
 

Missing Child Policy 
 
It is our aim to ensure the safety and security of all the children in our care.  
 
Staff are always aware of the need to account for children and routinely count 
them in and out of the building before and after activities, as well as carry out on 
the spot checks throughout the day.  
 
We ensure that the children have a self-registration system to aid our 
management of this.  
 
If staff are certain that a child cannot be found, then they should notify the most 
senior person available who will take the necessary steps to ensure that the child 
is found, or procedures are followed to report their disappearance.  
 
In the event of a child disappearing whilst in our care, you must:  

Check with other staff members to ensure the child was not sent home. 
Check the sign in sheet to ensure they have not left. 
Check that the child is not hiding in another room, an enclosed space, toilets 

or is outside on the field or playground area. 
Inform the manager of the venue. 
Contact parent (use the emergency contact on the sheet). 
Contact police (if the child has not been located after 30 minutes). 
Contact Ofsted. 
Record the time that the child was last seen. 
If the child is found immediately contact the parent, police, and Ofsted to 

provide an update.  
 
If a child is missing, please follow the following steps: 

Stage one - A systematic search will start promptly, ensuring all available staff 
check toilets, shared areas, rooms, and playgrounds to ensure the child is 
not hiding or locked in anywhere. If the child is not found, one member of 
staff will inform Progressive Sports /Management staff and school office or 
headteacher. 

 
Staff will ensure all other pupils are kept safe and closely supervised throughout. 
Staff should 
remain calm in the event of a child being reported missing. 
 

Stage two - If stage 1 was completed without resolution (no more than 10 
minutes), Progressive Sports will contact Police and 



 
Parents/Cares/anyone with parental responsibility. From here, the Police 
will lead the response to the incident. Progressive Sports and School staff 
should liaise with the Emergency Services and parents. 

 
Stage three – Progressive Sports Management and Headteacher should 

communicate the incident to the appropriate Local Authority Office. A 
written record of the incident and any action taken should be made as 
soon after the incident as practicable and placed in the pupil’s record and 
will be stored securely. 

 
The Senior Management Team should conduct an internal investigation to 
establish how the situation occurred, how effective was the response and 
whether action could be taken to ensure it does not happen again to ensure that 
the chances of such things happening again are minimal. 
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