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1. Purpose
The safety and welfare of children in our care is our top priority. This policy sets out the actions to be taken if a child is missing, either on site or during an outing.
2. Principles
· Children are supervised at all times.
· Staff will act swiftly if a child is missing to ensure their safety.
· Parents/carers and relevant authorities will be informed without delay.
3. Preventative Measures
· Registers are taken at the start of each session, before and after activities, and during outings.
· Staff maintain appropriate ratios at all times.
· Children are reminded of boundaries and rules for safe play.
· Secure collection and sign-out procedures are in place.
4. Procedure if a Child is Found to be Missing
On Site
1. Alert the Camp Manager immediately.
2. Staff conduct an immediate search of the building/grounds.
3. Registers and sign-in sheets are checked.
4. If the child is not located within 10 minutes, the police will be called.
5. Parents/carers will be informed as soon as possible.
6. An incident form will be completed.
On an Outing
1. The group is stopped and a headcount taken immediately.
2. Staff retrace steps while remaining staff keep other children safe in one place.
3. If not found within 10 minutes, the police will be called.
4. The Camp Manager and parents/carers will be informed.
5. The incident will be logged and reviewed.
5. After the Incident
· A full written report will be completed.
· The Camp Manager will carry out a review of procedures to prevent recurrence.
· Ofsted will be notified of any serious incident.
6. Staff Training
All staff are trained in this procedure and understand their responsibilities in preventing and responding to missing child incidents.
7. Review
This policy will be reviewed annually or following any incident.
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