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Attendance and Missing Persons Policy
Purpose
This policy sets out how Nam Yang monitors attendance and responds to the absence or missing of a child or young person. Our priority is to ensure the safety, wellbeing, and safeguarding of all participants in our care.
Attendance
· Attendance is recorded at the start of every session by the instructor or designated staff member.
· Registers are kept securely and updated for every class.
· Any expected participant who is not present will be noted immediately.
· If a child or young person is expected and does not arrive, staff will follow up with the parent/carer as soon as reasonably possible.
Arrival and Collection
· Children and young people are expected to arrive and leave at agreed times unless otherwise arranged.
· Parents/carers are responsible for ensuring safe arrival and collection where applicable.
· No child will be allowed to leave unsupervised unless prior consent has been given.
Missing Person Procedure (During Sessions)
If a child or young person is identified as missing during a session:
1. Immediate search of the venue and surrounding area will be carried out by staff.
2. Other staff will be informed and supervision ratios will be maintained.
3. The senior instructor or designated safeguarding lead (DSL) will be notified immediately.
4. The child’s parent/carer will be contacted without delay.
5. If the child is not located promptly, and there are concerns for their safety, the police will be contacted.
6. An incident report will be completed as soon as possible after the event.
Safeguarding
All staff and volunteers are trained to respond calmly and appropriately in any missing child situation. The safety of the child is always the highest priority, and all actions will be recorded and reviewed.
Prevention Measures
· Clear attendance registers at every session
· Supervised entry and exit procedures
· Staff awareness of all participants present
· Clear communication with parents/carers regarding attendance expectations
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