
Oldbury Court Out Of School Clubs 
Guidelines for Playworkers - Missing Child Procedure 

Whenever a child goes missing, even for a few minutes, you must record this in the 
Incident Book and inform the Directors. 

Child cannot be collected from school. 
 
1. If a child you are expecting to collect from school cannot be found, then the After 

School Clubs' School Collection Policy will be followed.  
 
Non-arrival of child to Club. 
 
1. If a child is expected to arrive at Club, unaccompanied or with other persons, 

written permission is required, this must include a disclaimer to omit O.C.O.S.C. 
for being responsible for the missing or non-arrival of a child. 

2. Prior arrangements must be made with the child and parent/carer for the child's     
estimated time of arrival. Child/parent/carer must be made aware of the procedure 
should the child fail to arrive at Club at the estimated time. 

 
PROCEDURE TO BE FOLLOWED:  
 

• Contact parents/carers. 
• Contact the child's school. 
• Contact the Police. 

 
 On the premises. 

 
1. If a child is thought to be missing after arriving at the premises, tell the Senior 

worker immediately. S/he will make a careful check of all the children present to 
confirm who is missing. 

2. The Senior worker will then organise a check of all exit doors, outside area, 
rooms, cupboards and possible hiding places Carry out this check quickly and 
without panic. 

3. The other children should be kept together with an appropriate number of staff 
while the check is being carried out. 

4. If the search is unsuccessful and the child is still missing after 30 minutes you must 
contact the police on 999 and the parent/carer of the missing child. 

5. Be prepared to give the police the following information: 
• Your name 
• The address of the site you are based 
• What has happened 
• Child's name, age and address 
• Time of incident 
• What the child was wearing if you can remember 

6. Continue the search after calling the police. Think about where, when and with 
whom the child was last seen. 

 
 

 
 

 



Off the premises 
 

1. On trips away from the Club, children should be divided into groups with no more 
than 5 children with each worker. Decide in advance how to arrange the groups: it 
may be sensible to have groups of 10 with two adults, especially if volunteers or 
Committee Members are helping. 

2. Make sure you know who you are responsible for, including their names. Carry 
their trip consent forms with you so that you can contact parents/ carers in an 
emergency. Think whether any of them are liable to wander off and how you can 
avoid this. 

3. Make sure the children know who is responsible for them, including your name. 
Make sure they know the names of the others in their group. Make sure they know 
where they can go and that they should ask before going anywhere else, e.g. to the 
toilet. 

4. Tell the children what to do if they lose you: 
• Stay where you are - we will come back to look for you  
• Look around you - can you see your group or one of the other groups?  
• If it seems like a long time before we find you, who can you talk to? 

 Someone in uniform from the attraction you are visiting 
 A shop worker if you get lost while traveling 
 Uniformed policeman or women 

5. Decide how often you need to take a headcount of your group. This well depend on 
the children and the activity. If on taking a headcount you think a child is missing, 
contact the Senior worker immediately. 

6. Keep your group still and together. If you have another adult with you, one of you 
should retrace your steps (to a pre-agreed distance, for no more than five minutes) 
to look for a child. 

7. If you cannot find the child, inform staff at the attraction you are visiting and ask 
for their help in finding the child. Contact the Senior worker to say you have done 
this. 

8. If your search is unsuccessful and the child is still missing after 30 minutes you must 
contact the police on 999 and the parent/carer of the missing child. Be prepared to 
give the police the following information: 

 Your name and where you are 
 What has happened 
 The child's name, age and address 
 Time of incident 
 What the child was wearing if you can remember 

9. Continue the search after calling the police. Think about where, when and with 
whom the child was last seen. 
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