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Policy on Lost Children

This should never happen but if it does the following procedure must be followed:

· Find out quickly. Regular headcounts should take place during the session. Key-workers should be aware which of their key-work children are present and regularly check that all are accounted for.
· Free up as many adult’s as possible to search; without neglecting the needs of the remaining children. Gather up all the children together and read them a story while the remaining adults conduct a search
· Find out who saw the child last and where they were; also ask the children without causing distress.
· Systematically check the whole building; paying particular attention to cupboards, toilets and small spaces. Check outdoor area including sheds and car park.
· Alert other user groups (if present) and ask if they have seen the child; enlist their help if appropriate.
· Alarming them as little as possible, manager to call the child’s parent to warn them that the child may be attempting to walk home. If no contact is made use emergency numbers held. 
· If the child lives within walking distance a member of staff should re-trace the walk home in an attempt to catch the child up if they are trying to get home.
· Remember that as soon as parents are informed they will need advice and support.
· If the above steps fail to locate the child, the police must be called immediately. They have the resources to conduct a search and speed is important.
· If the police are called; social services must also be informed.
· The incident/ accident book must be completed as soon as possible even if the child is found quickly; this record may highlight a potential hazard.
· When the situation has been resolved members of staff must review the reasons for it happening and ensure measures are taken to prevent it happening again.
· Contact insurance company and inform them of the situation.
· It is very important to be careful from the beginning of the words used when talking to people about the incident. Do not say anything which might invalidate the insurance by implying that you accept liability. However,  it is important not to come across as uncaring.
· Ofsted must be informed as soon as possible and advise sought from the local Pre-school learning alliance development worker.

ALL STAFF MUST BE AWARE OF THIS PROCEDURE.
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