


Lost Child Policy

Our Aim:-

We will ensure that all children are accounted for at all times. This will be done using morning and afternoon registration plus regular headcounts throughout the day. Children will be signed in on these registers at the time they enter and exit the setting. This is also in place when children go on outings, they are signed out on exit and back in on arrival. 

We will make sure that only legal guardians collect a child from nursery unless the legal guardian has given another adult permission to collect their child. In this case we will use our security password system. Each child has a security password personal to them which is provided in the child’s registration upon starting. On occasions where persons other than the legal guardian collects a child from the setting this security password must verbally be given to staff. If the password has been forgotten by the person collecting and the child recognises the person collecting, we will still NOT allow the child to leave the setting. We will then contact the child’s parent/carer who must then contact the person collecting to give us the correct security password, only then we will allow for the child to leave with that person collecting. 

In the event of a lost child nursery will follow an exact procedure as stated in this policy. 

Lost Child  - Safety Measures:-

A fully charged mobile phone (that belongs to the setting and has no personal information or camera installed) will be taken on all nursery outings.

A register will be taken out on every outing which will account for every child that is on the adventure. 

An emergency contact list will be kept in a first aid bag on outings in case of an emergency. 

Staff will take headcounts before, during and at the end of an outing to ensure we have everybody always present. Headcounts will be taken throughout the nursery sessions also. All staff are made aware of exact numbers at the beginning of every session and every outing. 
Children will wear florescent high visibility jackets while walking to and from the minibuses. 

When walking to and from the minibuses children will ‘buddy up’ to make the line of children shorter enabling staff to police them more safely. 

Children in which we feel need extra supervision during this transition will hold a staff members hand and/ or wear a walking safety harness. The same whilst applies during the outing if staff feel this would be safer.

All nursery exits will be kept secure so children cannot leave the premises without a staff member, authorised adult, or legal guardian. 

Staff will educate children regarding safety in the nursery environment and outings. Discussing staying with staff, not wandering off, talking to strangers, and going with people who are not known to them. 

Doors within the setting are locked with high bolts that children cannot reach. In the unlikely event that any of these doors were to be left open, the main front doors out of the setting are locked by magnets and can only be opened using the switch at the top of the door which children are not be able to reach also.

We ensure that staff: child ratios are kept to at all times in and outside of the setting so that the correct level of supervision is maintained. 

Anyone entering the setting who does not have a recorded fingerprint must ring the intercom system which is answered by a member of staff (never students or visitors). They will then be greeted at the door by a member of staff so that they are not able to enter the setting and any areas unsupervised. 

All areas that we visit on adventures are risk assessed to ensure that we are taking the children to safe places where any risks can be managed effectively. 

Lost Child Procedures:-

If during a headcount the number of children is incorrect staff will quickly identify the missing child/ren by using the outings register. 

All staff present on the outing will be informed immediately and given details regarding the missing child/ren. 

Remaining children will be gathered to sit in a group with members of staff in a safe place so they can be accounted for. Staff will ensure that none of the children are alarmed and keep everyone reassured. 

Other staff will perform an immediate search of the vicinity moving in different directions agreeing on a mutual timescale for the search and meeting back with the other children and remaining staff. 

Searching staff will call out the first name of the missing child. 

After no more than 15 minutes of searching staff will take further action and call the nursery, police, and relevant guardians. 

Remaining children will safely be returned to nursery. 

A member of staff will remain in the vicinity in case the missing child/ren return and for the police to arrive. This member of staff will pass on any relevant information regarding times, details and description of the child/ren. 

Documentation:-

All members of staff present at the time of the incident will be responsible for writing up a full report. The report will include, a full account of the incident including details, times, actions taken and people who were informed.
An evaluation and outcome will be included in this report to assist further outings and risk assessments. 


Post Incident:- 

· With incidents of this nature parents, carers, children, and staff may require support and reassurance following the traumatic experience. Management will provide this or seek further support where necessary.
· In any cases with media attention staff will not speak to any media representatives.
· Post-incident risk assessments will be conducted following any incident of this nature to enable the chance of this reoccurring being reduced.
· Ofsted will be contacted and informed of any incidents.




Nursery will review this policy annually and amend if necessary.
Next Review date: ___________
Signature:- _____________________
Date :_________________________
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