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Missing/lost child policy
Aims
At Jollytots we aim to keep our children both safe and secure not only in nursery but also whilst out on trips. However, in the event that a child should go missing the following procedure will be applied. 
Procedure-
A child goes missing from nursery-
· The member of staff who discovers or is informed by a parent/carer about a missing child will alert the rest of the staff and inform the manager. The search will take precedent over all other activities at the time.
· The remaining children should be safely grouped with adequate staff so that other staff can search for the missing child
· All exits need to be manned whilst trying to locate the child; these include baby entrance, fire door toddler room, kitchen back door, 2-3 room and main entrance. 
· In afterschools all exits will be checked and ensured they are locked
· All inside and outside areas will be thoroughly searched, including cupboards, toilets and sheds, ensuring all gates are still secured
If the parents are still on site-
· If the child is located, management to check with the parent whether the child is injured
· If a missing child is not located within 15 minutes, the police will be contacted immediately on 999
If parents are not on site-
· If the child is located, management will check whether they are injured
· Management or supervisor (if management unavailable) will call the child’s parents to tell them what has happened. A written record must be taken of the call and what was said. Parents to sign this account when appropriate
· Management will do a risk assessment of the incident on that day
· Management will contact NHSCT by phone ASAP and also in writing within 24 hours
A child goes missing from an outing or other off site activity-
· As soon as it is noticed that a child is missing, staff immediately will check with other staff and carry out a head count to ensure that no other child has gone astray
· The supervisor informs management to report the incident
· The supervisor should contact the police to report the child missing if they are not found within 15 minutes and awaits for police advice
· Where applicable the supervisor should contact the venues security to assist with the search
· Parents/carers must be informed and reassurance given. A contact number will be given to the parents/carers and an agreed timescale for regular updates. A designated person will ensure the consistency of contact throughout. 
Investigation
The supervisor carries out full investigation and writes up an incident report detailing-
· The name of the missing child
· The date and time of the incident
· Which staff and children were with the child at the time
· When the child was last seen
· What has taken place since the child went missing
· Estimated time that the child went missing 
If the incident warrants a police investigation all Jollytots staff will co-operate fully. In this instances, the police will handle all aspects of the investigation- including interviewing staff. NHSCT may be involved if it seems likely that there is a child protection issue to address. 
Follow up review
Once the incident has been resolved, the manager must review all relevant policies and procedures and implement any changes where necessary. This should also include a review of the security of the premises and effectiveness of risk assessments to ensure that adequate measures are being taken to minimise risk and safeguard the children. Where changes are required these should be done as soon as possible.
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