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Missing Child Policy

The safety of children is of paramount concern at Kaleidoscope Childcare. In order to ensure the continued safety and security of all children, the entrance to and from Kaleidoscope Childcare is supervised by a member of staff at drop-off and collection times. Children are marked as present in the register on arrival at the breakfast club, pre-school or after school club. Shortly after the session begins, the main entrance door will be locked. 

If the pre-school children go outside, staff must first ensure that all gates are securely fastened. The children must then be supervised by appropriate numbers of staff. Likewise, if the after school children go outside, they must also be supervised by appropriate numbers of staff.

In the unlikely event that a child goes missing while in the setting, we will implement the following procedures which will ensure that a systematic approach to finding the child is taken, whilst the other children are kept safe and calm:
Procedures

If a child appears to be missing, the manager and supervisor must be alerted immediately. A headcount will take place to ensure that no other child has also gone astray. The supervisor will carry out an initial search of the premises which will include:

· Checking doors and gates for a potential breach of security

· All areas in the setting will be checked

· The outside area including the garden and down the sides of the building

If the missing child is not found, a through search of the immediate location will take place from the school gates inwards. A member of staff will also search the vicinity outside the school gates. The school will also be informed and asked to assist with searching the school if they can.

If the child still has not been found, the manager or supervisor will contact the police and the missing child’s parents to inform them of the situation. Police advice will be followed.

The manager or supervisor will also contact the Chairperson of Trustees.

While these procedures are underway, the remaining children will be asked to sit in the book corner. At least one member of staff will stay with them, keeping them calm and providing an activity for them. 

If a child goes missing from an outing where parents are not attending and responsible for their own child, the following procedures will be followed:
As soon as it is noticed that a child is missing, supervising staff present on the outing are informed. Staff take a headcount to ensure that no other child has gone astray. One member of staff searches the immediate vicinity. The venue’s security personnel will also be informed so that they can help with the search. The supervisor will inform the police and the child’s parents of the situation. The remaining children will be reassured and kept safe in a location on site or taken back to the setting as soon as is possible.
The investigation
The trustees will appoint a person to carry out a full investigation, taking written statements from all the staff present at the time. The supervisor will write an incident report detailing

· The date and time of the incident

· What staff were present

· When the child was last seen

· Action taken to find the child

· Time it was estimated that the child went missing
· What has happened since then

A conclusion is drawn as to how the incident occurred.

If the incident warrants a police investigation, all staff must co-operate fully.

The incident must be recorded in the incident file and reported to Ofsted within 14 days. 
Missing child incidents are very worrying for all concerned. Part of managing the incidents is to keep everyone as calm as possible. Discussions with parents should always be dealt with by two senior members of staff or trustees. Depending on the final outcome, staff and children may need additional support of counselling and the trustees and manager should use their discretion on what action to take. 
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