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Lost Children 
 
Although the school entrances and exits operate with a keyfob system 
and keys, staff are aware that children may gain access to the outside. If 
a child is thought to be lost: 
 

 A senior staff member is to search the premises inside thoroughly, 
keeping a calm manner at all times. 

 

 The senior staff member is to search the outside of the premises 
thoroughly, while the remaining adults stay within the setting and with 
the other children. This should include the station area. They should 
have their mobile phone with them. 

 

 If the child is still not found a member of staff will call the main office in 
the school to alert the School Principal and other senior members of 
staff.  

 

 If the child lives locally, a senior member of staff will check the direct 
route home, taking a mobile phone to keep in touch with school. 

 

 If the child is still not found, the staff member will return to school and 
the child’s parents and the police will be called. 

 
In the event of a child within the Early Years Foundation Stage being 
lost the following procedure should be followed:  
 

 A senior staff member (Oliver Cloke  if present, or Balazs Vida) is to 
search the premises inside thoroughly, keeping a calm manner at all 
times.  

 

 The senior staff member will  then need to search the outside premises 
thoroughly which should include; 

 EYFS play area (upper and lower) 

 Main school playground 
 

 If the child is still not found a member of staff will call the main office in 
the school to alert the School Principal and administration staff. 
 

 Joanna Burgess and the administration staff will then be required to 
recruit as many staff to help with the search and show them a 
photograph of the child.  
        

 Staff will then be allocated an area to search for 15 minutes and should 
have a mobile phone with them. This search will need to include: 

 
 The main school building 
 Chalton Street 
 Local shops 
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 Euston Road 
 

It will also be necessary for a member of staff to continue to search 
the immediate area to check that the child is not in a residential 
garden.  

 

 In the event of not finding the child after searching the surrounding area 
staff need to call the school to notify them and then continue their search. 
The police and parents will be phoned. 
 

 Staff will continue to search the area whilst awaiting the police, widening 
the search further by delegating local areas to be searched by different 
members of staff.  
 

 Everyone should carry a mobile phone at all times when searching so 
that they are contactable.  

 

 The child will be comforted and reassured when found. 
 

In the Early Years Foundation Stage, where a child becomes ‘lost’ for a 
period of time, resulting in the police being called, Blossom House recognises 
that it must contact the following within 24 hours:-  
 

 The LADO at LBCMASHadmin@camden.gov.uk  

 Ofsted at cie@ofsted.gov.uk  

 The Children and Families Contact Team  020 7974 3317 and  at 
LBCMASHadmin@camden.gov.uk 

 The Police and the Health & Safety (H&S) Executive (if the incident calls 
into question any indication of negligence, poor practice or breach of 
legislation )  
 
Any relevant photos of the area where the accident/incident occurred should 
be taken where appropriate. Blossom House must not investigate the 
accident/incident. Everyone involved should provide a written account which 
they should sign as a true and accurate record. This should be in the person’s 
own words and there should be no collaboration amongst those present prior 
to writing their accounts.  
 
The Head of Early Years should also write an overview detailing what 
happened, with a timescale, details of children and staff involved and the 
action taken to date. These will need to be made available should there be an 
investigation by the police, H&S, Ofsted or the local authority.   
Where it is clear that the accident or incident was the direct result of one 
particular person, arrangements will need to be made to safeguard children 
through Fiona Macnaughton-Jones (Designated Safeguarding Lead) and the 
wider Child Protection team. 
 
Blossom House should ensure that any relevant records are kept (e.g. 
attendance registers, child records, staff records, accident records, 
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medication records, incident records, training records, relevant policies or 
procedures etc.)  
 
Blossom House will wait for decisions to be made by the organisations 
contacted as to what will happen next, and will comply with any instructions 
given or decisions that are made.  
 
 
A child lost on a trip: 
 
EYFS children will all wear a Blossom House yellow jacket with phone 
number at all times during a school trip. 
Primary pupils wear a Lanyard with the school name and phone number. 
 

 Everyone will make a thorough search of where the group have been. 
 

 The senior member of staff will inform the staff of the venue if 
appropriate, to conduct a wider search. 

 

 If the child is not found the police and child’s parents will be informed. 
 

 Blossom House School will be phoned to inform the School Principal  
 

 The child will be comforted and reassured when found. 

 
 

Uncollected Children 
 
The staff are aware that sometimes parents are delayed when due to collect 
their children, and we therefore operate an uncollected child policy. Parents 
are asked to telephone the school if possible if they are going to be late. 
 
A child not collected at the expected time: 
 

Contact details of parents / carers and emergency contact person will be held 
on children's application records and changes must be recorded. Early Years 
parents are asked to provide in writing authorised people who may collect 
their child. Parents are asked to ensure that any changes to contact details 
are communicated to the school admin team or Early Years staff. 

Discretion should be used with the outlined procedures in exceptional 
circumstances such as major disasters or unexpected early closures. 

 The staff will send the child to the computer room crèche if this is at the 
end of the school day. In the event of a Foundation Stage child not 
being collected they will remain in the Foundation Stage building with a 
familiar adult, Oliver Cloke (Assistant Head) or Balazs Vida (Moon 
Teacher). 
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 The parent will be contacted 15 minutes after the end of the session.  
The child will be reassured. 

 

 The staff will ring the parents’ contact numbers, first home, then 
mobile, then work, before trying emergency contact numbers. 

 

 If the staff are unable to make contact with parents or emergency 
contact, we will wait a further 2 hours. 

 

 Two members of staff will stay with the child the whole time the child is 
on the school premises. 

 

 If the child is still uncollected, the Children’s and Families Contact 
Team will be contacted on 020 7974 3317 or 020 7974 4444  

 

 The social care worker will then decide the next course of action and 
decide whether other partner agencies should be involved in helping 
trace the parent/carer. Should the parent / carer not be contacted, the 
social care worker can make appropriate arrangements for the child to 
be safely cared for until their safe return to parents.  

 


