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LOST CHILD POLICY
At Harriet House we aim at all times to keep children safe and secure whether on school premises or in our charge off site. We take all reasonable precautions to ensure the safety of the children.
· Children are supervised at all times to correct staff/pupil ratio. The environment, both inside and out and is checked and maintained for safety and security.
· A register is taken in the morning and afternoon and name cards are used for the children to self-register.
· During break time the outside area is always monitored by correct staff/pupil ratio. A member of staff will ensure the gates are closed at the beginning of play and a member of staff will check the playground at the end of play to ensure all children have come back into school.
The following procedures are followed if a child is discovered missing from Harriet House: 
· The register will be checked.
·  A quick search of all rooms, cupboards and all areas of Harriet House will take place.  We will ask a member of staff to check other parts of the building. 
· The Head Mistress or Deputy will send a member of staff to make an initial search for the child. The search will start with the member of staff checking the grounds around Harriet House and check the parked cars and other visual obstructions, and report back to Head Mistress or Deputy. This will be done as quickly as possible. 
· While the initial search is being made, the Head Mistress or Deputy will make enquiries of all adults at Harriet House to establish last sighting and time, clothes that the child was wearing, and the emotional state of the child. 
· If the child is not found the Head Mistress or Deputy will then telephone the Police and report the situation and follow their advice. 
· The Head Mistress or Deputy will telephone the parent or carer and report the situation.  
· Telephone lines should remain as free as possible so that messages are not delayed. 
·  Harriet House activities for the remaining children will continue as normal and staff not involved in the search will give the children proper attention. 
· Ofsted will be notified immediately if a child is lost while at Harriet House.
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