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1. Introduction 

In Education, our first duty of care is the health, safety and protection of our learners. 

Thus, we must ensure that children’s safety is maintained as the highest priority at all 

times. This applies within the nursery, school building, outside in the playground or 

garden, and on any community walks or trips. 

The following document will detail security measures taken and the procedure that 

will be followed in an emergency situation, if a pupil goes missing. 

 

 

2. Staffing, Attendance & Absence Procedures 

 

• Staff check sign in registers at 9.15 (am session) and at 1.15 (pm session). 

Any child not present will be marked as absent and staff will record the total number 

of children on each side of the nursery. (Appendix 1) 

• These numbers will then be displayed in the main room to allow checking 

before leaving the room. 

• This information is then transferred onto SEEMIS, the school administration 

system, by the times noted above. 

• If a child is absent, a groupcall text message will be sent by the office staff. 

• If the child is absent for more than 2 days a call will be made to their 

parent/carer to check if everything is ok. If the child and/or family is deemed to be 

particularly vulnerable, then contact must be made sooner. 

• All Leadership Staff to be familiar with the two Aberdeen City Council Policies 

- Guidance on Managing and Promoting Pupil Attendance and Children Missing from 

Education Policy to guide decisions and any contact made. 

• A minimum adult to child ratio of 1 adult to 10 children will be maintained at all 

times and two members of staff will be present at all times.  (This ratio is for qualified 

staff members and does not include volunteers or students.) 

 

 

3. General Preventative Safety Measures 

 

Visitors/General Entry to School Building and/or Nursery 

• Hanover Street School has a security entry system at the main entrance. All 

visitors entering the building must pass through a reception area where a member of 

the Nursery Team will be present at drop off and pick up times. This is to help ensure 

only nursery parents/carers enter and leave the school at this time. 

Guidance%20Managing%20Pupil%20Attendance%20Sept%202019%20(002).pdf
Children%20Missing%20from%20Education%20Policy%202018%20(002).pdf
Children%20Missing%20from%20Education%20Policy%202018%20(002).pdf
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• The nursery doors themselves have double locks, one high up, to prevent 

children being able to leave the nursery without an adult. 

• All visitors to nursery will be supervised and if any visitors leave during the 

nursery session then the door will be checked on their departure. 

 

 

Drop Off & Pick Up Arrangements 

• A member of the nursery team will be on hand to greet all parents/carers and 

children on arrival to help ensure children are welcomed in safely. 

• Parents/carers will sign their children in on arrival and note who will be 

collecting at pick up time. 

• If someone arrives at pick up time that is not recorded or is not the main 

parent/carer then staff will call the child’s parent/carer to check before handing the 

child over. 

 

 

Classroom Management, Routines and Predictability 

The benefits of routines and clear expectations give emotional security to children, 

making them feel safe, secure and knowing what to expect. The nursery team will 

deploy consistent, effective classroom management in line with school/nursery 

policies. Children will be involved in developing, promoting and celebrating the 

following of these routines, to promote understanding and positive reinforcing of 

them. 

 

As far as possible, routines should be the same, across both morning and afternoon 

classes, and maintained.  As a reflective and responsive nursery, staff are 

encouraged to reflect and positively challenge any routines that are either not 

implemented, or not deemed to be effective, useful or developmentally appropriate 

for the children. 

 

 

4. Routines Out with the Nursery Playroom 

 

Visiting the Nursery Garden 

A minimum adult to child ratio of 1 adult to 10 children will be maintained at all times 

and two members of staff will be present at all times. (This ratio is for qualified staff 

members and does not include volunteers or students.) 
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• Ratios should also consider the fact that due to the toilet facilities being inside 

the school building. Where possible, an extra member of staff should go to the 

garden. Or, if a child needs the toilet inside, staff should take extra children with 

them to ensure the ratio of 1:10 is maintained at all times.  The nursery does have a 

“pop-up toilet” to aid free-flow play and child safety. However, this is currently on 

hold due to increased risk of infection due to COVID. 

 

• When children leave the nursery to go to the garden, a headcount will again 

be done and a list of the children’s names will be given to the staff remaining in the 

nursery to inform them of who has left the nursery.(Appendix 2) 

• The staff taking the children outside will also take a copy of the names to 

ensure they have a written note/list of the children present in the garden.  

• If the children are returning to nursery, a headcount will be carried out before 

the children leave the garden and the children present will be checked against the 

names on the list. 

• If the children are being picked up from the garden then the sign in sheets will 

be taken out to ensure child safety can be maintained. 

• If some of children are outside at pick up time and some are inside then the 

written list (noted above) will be used as a sign out sheet.  

• Again, clear boundaries, routines and expectations should be consistently 

made clear to children and families.  

 

 

Wee Green Spaces 

Further risk assessments are carried out when the children leave the school grounds 

for trips or for taking part in our Wee Green Spaces project. 

Our Wee Green Spaces project is done weekly where children leave the nursery 

setting and visit the beach or a nearby area of Green Space. 

To ensure children safety at all times the following procedures/measures are taken. 

• A rota is drawn up in advance, based on the children’s development and 

knowledge of the Wee Green Spaces routine, and parent/carers are informed 

beforehand. 

• A risk assessment is completed before every visit and discussed with all staff. 

• Staff discuss the safety rules with the children before they leave the nursery, 

to ensure the children are involved in the risk assessment. 

• A final headcount is carried out and a list is left with the remaining staff within 

the nursery to inform them of who has left the nursery. (Appendix 2) 
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• The staff member leading the activity will also keep a note of the children 

present. It is advised that a group photo be taken. This will ensure an easy form of 

taking register, but also helpfully provide photographic detail in the need of any 

support required. (Appendix 2)  

• Staff ratios will be advised by Aberdeen City Council ratios, and the 

developmental needs of the children. 

• Staff carry a mobile phone at all times so they can contact the school in any 

emergencies. 

• All children wear hi-visibility jackets/waistcoats. 

• Children are put in pairs with their adult and, wherever possible during the 

outdoor session, will stay in these groups. 

• A headcount will be carried out before leaving the school grounds and then on 

arrival at the Wee Green Space. This will be repeated on the return journey and 

regularly throughout the session if staff feel it is required. 

• Regular risk assessments of the area, and activities/resources frequently 

used, will be carried out by the nursery staff. 

 

 

Outdoor Walk or Trip 

Staff are encouraged to take children for a walk and/or learning opportunities, around 

the local area. They may also go for a nursery trip. 

To ensure children safety at all times the following procedures/measures are taken. 

• A risk assessment is completed before every visit and discussed with all staff.  

• Staff go over the safety rules with the children before they leave the nursery to 

ensure the children are involved in the risk assessment. 

• A final headcount is carried out and a note is left with the remaining staff 

within the nursery to inform them of who has left the nursery. (Appendix 2) 

• The staff member leading the activity will also keep a note of the children on 

the walk/trip. (Appendix 2) 

• Staff ratios will be advised by Aberdeen City Council ratios, and the 

developmental needs of the children.  (This ratio is for qualified staff members and 

does not include volunteers or students.) 

• Staff carry a mobile phone at all times so they can contact the school in any 

emergencies. 

• All children wear hi-visibility jackets/waistcoats. 

• Children are put in pairs with their adult and wherever possible during the 

session will stay in these groups. 
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• Any adult/parent volunteers will have been given the chance to read the 

“Useful Dos and Don’ts”, from the Adult Volunteers/Helpers Policy . They will also be 

included in any risk assessment briefings and learning purpose discussions.  

• A headcount will be carried out before leaving the school grounds and then on 

arrival at the destination. 

• This will be repeated on the return journey and regularly throughout the 

session if staff feel it is required. 

 

 

5. Reactive Measures - If A Child Goes Missing In Our Care 

In the Nursery/School Building 

• Upon finding that a child is missing, the exact time should be noted down and 

a search of the nursery will be completed. 

• If the child is not found then a member of staff will gather the remaining 

children and a head count will be carried out to ensure no other children are missing. 

• Sign in sheets will be checked to ensure the child has not been picked up 

early. 

• A member of the Senior Leadership Team will be notified. 

• Reception team at the main office will be notified as to heighten security on 

the door. 

• If after 10 minutes the child is still not found, the police will be called, and the 

search will continue both inside and out until they arrive. 

• A member of the Senior Leadership Team will notify the parent/carer of the 

child involved and keep them updated throughout.  

• A search for the child will continue from the moment the child is noted 

missing until they are found, or the police advise otherwise. 

 

 

In the Playground/School Grounds 

The procedure above will be followed. 

Staff should, in their daily risk assessments, identify any high-risk pupils who may 

leave the playground, and plan in preparation and responsively for this, in line with 

school procedures.  

 

During a Wee Green Spaces Session or Nursery Walk/Trip 

• Upon finding that a child is missing, the time should be noted down and a 

search of the area will be done. 

https://hanover.aberdeen.sch.uk/wp-content/uploads/2019/12/Adult-Helper-Policy-February-2019-Review-August-2020.pdf
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• If the child is not found, a member of staff will gather the remaining children 

and a head count will be carried out to ensure no other children are missing. 

• A member of the Senior Leadership Team will be notified. They will send 

another member of the school to escort the remaining children back to the school. 

• If after 10 minutes the child is still not found, the police will be called, and the 

search will continue until they arrive. 

• If staff are within an enclosed area i.e. a shop or a building then other help will 

be requested where possible, and the security team, if present, will be notified to 

seek their assistance. 

• The member of staff leading the activity will stay at the area until the Police 

arrive to pass on the relevant information. 

• A member of the leadership team will notify the parent/carer of the child 

involved and keep them updated throughout.  

• A search for the child will continue from the moment the child is noted 

missing until they are found or the police advise otherwise. 

 

6. Managing Children and Adults 

 

During an incident 

A missing child can be very worrying for all involved. Part of managing the situation 

is to ensure everyone stays calm and the children do not feel anxious or worried. 

• The staff dealing with the remaining children should not discuss the issue on 

front of the children or around them to help reduce the risk of the other children 

becoming distressed. 

• The staff team will also feel worried and anxious and wherever possible 

should try and remain calm. Senior members of the team should ensure clear 

communication and offer support to all involved. 

•  

After an incident 

• A prompt review of risk assessment procedures will take place. 

• Parents may feel angry. When dealing with an upset or angry parent, two 

members of staff should always be present, and wherever possible a senior member 

of the staff team should be present. 

• If the incident becomes public knowledge then staff or any member of the 

school team should not discuss the situation outwith school grounds. 

• Staff will have mixed emotions also. This needs to be considered in any 

debriefing that will take place after any incident. 
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• If relevant, meetings with parents and/or children will take place. This may 

enable discussion of certain strategies that were/are in place, such as a person-

centred risk assessment, ABC charts, visuals, etc 

• Report as necessary. 

 

 

7. Recording & Reporting 

• Care Inspectorate notifications – the Care Inspectorate ask that any incident 

as detailed above be reported through their e-forms notification system. This is the 

responsibility of Gillian Forbes, Depute Head Teacher and must be completed within 

24 hours of the event/incident taking place.  Open, honest and prompt staff 

communication here then is vital. 

• Duty of Candour – consideration must be made if this triggers the Care 

Inspectorate Duty of Candour. 

• Near miss/incident reporting should take place using Council procedures – 

currently on http://thezone/Home/Home.asp.. 

 

 

8. Links to Other Relevant Policies 

• Aberdeen City Council Health & Safety 

• Risk Assessments 

• Aberdeen City Council Policies - Guidance on Managing and Promoting Pupil 

Attendance and Children Missing from Education Policy to guide decisions 

and any contact made. 

• Educational Visits Policy and Guidance 

• Hanover Street School’s Wee Green Spaces Booklet 

 

 

 

https://hanover.aberdeen.sch.uk/2020/03/31/annual-duty-of-candour-report-april-2019-march-2020/
http://thezone/Home/Home.asp
Guidance%20Managing%20Pupil%20Attendance%20Sept%202019%20(002).pdf
Guidance%20Managing%20Pupil%20Attendance%20Sept%202019%20(002).pdf
Children%20Missing%20from%20Education%20Policy%202018%20(002).pdf
https://aberdeencitycouncilo365.sharepoint.com/sites/Network-EducationAberdeen/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FNetwork%2DEducationAberdeen%2FShared%20Documents%2FPolicy%20%26%20Guidance%2FHealth%20%26%20Safety%2FEDUCATIONAL%20VISITS%20POLICY%202019%20update%2Epdf&parent=%2Fsites%2FNetwork%2DEducationAberdeen%2FShared%20Documents%2FPolicy%20%26%20Guidance%2FHealth%20%26%20Safety&RootFolder=%2Fsites%2FNetwork%2DEducationAberdeen%2FShared%20Documents%2FPolicy%20%26%20Guidance%2FHealth%20%26%20Safety&FolderCTID=0x012000D0C59BAFC5480447A9CD2C6D3E510F1B


Appendix A 
Health and Safety: Daily Number of Children 
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