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POLICY STATEMENT: 

CHILDREN'S SAFETY IS MAINTAINED AS THE HIGHEST PRIORITY AT ALL TIMES 
BOTH ON AND OFF THE PREMISES. EVERY ATTEMPT IS MADE THROUGH CARRYING 
OUT THE OUTINGS PROCEDURE AND THE EXIT/ENTRANCE PROCEDURE TO ENSURE 
THE SECURITY OF THE CHILDREN IS MAINTAINED AT ALL TIMES. IN THE UNLIKELY 
EVENT OF A CHILD GOING MISSING, OUR MISSING CHILD PROCEDURE IS 
FOLLOWED. 
 
PROCEDURES: 

CHILD GOING MISSING ON THE PREMISES: 

 
• AS SOON AS IT IS NOTICED THAT A CHILD IS MISSING THE KEY 

PERSON/STAFF ALERTS THE HEAD COACH. 
 

• THE HEAD COACH CALLS THE POLICE AND REPORTS THE CHILD AS MISSING 
AND THEN CALLS THE PARENT. THE SETTING LEADER WILL CARRY OUT A 
THOROUGH SEARCH OF THE BUILDING AND GARDEN. 
 

• THE REGISTER IS CHECKED TO MAKE SURE NO OTHER CHILD HAS ALSO GONE 
ASTRAY. 
 

• DOORS AND GATES ARE CHECKED TO SEE IF THERE HAS BEEN A BREACH OF 
SECURITY WHEREBY A CHILD COULD WANDER OUT. 
 

• THE HEAD COACH TALKS TO THE STAFF TO FIND OUT WHEN AND WHERE THE 
CHILD WAS LAST SEEN AND RECORDS THIS. 
 

• THE HEAD COACH CONTACTS THE CHAIR, DIRECTOR OR OWNER AND 
REPORTS THE INCIDENT. THE CHAIR, DIRECTOR OR OWNER COMES TO THE 
SETTING IMMEDIATELY TO CARRY OUT AN INVESTIGATION, WITH THE 
MANAGEMENT TEAM WHERE APPROPRIATE. 

CHILD GOING MISSING ON AN OUTING: 

THIS DESCRIBES WHAT TO DO WHEN STAFF HAVE TAKEN A SMALL GROUP ON AN 
OUTING, LEAVING THE SETTING LEADER AND/OR OTHER STAFF BACK IN THE 
SETTING. IF THE SETTING LEADER HAS ACCOMPANIED CHILDREN ON THE OUTING, 
THE PROCEDURES ARE ADJUSTED ACCORDINGLY. 

WHAT TO DO WHEN A CHILD GOES MISSING FROM A WHOLE SETTING OUTING MAY 
BE A LITTLE DIFFERENT, AS PARENTS USUALLY ATTEND AND ARE RESPONSIBLE 
FOR THEIR OWN CHILD. 

• AS SOON AS IT IS NOTICED THAT A CHILD IS MISSING, STAFF ON THE OUTING 
ASK CHILDREN TO STAND WITH THEIR DESIGNATED CARER AND CARRY OUT 
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A HEADCOUNT TO ENSURE THAT NO OTHER CHILD HAS GONE ASTRAY. ONE 
STAFF MEMBER SEARCHES THE IMMEDIATE VICINITY, BUT DOES NOT 
SEARCH BEYOND THAT. 
 

• THE HEAD COACH OR MANAGER IS CONTACTED IMMEDIATELY AND THE 
INCIDENT IS REPORTED (IF NOT ON THE OUTING) AND THE INCIDENT IS 
RECORDED. 
 

• THE HEAD COACH CONTACTS THE POLICE AND REPORTS THE CHILD AS 
MISSING. 
 

• THE HEAD COACH CONTACTS THE PARENT, WHO MAKES THEIR WAY TO THE 
SETTING. 

 
• STAFF TAKE THE REMAINING CHILDREN BACK TO THE SETTING. 

 
• IN AN INDOOR VENUE, THE STAFF WILL CONTACT THE VENUE'S SECURITY 

WHO WILL THEN HANDLE THE SEARCH AND CONTACT THE POLICE IF THE 
CHILD IS NOT FOUND. 
 

• THE HEAD COACH CONTACTS THE CHAIR, DIRECTOR OR OWNER AND 
REPORTS THE INCIDENT. THE CHAIR, DIRECTOR OR OWNER COMES TO THE 
SETTING IMMEDIATELY TO CARRY OUT AN INVESTIGATION, WITH THE 
MANAGEMENT COMMITTEE, (WHERE APPROPRIATE). 
 

• THE HEAD COACH, DESIGNATED STAFF MEMBER MAY BE ADVISED BY THE 
POLICE TO STAY AT THE VENUE UNTIL THEY ARRIVE. 

 

THE INVESTIGATION: 
• STAFF KEEP CALM AND DO NOT LET THE OTHER CHILDREN BECOME ANXIOUS 

OR WORRIED. 
 

• THE HEAD COACH TOGETHER WITH THE CHAIRPERSON OR REPRESENTATIVE 
FROM THE MANAGEMENT COMMITTEE OR OWNER SPEAKS WITH THE 
PARENT(S). 
 

• THE CHAIR, DIRECTOR OR OWNER, CARRY OUT A FULL INVESTIGATION 
TAKING WRITTEN STATEMENTS FROM ALL THE STAFF IN THE ROOM OR WHO 
WERE ON THE OUTING. 
 

• THE KEY PERSON/STAFF MEMBER WRITES AN INCIDENT REPORT DETAILING: 
o THE DATE AND TIME OF THE REPORT. 
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o WHAT STAFF/CHILDREN WERE IN THE GROUP/OUTING AND THE NAME 
OF THE STAFF DESIGNATED RESPONSIBLE FOR THE MISSING CHILD 
 

o WHEN THE CHILD WAS LAST SEEN IN THE GROUP/OUTING? 
o WHAT HAD TAKEN PLACE IN THE GROUP OR OUTING SINCE THE CHILD 

WENT MISSING 
 

o THE TIME THAT IT IS ESTIMATED THAT THE CHILD WENT MISSING. 
 

• A CONCLUSION IS DRAWN AS TO HOW THE BREACH OF SECURITY 
HAPPENED. 
 

• IF THE INCIDENT WARRANTS A POLICE INVESTIGATION, ALL STAFF CO-
OPERATE FULLY. IN THIS CASE, THE POLICE WILL HANDLE ALL ASPECTS OF 
THE INVESTIGATION, INCLUDING INTERVIEWING STAFF. CHILDREN'S 
SOCIAL CARE MAY BE INVOLVED IF IT SEEMS LIKELY THAT THERE IS A CHILD 
PROTECTION ISSUE TO ADDRESS. 
 

• THE INCIDENT IS REPORTED UNDER RIDDOR ARRANGEMENTS (SEE THE 
REPORTING OF ACCIDENTS AND INCIDENTS POLICY); THE LOCAL AUTHORITY 
HEALTH AND SAFETY OFFICER MAY WANT TO INVESTIGATE AND WILL 
DECIDE IF THERE IS A CASE FOR PROSECUTION. 
 

• IN THE EVENT OF DISCIPLINARY ACTION NEEDING TO BE TAKEN, OFSTED IS 
INFORMED. 
 

• THE INSURANCE PROVIDER IS INFORMED. 

MANAGING PEOPLE: 
• MISSING CHILDREN INCIDENTS ARE VERY WORRYING FOR ALL CONCERNED. 

PART OF MANAGING THE INCIDENT IS TO TRY TO KEEP EVERYONE AS CALM 
AS POSSIBLE. 
 

• THE STAFF WILL FEEL WORRIED ABOUT THE CHILD, ESPECIALLY THE KEY 
PERSON OR THE DESIGNATED CARER RESPONSIBLE FOR THE SAFETY OF 
THAT CHILD FOR THE OUTING. THEY MAY BLAME THEMSELVES AND THEIR 
FEELINGS OF ANXIETY AND DISTRESS WILL RISE AS THE LENGTH OF TIME 
THE CHILD IS MISSING INCREASES. 
 

• STAFF MAY BE THE UNDERSTANDABLE TARGET OF PARENT ANGER AND 
THEY MAY BE AFRAID. SETTING LEADERS NEED TO ENSURE THAT STAFF 
UNDER INVESTIGATION ARE NOT ONLY FAIRLY TREATED BUT RECEIVE 
SUPPORT WHILST FEELING VULNERABLE. 
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• THE PARENTS WILL FEEL ANGRY, AND FRAUGHT. THEY MAY WANT TO BLAME 
STAFF AND MAY SINGLE OUT ONE STAFF MEMBER OVER OTHERS; THEY MAY 
DIRECT THEIR ANGER AT THE SETTING LEADER. WHEN DEALING WITH A 
DISTRAUGHT AND ANGRY PARENT, THERE SHOULD ALWAYS BE TWO 
MEMBERS OF STAFF, ONE OF WHOM IS THE SETTING LEADER AND THE OTHER 
SHOULD BE THE CHAIRPERSON OF THE MANAGEMENT COMMITTEE OR 
REPRESENTATIVE, OR THE PROPRIETOR. NO MATTER HOW 
UNDERSTANDABLE THE PARENTÂ€™S ANGER MAY BE, AGGRESSION OR 
THREATS AGAINST STAFF ARE NOT TOLERATED, AND THE POLICE SHOULD BE 
CALLED. 
 

• THE OTHER CHILDREN ARE ALSO SENSITIVE TO WHAT IS GOING ON AROUND 
THEM. THEY TOO MAY BE WORRIED. THE REMAINING STAFF CARING FOR 
THEM NEED TO BE FOCUSED ON THEIR NEEDS AND MUST NOT DISCUSS THE 
INCIDENT IN FRONT OF THEM. THEY SHOULD ANSWER THE CHILDREN'S 
QUESTIONS HONESTLY BUT ALSO REASSURE THEM. 
 

• IN ACCORDANCE WITH THE SEVERITY OF THE FINAL OUTCOME, STAFF MAY 
NEED COUNSELLING AND SUPPORT. IF A CHILD IS NOT FOUND, OR IS 
INJURED, OR WORSE, THIS WILL BE A VERY DIFFICULT TIME. THE 
CHAIRPERSON OR PROPRIETOR WILL USE THEIR DISCRETION TO DECIDE 
WHAT ACTION TO TAKE. 
 

• STAFF MUST NOT DISCUSS ANY MISSING CHILD INCIDENT WITH THE PRESS 
WITHOUT TAKING ADVICE. 

 


