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	Purpose:
	The purpose of this policy is to provide a guide to all Educators of Wahroonga After School Care Centre Inc. through the process if a child goes missing under different circumstances and scenarios.



Policy Statement
The Centre aims to ensure the safety and wellbeing of all children enrolled at our Centre by ensuring clear communication and cooperation between the Centre Educators, families, the school and the community. 
Procedure 
Families are required to notify the Centre when their child/ren are not attending the Centre on any given afternoon. 
The school will notify the Centre of any children still in the office / sick bay and any children that may have gone home earlier in the day. 
The teachers will call us if they are planning to talk with a child after class or observe a accident /medical incident that they are currently attending to.
Educators will know the names of children on the roll they are marking and be clear in notifying the responsible person about any child that has failed to mark their name off.
When a regular or known casual attending child transitions from the Centre to the School in the mornings:
· Children will be marked off the role at 8.50am, at which point the school supervision begins.
· The Centre relinquishes their duty of care when the child’s name is marked off and they leave the Centre.  
When a regular or known casual attending child does not transition from School to the Centre in the afternoon
· [bookmark: _Hlk142480582]Educator will tell the Responsible Person of any children not signed in.
· The Responsible Person will direct the Educator to look for the missing child and ask other children of their knowledge of where the child might be.
· The  Responsible Person will text the child’s authorised guardians to confirm or deny their attendance at the Centre that day. If after all families have been texted if the supervisor still is unable to confirm the child’s whereabouts, then they will call the guardians.
· If a number of children are missing the Responsible Person will call the roll from kindergarten through to year 6, also prioritising children where no peers know their whereabouts, having seen them at school, rather than not for the day.
· Educators will approach the school office and ask for information regarding the child’s attendance at school.
· If the child’s whereabouts is still unknown the  Responsible Person will again call the child’s authorised guardians to gain further information and will continue to call the authorised nominees on the contact list until contact has been made. The Responsible Person will maintain contact with the authorised guardian until the child has been located.
· If the child was present at school and the parents, the other children, the school and Educators are unaware of their whereabouts, Educators will search for the child in the school area whilst ensuring supervision is maintained for other children during this process. If need be a lockdown will be called.
· If the Educators are unable to locate the child’s whereabouts within a reasonable amount of time, police will be contacted and the school informed of the situation.
·  Responsible Person will notify the Department of Education and Communities (DEC) within 24 hours of the incident occurring.
When a child goes missing during the session
· Educators will communicate their concerns with the Responsible Person and other Educators around the play area. Sign out will be checked.
· Whilst ensuring supervision of other children is maintained, Educators will look in the toilets and surrounding areas for the child as well as talk to the child’s peers to see if anyone knows the whereabouts of the child in question.
· If the child remains missing, the remaining children will be assembled under the COLA, rolls will be marked and crossed checked with the sign out, then these children will be asked if they know where the child is. Play will be confined to the COLA area and Centre rooms to enable the Educators to have another search of the school area.
· If the missing child cannot be found then the parents and the police will be notified, Educators will follow instruction from police whilst always ensuring the safety and wellbeing of all other children is maintained.
· Responsible Person will notify the DEC within 24 hours of the incident occurring.

When a child goes missing on an excursion
· Educators will communicate their concerns with the excursion Responsible Person and other Educators on the excursion.
· Children will be regrouped and counted; children and Educators will be asked when they last saw the child.
· The group will stay in that location until the child is found or the Responsible Person notifies the group of another option.
· Two Educators will retrace their steps to try and locate the child. The Responsible Person will notify parent/s or guardian/s and the police. The group will follow the instructions of the police.
· Responsible Person will notify the DEC within 24 hours of the incident occurring.
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	· Risk Assessment 
· Authority of Care Policy
· Management of Incident, Injury, Illness and Trauma Policy
· ACECQA 
· National Quality Standards
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