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ECCC recognises that any occasion on which a child cannot be immediately accounted for is serious. Staff will act without delay to locate and safeguard the child while maintaining safe supervision of all other children. Responses will be calm, coordinated, child-centred and proportionate to the circumstances, with police, parents/carers, safeguarding services and CIW involved as required.

1. Purpose and scope
This procedure sets out the action to be taken if a child is temporarily unaccounted for, believed to be missing, leaves the premises or an outing without appropriate supervision, is missing from an agreed handover/collection point, or is believed to have been removed by an unauthorised person. It applies to all ECCC registered childcare and to transitions or handovers between Nursery/Meithrin and Wraparound where ECCC childcare staff are involved.
2. NMS 2026 requirements
NMS Standard 5 expressly requires the registered person to keep a statement of the procedures to be followed in the event of a relevant child being lost or not collected. This Lost Child Procedure deals with the 'lost child' element; ECCC's separate Non-Collection of a Child Policy deals with children who remain safely at ECCC but are not collected.
· NMS Standard 5 - Records: a written lost-child procedure is required and significant events must be accurately recorded.
· NMS Standard 15 - Staffing: required ratios and safe supervision continue to apply, including on outings; circumstances may require additional staff.
· NMS Standard 20 - Safeguarding: the child's safety is the first priority and safeguarding concerns must be reported without delay.
· NMS Standard 21 - Notifications: the Head of Centre will ensure CIW is notified immediately where an incident meets the statutory significant-event notification threshold.
· NMS Standards 22 and 24 / relevant safety regulations: secure premises, safe access/egress, risk assessment and emergency arrangements support prevention and response.
3. Prevention and everyday safeguards
· Accurate attendance registers are maintained and children are marked in/out at the point they enter or leave ECCC's care.
· Staff carry out frequent headcounts, particularly during transitions between indoor/outdoor areas, before and after outings, when moving between spaces and at handover points.
· Room leads / Seniors of the Day ensure responsibility for supervision zones, entrances, gates and transition points is clear.
· Doors, gates and barriers are checked as part of daily safety arrangements and any defect or security concern is reported and controlled immediately.
· Children are released only to authorised adults in accordance with ECCC collection arrangements.
· Outings are planned and risk assessed; registers, emergency contacts and suitable staffing are taken with the group.
· Children with individual needs that may increase the likelihood of wandering, hiding or becoming separated are supported through proportionate individual arrangements and risk assessment.
4. If a child is temporarily unaccounted for but is found within the premises
A child may occasionally be out of immediate sight because they have moved into another permitted area, hidden during play or become separated during a transition. This must still be treated seriously until the child's safety is confirmed.
· Raise the concern immediately with the room lead / Senior of the Day and quickly account for all children using the register and headcount.
· Check the child's last known location and the most likely nearby areas without compromising supervision of the remaining children.
· Once located, reassure the child and check their welfare. First aid or healthcare action is taken if needed.
· The manager/lead establishes how the child came to be unaccounted for, how long this may have lasted, and whether supervision, deployment, doors/gates or transition arrangements contributed.
· Parents/carers are informed the same day where the child was unsupervised, left the expected supervised area, or the incident was otherwise significant.
· The incident is recorded and reviewed. A risk assessment or practice change is completed where needed.
5. Child believed to be missing from ECCC premises
If an immediate check does not locate the child, or there is reason to believe the child may have left the supervised premises, the child is treated as missing. Staff must not wait for a fixed period before escalating.
1. The staff member raises the alarm immediately and informs the Daycare Manager / Senior of the Day. The Head of Centre or Deputy Head is informed without delay.
2. The register is checked and all other children are immediately accounted for. Safe staffing and supervision of the remaining children are maintained.
3. Designated staff search the child's last known location, the building, outdoor areas and immediate vicinity systematically. Staff check hiding places, toilets, quiet/sleep areas, gates and routes a child might have taken.
4. The person leading the response establishes the child's description, last known location/time and any individual factors that may help locate them. A recent photograph may be used where available and lawful.
5. Police are contacted without delay once the child is believed to be missing. Emergency services (999) are used where there is immediate risk, including where a young or vulnerable child may have left the premises. Staff follow police instructions.
6. Parents/carers are contacted as soon as practicable without delaying police contact or the search. If there is a safeguarding reason not to contact a particular adult, safeguarding/police advice is followed.
7. Searching continues as directed by the person leading the response and/or police, while sufficient staff remain with the other children.
8. No member of staff speaks to the media. Any media response is managed through the Head of Centre / Cardiff Council arrangements.
6. Child missing during an outing or local visit
· The outing lead is informed immediately and all children are accounted for.
· Staff establish the child's last known location and a description of the child. One or more designated adults begin an immediate search of the immediate area while the remainder of the group stays safely supervised.
· Venue staff/security are informed where applicable and asked to support the search.
· Police are contacted without delay once the child is believed to be missing. Staff follow police instructions.
· ECCC Management is informed immediately. The setting/outing lead contacts the child's parent/carer as soon as practicable without delaying police contact.
· The outing lead ensures there are enough adults to supervise the remaining children, support the search and, if required, return the group safely to ECCC. Additional/relief staff are requested if necessary.
· Registers, emergency contacts and relevant information remain with the designated adult responsible for the group.
· Searching continues until the child is located or police direct otherwise.
7. Child missing from Nursery/Meithrin to Wraparound handover point
A child expected for Wraparound must be formally handed over and marked present when ECCC childcare responsibility begins. If an expected child is not at the agreed handover/collection point, staff must not assume that the child is absent or has gone home.
· Inform the Nursery/Meithrin teacher or relevant education lead immediately and verify whether the child attended, has been collected, is absent, or has been dismissed under an agreed arrangement.
· Inform the Daycare Manager / Senior of the Day and Head of Centre / Deputy Head immediately.
· Check the agreed handover areas and relevant school/centre locations while other children remain safely supervised.
· If neither the education provision nor the parent/carer can immediately account for the child's whereabouts, the situation is escalated as a missing-child incident and police are contacted without delay.
· The incident and the point at which responsibility transferred (or had not yet transferred) are recorded clearly. ECCC and the education provision cooperate fully in the review.
8. Suspected unauthorised removal or abduction
If a child is believed to have been taken or removed by an unauthorised person, staff must not attempt any action that places children or adults at further risk.
· Police are contacted immediately.
· The Head of Centre / Deputy Head and safeguarding lead are informed without delay.
· Staff preserve any relevant information or evidence, including descriptions, vehicle details, CCTV availability and witness information.
· Parents/carers are contacted unless police or safeguarding advice indicates that doing so could increase risk.
· ECCC follows the Safeguarding / Child Protection Policy and Wales Safeguarding Procedures.
9. When the child is found
· The child's immediate physical and emotional welfare is checked. They are reassured calmly and are not blamed, shamed or interrogated.
· First aid, emergency medical care or other healthcare support is provided where required.
· Police, parents/carers, ECCC Management and any other agency involved are informed promptly that the child has been located.
· The child is reunited with their parent/carer or returned to ECCC only in accordance with police/safeguarding advice and safe collection arrangements.
· Staff remain sensitive to the possible distress of the child, other children, family and staff and arrange appropriate support where needed.
10. Recording, investigation and follow-up
· A detailed factual incident record is completed as soon as practicable, including the child, date/time, place, last known location, when the concern was identified, searches/actions taken, staff deployment, police/parent contacts, outcome and any injuries or safeguarding concerns.
· The Head of Centre / Daycare Manager reviews supervision, ratios, registers, handover arrangements, doors/gates, risk assessments and any other relevant factors.
· A post-incident risk assessment is completed and actions are assigned to reduce the likelihood of recurrence.
· Relevant staff contribute to the review and receive additional instruction, supervision or training where required.
· Insurance is informed where required by ECCC/Cardiff Council insurance arrangements.
· The incident record and related information are retained securely in accordance with ECCC record-keeping requirements.
11. Safeguarding and CIW notification
Any lost/missing-child incident is considered for safeguarding implications. The Head of Centre ensures that the Safeguarding / Child Protection Policy is followed where the circumstances raise concern about neglect, unauthorised removal, unsafe supervision, an allegation against an adult, or any other risk to the child.
· Safeguarding concerns are reported without delay through current ECCC/Cardiff safeguarding arrangements.
· The Head of Centre / Registered Person determines and completes any required CIW notification under Regulation 31 / Schedule 4 and NMS Standard 21. Where the event meets the notification threshold, CIW is informed immediately using the current CIW notification route.
· The procedure does not rely on old printed telephone numbers for safeguarding or regulatory contacts; staff use the current ECCC safeguarding contact sheet and current CIW Online arrangements.
12. Responsibilities
Head of Centre
· Has overall oversight of serious missing-child incidents, safeguarding escalation, police liaison and CIW notification.
· Ensures investigation, risk review and actions are completed.
Daycare Manager / Senior of the Day
· Leads the immediate childcare response unless another senior leader takes over.
· Allocates search and supervision roles and ensures accurate communication/recording.
Room leads / outing leads
· Maintain accurate registers/headcounts and clear supervision arrangements.
· Raise any missing-child concern immediately and follow this procedure.
All staff
· Know and follow the procedure, remain calm and act immediately.
· Never leave the remaining children inadequately supervised in order to search.
· Provide factual information and cooperate with the post-incident review.
13. Related ECCC policies and documents
· Safeguarding / Child Protection Policy and current safeguarding contact sheet.
· Non-Collection of a Child Policy.
· Childcare Health and Safety Policy.
· Risk Assessment Policy and current risk/risk-benefit assessments.
· Daily Opening & Closing Safety Check.
· Outings / educational visit procedures, including EVOLVE where applicable.
· Admissions / registration information and authorised collection records.
· Statement of Purpose.
· Accident / Incident Reporting procedures.
· Personal Devices, Mobile Phones & Wearable Technology Policy.
14. NMS 2026 compliance overview
	NMS
	Requirement supported
	ECCC response
	Evidence

	5
	Written procedure for a child being lost; accurate significant-event records.
	This procedure sets out prevention, immediate response, recording and follow-up.
	Procedure; incident records; registers; review records.

	15
	Safe staffing and supervision, including outings.
	Other children remain supervised; outing staffing and contingency arrangements maintained.
	Rotas; outing plans; registers/headcounts.

	20
	Safeguarding is first priority; concerns reported without delay.
	Safeguarding escalation is built into all serious/unauthorised-removal incidents.
	Safeguarding policy; MyConcern/other records where applicable.

	21
	Immediate CIW notification where statutory significant-event threshold is met.
	Head/Registered Person determines and submits required notification promptly.
	CIW Online notification / management record.

	22/24
	Safe, secure environment and risk controls.
	Registers, security checks, gates/doors, risk assessment and post-incident review.
	Daily checks; risk assessments; H&S records.
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