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Missing Child Policy & Procedure
Statement of Intent

Children’s safety and security is paramount to Stepping Stones and will always be our first priority.  Relevant training is undertaken by all staff and procedures must be followed at all times.

Aim

The children’s safety is maintained as the highest priority at all times both on and off the premises. If a child goes missing during the course of the session, appropriate action is taken to locate the child and the relevant people are notified with immediate effect.
Who is responsible?

All members of staff have responsibility to ensure the safety and security of the children in the setting and to ensure that they have accurate information regarding who is attending the setting on any given day, who is to be collected, when and by whom.  It is the responsibility of all staff to ensure that all children on the register are accounted for.

Procedure

Measures to minimise the risk:

· The playgroup completes a register on Famly on entrance for each session; headcounts are done at the start of each session and as needed.    Parents/carers complete a signing-in form on arrival and collection.  

· There are always 2 members of staff monitoring the door when playgroup is open

· Gates and doors leading off the premises will be secured and unable to be opened by children
· During drop off and collection time, parents/carers will be reminded to ensure doors and gates are closed securely behind them
If a child goes missing when the session is inside we would: -

· The member of staff who notices the absence will inform all other members of staff

· Group the children together in one large group

· Do a headcount and check the register

· Enquire when and where the child was last seen

· Check the entrances for doors left open

· Check all other rooms on premises and behind/under furniture, including outdoor play areas
· If child is not found at this stage, call the police (follow any advice) and child’s parent/carers 
· Notes will be kept on the incident record
· Inform OFSTED 0300 1231231 and LADO 0300 123 2224
If the child goes missing when outside: -

· The member of staff who notices the absence will inform all other members of staff

· Group the children together in one large group

· Do a headcount and check the register

· Enquire when and where the child was last seen

· Check surrounding areas, school, playground etc

· If child is not found at this stage, call the police (follow any advice) and child’s parent/carers 

· Notes will be kept on the incident (use incident sheet in folder)

· Inform OFSTED 0300 1231231 and LADO 0300 123 2224

If the child is found in either of the above circumstances: -

· Discuss with whole group of children about safety

· Make a note on incident form on Famly
· Discuss with parents/carers
· Afterwards look into how the situation arose, and how to prevent it in the future

· Staff training to be undertaken asap
Registration Procedure: -

· Register on arrival

· Parents/carers signing in/departing list

· Self registration with parents/carers on Famly
· Check parents/carers collection (lists 12.00, 2:45 + 3:00)
· Any different circumstances to be recorded on collection form/communication book eg departing early

· 2 members of staff at inner and outer door to complete registration and collection procedures

Updated and implemented Autumn Term 2023– reviewed regularly and the procedure monitored and evaluated
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