
 

 

 

THE FUNNCLUBB LTD & THE FUNNCLUBB OOS – MISSING CHILD PROCEDURE AND POLICY 

 

1. Purpose and Legal Framework 

The safety, security, and immediate well-being of every child in our care is the absolute priority 
of The FunnClubb LTD and The FunnClubb OOS. This policy defines the mandatory, immediate, 
and synchroniSed operational steps that all staff must execute if a child becomes unaccounted 
for. This procedure addresses scenarios occurring both on-site at camp and during any off-site 
transitions or outings. This policy directly complies with Section 3 (Safeguarding and Welfare 
Requirements) of the Early Years Foundation Stage (EYFS) Statutory Framework and Ofsted 
Childcare Register regulations. 

 

2. Immediate Action Plan: The First 5 Minutes 

 

Phase 1: The First 2 Minutes (Immediate Search & Venue Lockdown) 

• First Responder (Staff member who identifies the absence): 

  1. Instantly alerts the on-site Lead Coach. 

  2. Conducts a rapid, focused search of the immediate area where the child was last seen (e.g., 
playground, toilets, activity hall). 

• Lead Coach (Acting On-Site Incident Manager): 

  1. Instantly commands a full venue lockdown: secure all exit gates and doors; no individual 
may enter or leave the premises. 

  2. Directs all available group coaches to halt activities and perform an immediate physical 
headcount of all remaining children against the live Class4Kids digital register to confirm the 
exact scale of the issue. 



  3. Checks the sign-in/out log to verify the child was not collected early by a verified 
parent/carer. 

 

Phase 2: The Next 3 Minutes (Coordinated Search & Site Escalation) 

• Lead Coach Actions: 

  1. Retrieves the Emergency Grab Bag (containing backup paper registers, site emergency 
contact details, and child medical profiles). 

  2. Deploys all floating staff into a highly coordinated sweep of all accessible areas of the venue 
(classrooms, storage spaces, corridors, and outdoor perimeters). 

  3. Contacts the school's Site Manager or Caretaker immediately to assist with master key 
access, checking locked zones, and analysing site boundaries. 

• Group Coaches Actions: 

  1. Keep all remaining campers stationary, calm, safely supervised, and engaged in a 
centralised area to ensure staff focus remains on the search. 

 

3. Step 3: Formal Escalation to Authorities (After 5 Minutes) 

If the intensive site search does not locate the child within 5 minutes, the Lead Coach must 
transition to external escalation without a single moment of delay: 

1. Call 999: The Lead Coach will call the Police immediately. Provide the operator with the 
child's full name, age, physical description, clothing, last known location, time missing, and any 
known vulnerabilities or medical needs. 

2. Director Notification: The Lead Coach will immediately notify the Head of Funncamp (DSL 
Reuben Agilinko). 

3. Parent Notification: The corporate DSL will contact the child’s parents/guardians immediately 
via telephone to inform them objectively of the situation, the actions taken, and the arrival of 
emergency services. Staff on site must not contact the parents directly unless explicitly 
directed by the corporate DSL. 

 

4. Post-Incident Procedures & Statutory Reporting Log 

• Emergency Cooperation: The entire FunnClubb team will cooperate fully with arriving police 
officers, providing instant access to registration files, physical descriptions, and venue 
blueprints. 

• Comprehensive Incident Logging: As soon as the emergency is resolved and on the exact 
same day, the Lead Coach and responding staff must compile a rigorous, chronological timeline 
of the event. This must detail the precise times the child was missed, when 999 was dialled, 
when parents were reached, and all search paths taken. Wet-ink signatures from all 
participating staff must be captured. 



 

5. Mandatory Statutory Notifications to Regulators 

• Ofsted Notification (14-Day Strict Law): In strict accordance with EYFS welfare criteria, The 
FunnClubb LTD will formally notify Ofsted as soon as is reasonably practicable, but absolutely 
within a maximum of 14 days, of any significant incident where a child goes missing from our 
provision. Failure to notify Ofsted within this 14-day window constitutes a direct breach of 
registration requirements. 

• Local Authority & Safeguarding Partners: The corporate DSL will notify the Hackney Multi-
Agency Safeguarding Hub (MASH) on 020 8356 5500 and the Hackney Local Authority 
Designated Officer (LADO) on 020 8356 4558 within 24 hours of the incident to initiate a local 
safety and multi-agency review. 
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