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Policy Statement 
 
The safety and wellbeing of children and young people is maintained as the highest 
priority.  Every attempt is made through following Play Inclusion Project’s policies 
and procedures to ensure the safety of children and young people. 
 
Procedures 
 
Child Lost from the Setting 
 
In the unlikely event that a child is lost from the venue or setting, the following 
procedure must be followed: 

●​ The Area Manager must be informed immediately. 

●​ Designated staff should search the surrounding area where the child was last 

seen, followed by a search of the building and then the outside areas. 

●​ If the child is not found promptly, the child’s parents or carers should be 

informed. 

●​ Information should be gathered from other staff and children in the group, 

taking into account their age and level of understanding. 

●​ If there is any information suggesting the child’s possible location or direction 

of travel, a member of staff may be assigned to search outside the building. 

●​ The parents and Area Mananger will liaise to decide when to contact the 

police. 

●​ If the child is not found within 15 minutes, the police must be called. 

Children Lost on a Trip 
 
If a child goes missing during an outing: 
 

●​ The staff member who notices the child is missing must alert all staff and 

inform the Area Manager immediately. 

●​ A head count must be carried out to confirm which child is missing. 
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●​ A member of staff, or the group as a whole (if appropriate), should retrace 

their steps to the last known location of the child. 

●​ Another member of staff should alert the venue management or organisers of 

the location being visited. 

●​ Other children in the group should be asked if they have any relevant 

information about the child’s whereabouts. 

●​ If the child is not located promptly, the CEO and the child’s parents must be 

informed. 

●​ If the child is not found within 15 minutes, the police must be called. 

 

Preventative Measures 
 
To minimise the risk of a child going missing, the following measures are in place: 
 

●​ Access control: Entry to the setting is limited to authorised and identified 
persons only. 

 
●​ Awareness: Parents, carers, and staff are informed about the procedure for 

challenging unknown persons on the premises or at the door. 
 

●​ Supervision: Children are supervised at all times by their appointed support 
worker(s). 

 
●​ Staffing: Sufficient staffing levels are maintained to ensure appropriate ratios, 

with a back-up plan in place for staff absences. 
 

●​ Trip planning: Venues for trips are thoroughly researched in advance for 
suitability, including facilities for eating and toileting, accessibility, and 
age-appropriate activities. 
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