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St James Church Preschool CIO 

Lost Child Policy 
 

St James Church Preschool takes the safety of children very seriously and will take every 

precaution necessary to ensure that the children in our care do not leave a session 

unaccompanied. The chances of finding a missing child safe are greatest if the child’s 

absence is soon discovered. Staff will undertake periodic head counts in addition to the 

registration procedure. If, in the event of a member of staff not being able to account for a 

child’s whereabouts, the actions outlined in this policy will be taken.   

 

If a child does not turn up for a session without prior notification (see absence and illness 

policy), the supervisor will endeavour to contact the parents/carers to establish the reason for 

the absence. 

 

Links to Every Child Matters: Staying Safe  

Links to the Early Years Foundation Stage: Safeguarding and Welfare Requirements: 

Information for parents and carers 3.81 

 

 

Lost in session  

1. One member of staff to check all rooms within the building and outside, while the 

other members of staff will carry on with the session in a calm and appropriate 

manner. 

2. If the child cannot be found following the search, the session supervisor will contact 

parents/carers and warn them that the child may be attempting to make their way 

home. 

3. Supervisor will contact the Police: Loddon Valley Police Station 08458 505505  

a. If the police are unavailable on this number, staff will use the emergency 

number. 

b. Police will be provided with a description of the child, and what they are 

wearing. A recent photo will be taken from Tapestry and provided to the 

police. 

c. Once the parents/carers have been informed, they will need advice and 

support from the police 

 

Lost on outings 

1. Discover when and where the child was last seen.  Supervisor to decide on the 

number of adults to search for the lost child, maintaining the safety of the other 

children in the group. 

2. If the child cannot be found following the search, one member of staff will remain at 

the site until the police arrive.  All other staff and the remaining children to return to 

the preschool. 
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3. Supervisor will contact parents/carers and warn them that the child may be 

attempting to make their way home. 

4. Supervisor will contact the police: Loddon Valley Police Station 08458 505505  

a. If the police are unavailable on this number, staff will use the emergency 

number. 

b. Police will be provided with a description of the child, and what they are 

wearing. A recent photo will be taken from Tapestry and provided to the police 

if Tapestry is accessible offsite.  If not, police should also attend the setting 

where a member of staff will be able to provide a recent photo. 

c. Once the parents/carers have been informed, they will need advice and 

support from the police. 

 

 

Record keeping 

Once the incident has been resolved the supervisor for the session will write the incident 

details in the incident record book. They should set out what happened, how the staff 

responded (following our lost child procedures) and the result (whether the child was found 

or not).  This report may be used in evidence in the future if parents sue the setting, so it 

must state only the facts, not opinion, rhetoric or similar. If the report refers to, for example, a 

child’s behaviour which led to the incident, the setting will need to be able to show how this 

has been documented (observations and assessments) and how preschool has worked on it 

with parents to support the child.  

  

 

Reporting 

The session supervisor will need to inform Ofsted as soon as possible – the legal 

requirement is to inform them about significant events, and anything related to safeguarding 

within 14 days, but they will want to be notified a lot quicker than that. 

 
Legal framework 

• Early years foundation stage (EYFS) statutory framework 

Further guidance 

• Gov guidance on reporting https://www.gov.uk/guidance/report-a-serious-childcare-

incident 
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