will be expected to remain in the room at all times, apart from to use the bathroom, or handwashing facilities. Where possible handwashing will be visually monitored. 
Children will only be allowed to leave the club to go to the toilet two at a time. Staff will check with school staff that external doors will be closed and secure during club times. 
Staff will liaise with the school to discuss any children who might be considered flight risks and an adult will be asked to accompany them, should they wish to attend clay club.
Parents will be asked to register a collection password with the club and children will only be released to adults who are able to give this password. If they are unable to a phone call will be made to parents and the child will remain in the school until the situation is resolved. 
Staff will speak to the school office ahead of the club starting time and ensure they understand the school’s procedure for a lone member of staff if a child is missing. Where possible the school’s procedure will be followed. This may mean obtaining the phone number of a member of staff who will be available after hours, such as the after school club leader. 
 
Missing child (The First 10 Minutes)
This stage must be swift and calm to avoid panic while maximising the search effort.
	Time
	Action

	1 minutes
	Confirm Missing: Check the register to verify the child was signed in for the session. 

	2 minutes
	Contact school staff: Notify school staff. This may require sending a child with a message if the school layout is such that staff are unable to contact school staff without leaving the children by themselves.  

	3-10 mins
	Secure children: Working with school staff ensure other children are with a safe adult so that a thorough search of the premises accessible areas (toilets, cloakrooms, changing rooms, outdoor areas, behind large equipment, etc.) can be carried out. Use mobile phones to communicate. 
Staff members will be allocated specific search areas and use mobile phones to communicate.



Contacting Authorities and Parents (After 10-15 Minutes)
If the child is not located during the immediate search, the situation is treated as a serious incident.
	Time
	Action

	10-15 mins
	If the child is still missing staff should ensure that the police are called, either by themselves, or by school staff, on 999. This call should not be delayed. 

	Immediately after Police
	Contact the child’s parents/carers using the emergency contact details provided on the registration form. Inform them calmly that the child is missing, what actions have been taken (including contacting the police), and ask them to come to the school immediately.

	Ongoing
	Continue the search as directed by the Police. Follow the school’s procedures regarding sending other children home. 



When the Child is Found:
· Comfort and reassure the child and check for any injuries.
· Inform all parties immediately: parents/carers, police, and staff.
· The child should not be questioned about the incident until a parent/carer or other appropriate professional is present.
· A detailed incident form must be completed immediately. 
· A review of the incident must be completed by the club manager within a week of the incident taking place and the risk assessment updated, along with any necessary changes to policy or procedures. 
Uncollected Childre: procedures
Initial Waiting Period (0 – 15 Minutes Past Collection Time)
	Time
	Action

	0 minutes
	The child is brought back into the main school building, if after school club is open, child to be taken to this area, or another suitable area where they can be supervised in a way that does not leave the club leader in a 1:1 situation with a child. 
The child must not be left unattended. 

	5 minutes
	The Club leader will attempt to contact the primary parent/carer listed on the registration form using the contact number provided.
If there is no answer a calm, brief message will be left. 

	10 minutes
	Second Contact Attempt: The club leader calls the primary parent/carer again.

	30 minutes
	The Manager attempts a third and final call to the primary parent/carer and continues trying all other emergency contacts.
Contact the school’s DSL for consultation and advice on proceeding. 
Log the incident including all contact attempts using the incident reporting form. 

	1 hour
	If the child remains uncollected and all reasonable attempts to contact authorised individuals have failed, staff must contact the Local Authority Children's Social Care Services or, failing that, the Police (101 - non-emergency) for guidance and advice on the next steps.
Staff continue to provide reassurance and necessary amenities (snacks, drinks, suitable activity). 
The member of staff should not be left alone with the child 1:1. 



If the child is collected by an authorised person, the Manager must inform them of the incident report and remind them of the policy concerning late collection.
If the child is handed over to the Local Authority or Police, staff ensure all necessary paperwork and information (including the child's identity, health details, and the full incident log) are provided.
If a child is consistently collected late (three times), staff may issue a formal warning. Persistent failure to adhere to collection times may, as a last resort, result in the club withdrawing its services to ensure the smooth running of the club and the well-being of the staff and other children, or in charges applied, at the cost of £5 per 15 minutes. This will only be done once a formal warning has been issued. 
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