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Aim 

We believe that the health and safety of children is of paramount importance. Our settings will 
work with children, parents and the community to ensure the safety of children and to give them 
the very best start in life.  

We take every care to ensure children cannot leave the security of the setting unattended and 
have strict procedures and policies in place to ensure as much as possible that this cannot 
happen.  

 

Method  

Preventative methods 

There are limited entry points into both settings and staff must always remain vigilant for any 
unplanned persons on site and children attempting to leave the site. 

Daily and planned outings - Both settings regularly venture outside of the forest school 
boundary for walks to the farm, playground, woodlands and so on. For these, we have a general 
outings risk assessment in place and these will only go ahead when the appropriate adult to 
child ratios are present. We may sometimes plan a bigger trip out. These will be thoroughly risk 
assessed with their own individual risk assessment ahead of the day.  

At the Upton site, the forest school boundary includes the farm on which the site is located. At 
the Kingston Blount site, the forest school boundary is within the fenced area on the farm in 
which the site is located. 

When venturing outside of the forest school boundary, adults will run through the following rules 
using visual ‘cookies’ with the children before leaving the setting. We encourage regular practice 
with the whistle and shouting ‘Stop!’ to ensure children understand what to do if and when it is 
really needed. 

●​ High-vis jackets - children and adults must all wear these outside of the forest school 
boundary. If they fall off, ask someone to help you put it back on. 

The Little Firefly Forest School - Missing Child Policy v1.0 



●​ Whistle - if a child hears a whistle, three short blasts, they must immediately go to their 
nearest adult  

●​ Stop! - if a child hears someone shout ‘Stop!’, the must immediately stop and freeze right 
where they are 

●​ Gates - children should never open a gate, climb over/under/through a gate without an 
adult 

We teach children what to do if they find themselves missing.  

●​ Freeze - stay right where they are, do not wander off or follow anyone they do not know 
●​ Shout - shout as loud as they can for one of their forest school adults  
●​ Ask for help - identify people they can ask for help and tell them they are from ‘forest 

school?’ 

Adults will remain vigilant for any people nearby. Head counts are taken every 3-5 minutes by 
staff. If a group splits up on an outing, a verbal confirmation must be made to each of the adults 
confirming how many children they are responsible for in each group. 

In the unlikely event that it is found that a child is missing we will act in accordance with the 
following procedures:  

If a child goes missing while in the forest school boundary 

●​ The key person will speak with the manager or person in charge who will nominate as 
many staff as possible to thoroughly search the setting and the immediate surrounding 
area 

●​ A head count is taken and the register is checked to make sure no other child has also 
gone astray 

●​ The manager talks to the key person to establish what happened 
●​ All staff will be extra vigilant to any potentially suspicious behaviour or persons in and 

around the nursery grounds 
●​ The staff will be careful not to create an atmosphere of panic and to ensure that the 

other children remain safe and adequately supervised 
●​ If after 10 minutes of thorough searching the child is still missing, the manager or person 

in charge will inform the police and then the child's parent / carer 
●​ The manager contacts The Little Firefly Forest School’s owner, Georgina Adams, who 

will arrive at the setting as soon as possible.  
●​ While waiting for the police and the parent/carer to arrive, searches for the child will 

continue. A recent photo of the child and a description of what they are wearing is given 
to the police 

●​ During this period, other staff members will maintain as normal a routine as is possible 
for the rest of the children attending the setting. 

 

If a child goes missing during an outing: 

●​ As soon as it is noticed that a child is missing, staff tell the person in charge (usually the 
manager) and the children are to stand with the adults. A head count is carried out to 
ensure that no other child has gone astray 
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●​ If the group were split up on an outing, the other groups will travel to the area where the 
child has gone missing and all groups will be together 

●​ The manager or person in charge will nominate as many staff as possible to thoroughly 
search the immediate vicinity of the last place the child was seen 

●​ If the manager is not on the outing they will make his/her way to the location to aid the 
search and be the point of contact for the police as well as support staff 

●​ The manager talks to the key person to establish what happened 
●​ All staff will be extra vigilant to any potentially suspicious behaviour or persons in and 

around the nursery grounds. 
●​ The staff will be careful not to create an atmosphere of panic and to ensure that the 

other children remain safe and adequately supervised. 
●​ If after five minutes of thorough searching the child is still missing, the manager or 

person in charge will inform the police and then the child's parent / carer 
●​ The manager contacts The Little Firefly Forest School’s owner, Georgina Adams, who 

will arrive at the outing location as soon as possible.  
●​ While waiting for the police and the parent/carer to arrive, searches for the child will 

continue. A recent photo of the child and a description of what they are wearing is given 
to the police  

●​ During this period, other staff members will maintain as normal a routine as is possible 
for the rest of the children attending the setting, including ideally taking them back to the 
forest school setting if it is safe and within ratio to do so 

 

When the child is found 

The wellbeing of the child should be checked. The child may or may not be aware they were 
‘missing’. They could have gotten lost, gone on an exciting adventure, hurt themselves, been 
talking to someone. They may feel absolutely fine or really frightened and overwhelmed. Try not 
to let your own panic overwhelm the child.  

Keep calm. Check the child’s physical and mental wellbeing. Explain clearly what is going to 
happen next. 

 

People management and support 

This is a stressful situation and parents/carers, staff and other children are likely to feel 
heightened emotions throughout the child being missing and thereafter.  

Emotional support and reassurance should be offered to staff. Staff wellbeing should be 
prioritised during and after the investigation.  

Parents may understandably feel upset or angry. Emotional support and reassurance should be 
offered where appropriate. However, aggressive or threatening behaviour before staff will not be 
tolerated.  

Other children should be kept calm and reassured. Questions should be answered honestly but 
age-appropriately. Staff should avoid talking about the incident unnecessarily in front of children.  
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The Little Firefly Forest School will then undertake an investigation, outlined below. 

 

The investigation  

In the first instance, the staff, manager and nursery owner of The Little Firefly Forest School will 
carry out a full investigation of the missing child. This will include taking written statements from 
all the staff present at the time, or who were on the outing.  

The key person/ staff will write an incident report detailing:  

●​ the date and time of the report 
●​ what staff/ children were in the group/outing 
●​ when the child was last seen in the group/outing 
●​ what has taken place in the group/outing since then  
●​ the time it is estimated that the child went missing.  

 
There may be action taken against any member of staff who they believe is found to be at fault. 

The nursery owner will arrange a meeting with the family of the child to discuss the incident, the 
investigation and the outcome, if the family wishes. 

The family may wish to raise a complaint with the setting or with Ofsted and should be advised 
of The Little Firefly Forest School’s complaints policy and procedure. 

If the incident warrants a police investigation all staff will cooperate fully. In this case, the police 
will handle all aspects of the investigation, including interviewing staff. Social services may be 
involved if it seems likely that there is a child protection issue to address.  

The incident is reported under RIDDOR arrangements and is recorded in the incident book; the 
Local Authority Health and Safety Officer may want to investigate and will decide if there is a 
case for prosecution. Ofsted will be informed.  

 

Informing other parents 

We recognise that other parents will need to be given brief, accurate information as rapidly as 
possible. We will ensure that this happens by:  

●​ Sending a text to all parents/carers 
●​ Talking to parents/carers when they arrive to pick up their child 

 

The media 

Distressed parents may contact the local press, or reporters may hear about the incident if the 
police are involved. It is sensible for one person, ideally the manager, is the one who speaks for 
the setting. All adults will be asked to refer all enquiries to the agreed spokesperson.  

Policies, procedures and risk assessments referred to in this document: 
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●​ General outings risk assessment  
●​ Visitors policy  
●​ Safeguarding policy 

 
External references: 

●​ - 
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