
  

Missing Child Procedure 

 

 

 

At Sports7, trading as Planet Soccer, we are always alert to the possibility that a child could become 

separated from their group or go missing during a session. To minimise this risk, staff will maintain 

appropriate supervision and carry out regular headcounts, particularly when children move between 

activity areas or locations. 

 

Staff should know which children are in their group, maintain clear collection/handover arrangements 

and ensure children understand the boundaries of the activity area. Particular care must be taken during 

transitions, toilet arrangements and movement between indoor and outdoor areas. 

 

If a child cannot be located, the following steps will be taken immediately: 

• The Lead Coach/Camp Manager will be informed immediately. Relevant Planet Soccer staff and 

school staff (where applicable) will be alerted. 

• The attendance register/headcount will be checked immediately and staff will establish when and 

where the child was last seen, including whether the child has been legitimately collected or moved 

to another group/activity. 

• The Lead Coach/Camp Manager will coordinate a prompt search of appropriate areas. Sufficient staff 

must remain with and supervise the other children at all times. Designated staff may check the 

immediate area, toilets, changing areas and other appropriate locations without leaving other 

children inadequately supervised. 

• Where possible and appropriate, a member of staff will monitor relevant entrances/exits while the 

search is undertaken. 

• The Lead Coach/Camp Manager will immediately assess the circumstances. The police will be 

contacted without delay where there is an immediate risk to the child's safety or welfare. Where 

appropriate, 999 will be called. 

• The child's parent/carer will be contacted as soon as practicable. 

• If police are involved, the Lead Coach/Camp Manager will provide the child's name, age, description, 

clothing, relevant medical/SEND information, where and when they were last seen, and any other 

information requested. 

• Staff will continue to follow police instructions and maintain appropriate supervision of the other 

children. 

• The Lead Coach/Camp Manager will liaise with the police, school/premises where applicable, and the 

child's parent/carer. 

•  

Recording and follow-up 

The incident will be recorded in the Incident Log. A review will be conducted following the incident, 

including consideration of supervision arrangements and relevant policies/procedures. Any necessary 

changes will be identified and implemented. 



Planet Soccer will consider and make any required notifications to Ofsted, the relevant safeguarding 

partnership/local authority or other agencies in accordance with applicable reporting requirements. 

Useful numbers 

Surrey Children's Single Point of Access (SPA): 0300 470 9100 / 01483 517898 

Hampshire Children's Reception Line (CRL): 01329 225379 

Ofsted: 0300 123 1231 

Review 

This procedure will be reviewed annually, and sooner following a missing-child incident, significant 

change to operations or relevant change in guidance/requirements. 

Adopted by: Joe Sebo Reviewed: September 2026 

Next review: September 2028 Planet Soccer / Sports7 

 


