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Missing Child Policy
At Sandwick ELC the safety and wellbeing of all children in the setting is our highest priority.  We take all reasonable steps to ensure children are safe and supervised at all times.  In the unlikely event that a child goes missing, immediate action will be taken to locate the child and ensure their safety. 
This policy reflects guidance from the Scottish Government, Care Inspectorate and Getting It Right for Every Child (GIRFEC) framework. 
The setting will act promptly, notify appropriate authorities and follow safeguarding procedures where a child goes missing or is unaccounted for. 
Staff will actively monitor children’s safety throughout the day, including regular headcounts, effective supervision and risk assessment. 

Aims of the policy:
· To ensure the safety and wellbeing of all the children attending the setting at all times. 
· Provide clear guidance for staff on the actions they must take immediately if a child goes missing or is unaccounted for. 
· Ensure appropriate communication with parents/ carers and all other relevant authorities. 
· Ensure all incidents are recorded, updated and reviewed. 

Definition of a missing child:
A child is considered missing when:
· A child cannot be located within the setting or designated area. 
· A child leaves the premises without an authorised adult. 
· A child is unaccounted for during an outing or transition. 
· A child fails to arrive when expected and there is no explanation.
Preventative Measures:
To reduce the risk of a child going missing, the setting will:
· Maintain appropriate staff to child ratios at all times. 
· Carry out regular headcounts throughout the day. 
· Use the door signing in and out system to monitor which children are in the setting at any time. 
· Ensure all doors and gates are secure. 
· Ensure children are supervised during transitions. 
· Conduct risk assessments for indoors and outdoor environments and for any outings or trips. 
· Ensure Staff and children are aware of the Care Inspectorates SIMOA principles (see attached document) 



Procedure if a child goes missing within the setting:
Step1
· Take immediate action.  Inform the manager or Senior practitioner as well as the Depute Head Teacher or Head Teacher. 
· Ensure all staff are alerted. 
· A quick headcount and register to be carried out. 
· Staff to search all play areas, toilets, outdoor spaces, cupboard or hidden spaces. 
· An immediate and thorough search of the school and surrounding area should begin while still ensuring the children are supervised. 
Step 2
· Senior staff will start to organise a search – allocating search areas to specific staff.
· Senior staff to check entry/ exit point and surrounding areas. 
Step 3 
· If the child is not found quickly Senior Staff should contact the Police immediately. 
· Parents/ carers should be informed as soon as possible. 
· Senior staff to continue to coordinate a search until Police arrive. 
Step 4
· When the child is located the child’s health and wellbeing should be checked immediately and to provide reassurance/ comfort. 
· Parents/ carers should be informed throughout. 
· Staff to provide reassurance to the other children within the setting. 
· Senior management staff will review the situation and debrief with all staff after the event.
 
Same steps are to be taken if a child was to go missing on an outing.   Risk assessments should all be in place before any outing.  

Communication and Notifications:
The manager of the setting will:
· Inform the parents/ carers immediately 
· Notify the Care Inspectorate through the eForms system within the required timescales. 
· Inform the SIC Early Years Team. 
Reporting and Recording:
· A written incident report must be completed, and all incidents must be recoded as soon as possible and reviewed.
·  A full investigation needs to take place
· Any relevant risk assessments need to be reviewed and procedures updated if required. 
· Provide additional staff training.

Policy written:  Vaila Wallace – ELC Manager, March 2026
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