Hatherleigh Pre-School CIO 

Missing or uncollected child

Statement of procedure 
If a parent or carer fails to collect their child within 15 minutes of the end of a session, or if a child goes missing whilst in the care of pre-school, the following steps should be taken by the Senior Play Leader(s) on duty. 

Registration Details

1. Contact Details. When enrolling their child(ren), parents or carers should provide their own contact details (landline, mobile, email, etc), and details for anyone authorized to collect the child from pre-school. They should also give details of two people to be contacted in an emergency: for example, if they or a designated person can’t collect a child (eg, through illness or injury), if a child becomes ill or injured during a session, or if a child goes missing. 

2. Collection. Before their child begins pre-school, and before the start of each subsequent term, parents and carers have the opportunity to arrange which sessions their child will attend. They should carefully consider their ability to drop off and collect their child and make alternative arrangements when they are unable to do this themselves, all persons who will   collecting a child must be listed on the child’s registration form within the emergency contact’s section.
a. Authorisation should be given to those collecting a child on the parents’ behalf. No child will be released to a person not previously authorised to collect the child. Whenever possible, authorised persons should be introduced to staff by parents/carers, so that staff knows them by sight. 
b. At the start of each session/day, the parent/carer dropping off their child should inform a member of staff of the name of the person designated to collect the child at the end of the session/day (themselves or someone else). 
c. If a parent/carer or designated person becomes aware that they are likely to be late collecting a child, they should inform the pre-school staff (01837 811264) as soon as possible. If the delay is likely to be considerable, they should make alternative arrangements for the child to be collected.
d. On occasion, the person arriving to collect a child isn’t the person named for that day on the signing in sheet (though they have previously been authorized to collect the child). Staff will use their discretion in deciding whether to release the child into their care. In extreme circumstances (eg, where there are known to be tensions over custody), staff will refuse to release the child to any person not listed unless express permission is given by the person who dropped off the child or the person designated to collect the child that day. 

Uncollected Children

1. To ensure safety and prevent allegations, no adult (including staff) should be alone for long periods with an individual child. At least three adults should be present whenever a child is on the premises. 
2. If a parent/carer or designated person fails to collect a child within 15 minutes of the end of a session, the Senior Play Leader(s) should make every effort to contact them as soon as possible.  
3. If neither parent/carer nor designated person (if different) can be contacted, the Senior Play Leader(s) should contact one of the emergency contacts named in the child’s registration details.  
4. If all attempts to contact a parent/carer, designated person or emergency contact person fail, the Senior Play Leader(s) should inform MASH (Multi-Agency Safeguarding Hub) 0345 155 1071. 
5. MASH will decide what happens next, and whether the police should be involved in helping trace the child’s parent/carer. If the parent/carer or other designated person cannot be found, the duty social worker can arrange for the child to be placed temporarily with foster parents until the situation is resolved. 

Missing Children

1. If a child goes missing during an outing or session, the Senior Play Leader(s) should call the police immediately (999, or alternatively 101). 
[bookmark: _Int_vevPuIYt]2. If there are any staff or adults not required for supervising the remaining children, a thorough search should be made for the child. Help should be sought from anyone else in the building or area.  
3. Staff should recall the child’s clothing, and the circumstances of their disappearance, in order to help the police as much as possible with their investigations. An incident report should be completed.
4. The police will advise the Senior Play Leader(s) about informing the parent/carer of the child’s disappearance, and of the next steps to be followed in trying to locate the child. 
5. Notifying Ofsted & EYCS. Ofsted (0300 123 4666 or enquiries@ofsted.gov.uk) and Devon County Council Early Years & Childcare Services (0800 0563666 or eycs@devon.gov.uk) should be informed within 14 days of any instance of a child going missing, especially if injury, illness or death results from the incident. 
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