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                                            TRIPS OUT POLICY 

(Including the procedures for a lost/missing child)
1. Before departure a member of the CC staff will take a register and headcount of all travelling in the group. This will include emergency contact numbers.
2. Upon arrival staff will indicate the following:

· Departure time

· Meeting point

· Emergency point of contact i.e. who/where

· Designated first aid person

· That children are the responsibility of parent/carers at all times

· If there is an emergency all families will be called back to the allocated meeting point.
3 As soon as it is noticed that a child is missing, staff will call all people back to the meeting point and a head count will take place.
4 Staff will contact the venue’s security who will assist with the search and contact the police if the child is not found.
5 Staff will also contact the police to report the child as missing, depending on the venue/nature of the trip and within 15 minutes.
6 The trip leader  to be informed and to make their way to the venue to aid search, support staff and be point of contact for the police.

7 If the child’s parent has not accompanied them on the outing, they will be contacted by the trip leader and advice about next steps will be taken from the police. The member of staff at the meeting point will contact all other families informing them to return to the meeting point with immediate effect.

8 The Trip leader will act upon police advice re: departure back to the centre, the Head Teacher/Chairperson of the Management Committee will be informed. A full investigation will be carried out taking written statements from all of the staff present at the time or who were on the outing.
9 Before departure back to the centre another headcount will be carried out.
10 An incident report should be written detailing:

a. The date of the incident and the estimated time that the child went missing.

b. Staff, children and parents who were in the group.

c. The action taken at the time of and following on from the incident.

 If the incident warrants a police investigation, all staff will co-operate fully. The police will then handle all aspects of the investigation, include interviewing staff/relevant persons. CSF are to be involved if there is a safeguarding issue to address.

11 OFSTED will be informed & subsequent actions taken.
12 All policies relating to Safeguarding will be reviewed.
Any trip out should also undertake a robust risk assessment and meet the guidelines set out by HCC with regard to this and any relevant insurance steps to complete. All trips out are to be registered with HCC insurance services before departure.






