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Policy Statement
The safety of children is our highest priority, both on and off the premises. We take every precaution to ensure children’s security through our Outings Procedure and Entrance/Exit Procedures. In the unlikely event that a child goes missing, this Missing Child Procedure will be followed immediately.

Procedures
If a child goes missing on the premises
· As soon as a child is noticed missing, the child’s key person or staff member alerts the manager.
· The register is checked to confirm no other child is missing.
· The manager conducts a thorough search of the building and garden.
· Doors and gates are checked for breaches of security.
· If the child is not located quickly:
· The police are called immediately and the child is reported as missing.
· If abduction is suspected, this is reported to the police at once.
· Parents are contacted immediately.
· A recent photo and details of what the child is wearing are shared with police.
· The manager gathers information from staff about when and where the child was last seen and records all details.

If a child goes missing on an outing
· As soon as a child is noticed missing, staff ask all children to stand with their designated carer. A headcount is carried out immediately.
· One staff member searches the immediate area (without going beyond that).
· The senior staff member contacts the police immediately.
· The manager (if not on the outing) is contacted and the incident is recorded.
· Parents are contacted immediately.
· Staff escort the remaining children back to the setting as soon as possible.
· Following police advice, a senior member of staff remains at the location where the child went missing until the police arrive.
· A recent photo and description of the child’s clothing are shared with police.
· Staff remain calm and reassure the other children.

The Investigation
· Ofsted is informed as soon as possible and kept updated.
· The manager conducts a full investigation, taking written statements from all staff and volunteers present.
· Parents are informed of the process and kept updated. They may also raise a complaint with the setting or Ofsted.
· Each staff member involved completes a written incident report including:
· Date and time of incident
· Location (setting or outing)
· Staff/children present and who was responsible for the missing child
· Time child was last seen and estimated time missing
· Events/activities leading up to the incident
· Reports are countersigned and dated by a senior member of staff.
· A conclusion is drawn regarding how the breach of security occurred.
If the police investigate:
· Staff fully co-operate, including in any interviews.
· Children’s Social Care may be involved if safeguarding concerns arise.
· Ofsted is informed if disciplinary action is necessary.
· The insurance provider is notified.
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