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Out of the Shadows
MISSING CHILD POLICY

Out of the Shadows Choir has the highest regard for the safety of children in our care, from the moment they arrive to the moment they leave. Our priority is to keep children safe and secure, no matter the venue or location. To minimise risk of missing children, staff will carry out periodic headcounts, particularly when transporting children between locations (e.g. between a rehearsal and concert venue).
If a child cannot be located, the following steps will be taken:
· The member of staff who noticed that the child was missing will inform the director (Victoria Calver), and the most senior member of staff who is present. 
· All staff and any present adults connected to Out of the Shadows Choir will be informed that the child is missing. 
· A thorough search of the buildings and their immediate environment will be carried out by all available staff and connected adults, ensuring the other children remain supervised at all times. 
· All doors and gates will be checked for a breach of security.
· All registers will be checked to ensure that the child has not already been collected and that all other children are accounted for.
· After ten minutes, the police will be called, and the child’s parents or carers will be contacted. 
· Staff will continue to search for the child whilst waiting for police and parents or carers to arrive.
· The director or most senior staff member will liaise with the police and child’s parents or carers. 
The incident will be recorded in the Incident Log. A review will be conducted regarding this and any related incidents. We will identify and implement any changes necessary. 


Useful numbers:
Children’s Social Care Team Greenwich: 020 8921 3172
Out of Hours: 020 8854 8888
Police: 999
Victoria Calver (Director, OOTS): 07882 450571
Lauren Mawdsley (Administrator, OOTS): 07983 597719

We are committed to reviewing our policies annually. 
This policy was last reviewed on 8th March 2026.
Signed:
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