Emmer Green Pre-School – Policies & Procedures

LOST/LEFT CHILD POLICY AND PROCEDURE
In the event of a child missing on the premises, the following immediate action will be taken.
The registration bell will be rung and all children will go to the registration area for an additional register to be taken. The parent information book will also be checked to ensure that the child has not been collected or signed out early by the parent for whatever reason.

Meanwhile, one member of staff will check that all doors are secure to establish that the child could not have left the building.

One member of staff will check all interior rooms including toilets, office, kitchen area and cupboards.

Another member of staff will check the exterior facilities, including the play area, sandpit and storage unit.

The Supervisor will check by telephone all adults (staff & parents) who have recently left the premises.

If the child is still missing once all the above steps have been taken, the police (0118 9536000) and parents (numbers held on file) will be immediately informed.

PROCEDURE IN THE EVENT OF A LOST CHILD ON SITE
1. Take an additional register & check parent information book.

2. One member of staff to check that all doors are secure.

3. One member of staff to check all interior rooms.

4. One member of staff to check the exterior facilities.

5. The Supervisor should check by telephone with adults who have recently left the premises.

6. If child is still missing call police (999 or 0845 8505505) and parents of missing child.
This policy was adopted by Pre School on …..……………………………………….
Signed on behalf of the committee …………………………………………………..
Name of signatory ……………………………………………………………………..
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