Maidford Montessori
Procedures
For a Missing Child
/Children
· Children are not lost internally in school as we lock internal doors to the main houses at all times. In some instances the door to the house maybe opened to pass on information, to use an oven or to take a private phone call, in this instance a member of staff will monitor the door or it will be locked behind the member of staff by the member of staff leaving the nursery. 
· Locks to all external doors are provided and the keys for these are kept out of reach of the children. The external doors are locked at all times during the session when the children are indoors, except for arrival and leaving times. When the door is unlocked for a parent/guardian by a member of staff, a member of staff will monitor the door, to make sure nobody goes in or out without consent or a parent/guardian. 
· No child is allowed outside with out adult supervision.

· Attention is given to the boundaries of the property to ensure these are secure and that children may not easily leave the site, or be removed from the site, without members of staff being aware. 

· External gates are fitted with locking devises that cannot be easily opened by the children and monitored by staff at all times. 

· Children are actively taught about ‘keeping safe’, and about staying within the boundaries and only going through a gate with adult permission.

· A register is taken during the morning and afternoon and the number of children and staff present is entered at the bottom of the register. 

· When the children go out they counted and when the children come back into class they are counted, a head count to ensure all children are present in each change of area takes place. 

· Should a child be found to be missing the remaining children will be taken back inside. Other members of staff informed immediately. 
· One member of staff will then check the outside areas to see if the child has been overlooked anywhere or is playing, unaware that the others have gone in. 

· If the child cannot be located the member of staff will check the road/pavements visible from the site.

· If the child is still not found the member of staff will contact police. 
· The member of staff will then contact the parents, or if they cannot be reached, the emergency contact.

· A full written report of the incident will be made as soon as possible. 

Ofsted will check all the facilities during their inspection and if these facilities alter in any way we will notify Ofsted of the changes, so they can see if it affects the space available or the level of care given to the children. 
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