CHRIST CHURCH PLAYGROUP

Lost Child Policy
The Setting aims to keep children safe during their time at The Playgroup by:

· Closing and securing doors in and around the setting

· Management of doors at times of arrival and departure

· Signing in of children as they arrive at 9.15am 

· Head count to be taken at 11.15am (register includes who arrives / leaves at this time)

· Head count to be taken at 11.45am – children going outside and staying inside

· Head count at 12.30pm – children arriving back from outside

· Supervision throughout the day

· Parents signing the relevant form if anyone else other than themselves are collecting their child.

Procedures roles and responsibility

If it is suspected that a child is missing the Playgroup Organiser will take charge:
· A definitive head count will be carried out

· The Playgroup Organiser will be responsible for searching inside the Angel Room including the toilet and kitchen, balcony, Church, Fellowship Room and downstairs kitchen and toilets.

· The Deputy Organiser will be responsible for searching outside the building in the car park, church garden and vicarage garden.

· If the child is not found the Deputy Organiser and 1 other member of staff will then widen the search to 150m circumference of the setting.

· Both staff members searching outside should have mobile phones to keep in contact with the Playgroup and each other during the search.

· When it is confirmed that the child is not present, the Organiser will contact the police and the child’s parents.   


· During the search at least one member of staff must care for the other children at the Playgroup.

If the child is lost away from The Playgroup then the Organiser must remain where the child was last seen to liaise with police on arrival.  If the Playgroup is at an organized event/museum/theme park then the organising authorities should also be informed

A detailed incident record must be kept when a child goes missing.  All discussions with staff and parents must be recorded.

Following the incident a risk assessment will be carried out to integrate any lessons learned into the Lost Child Policy.

This policy was reviewed in December 2014.
Signed on behalf of the Playgroup.................................................…………………
