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Lost or Missing Child

Owls Nest Nursery would like to ensure that our parents feel safe and secure in the knowledge that once they have left their child with us, their child will remain safe throughout the entire course of the day. However, as we do embark on nursery outings, it is necessary to write this policy and procedure in the event of a child being lost while in our care.

A full register of all children and adults attending a trip is prepared before the trip and a copy passed to all persons concerned with supervising and helping on the trip. A risk assessment is completed before any children are taken out of the premises to ensure the children’s safety and safeguarding. All staff and managers ensure that the children are wearing a visible jacket prior to leaving the nursery which has the nursery name and number in case of any emergencies. Children, staff, parents/carers and any other helpers will be referred to herein as ‘’the Owls Nest Nursery party.’’ 

When parents / carers register with Owls Nest nursery, it is our policy that they sign an outings consent form for local trips. Bigger trips require separate signed consent forms from the parent/carer before the child can embark on the outing. (Full outing Risk Assessments are also completed prior to trip).

It is the policy of Owls Nest to ensure that any staff member taking a child off site is required to complete an outings record stating how many children (named) they are taking with them together with their destination, time of leaving and estimated time of return. The Room Leader will also take a nursery mobile phone in case of any emergencies. This record is signed by the Manager who will let the staff member and children out. Once returned, all children are accounted for and their return time is logged on the record.

It is our policy to ensure that the main office is manned at all times to ensure that security measures are in place.

Under no circumstances are children allowed to leave the premises with an adult, unless that adult is known to Owls Nest Nursery as a designated person to collect a child. If an adult arrives to collect a child and no member of staff is aware of their identity, the child is not permitted to leave until the main parent/carer has given description over the phone, in the event of an emergency. Whilst awaiting confirmation of identity, the child remains supervised at all times by a staff member or the manager.

All incidents will be logged and documented then filed away in a lockable cabinet.

[bookmark: _Toc363825681]In the event of child becoming lost:

In the unlikely event that a child is lost whilst in our care on Nursery’s premises, the police will be immediately informed by the Manager in charge, giving as much detailed information as possible as to how and when it became apparent that the child was no longer in our care. The parent/carer will also be immediately notified by telephone and asked to attend the Nursery. Two staff members will be given the Manager’s mobile phone and deployed by the Manager to search the local area whilst awaiting the police and parents’ arrival. The rest of the children at Nursery will be counted and the register verified. Once the police arrive, the Manager and any other person involved will take instructions from the police on how the matter proceeds. 
Should a child be lost on an outing, the rest of the Owls Nest party will be immediately gathered by the person in charge, registers taken and the Manager satisfied that no other member of the Owls Nest party is missing or that the child has inadvertently been mixed up with another member of the Owls Nest party. If the child remains lost after this time, the police and parents will be immediately informed. The member of staff in charge of the trip will ensure everyone else stays together at the meeting point whilst they look for lost/missing child whilst they wait for further instruction.


At the end of any Nursery outing, a headcount of the Owls Nest party must be completed by the Manager/person in charge before any of the Nursery party can begin the return journey to Nursery. The Owls Nest party will not be allowed to leave the trip destination until such time as the Manager/person in charge is confident that all of the Owls Nest party is accounted for.

OFSTED will be notified by the Manager within 24 hours, in the event of a Lost Child Incident.
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