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	When a child is unaccounted for, staff will follow the procedure below:
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IF A CHILD IS MISSING

Immediately

a. Check the SIGN IN/SIGN OUT LOG.

b. Search the facility. (Check closets, rest rooms, cupboards and anywhere a child may hide and may be asleep or unable to get out.)

Notify	__________________to assist with the search.

[image: ]If child is missing on a field trip, immediately notify security or management of your location and contact the child care facility to assist with the search.

CALL 9-1-1

____________________ will call 9-1-1 if the child cannot be located.

____________________ will contact the parent/guardian of the child. 

WHEN AN OFFICER ARRIVES

1. Give child’s name, date of birth, height, weight and any unique identifiers.

2. Give time the disappearance was noticed and when you last saw the child.

3. Describe the clothing the child was wearing when he/she disappeared.

4. Tell the officer if the child is mentally challenged.

5. Listen to instructions and answer any questions as completely as you can.


LOST OR MISSING CHILD POLICY (cont.)

6. Provide police with a recent photograph from the child’s file.

7. Write down the officer’s name, badge number, telephone number and the police report number on the INCIDENT/ACCIDENT REPORT form.

DOCUMENT AND FILE
[bookmark: _GoBack]
1. ______________________ will immediately notify Child Care Inspection Specialists at (402) 595-3343 in Douglas, Sarpy, Cass, and Washington Counties or (800) 600-1289 in Nebraska.

2. ____________________ will document the situation on an INCIDENT/ACCIDENT REPORT form. 

a. Give a copy to the child’s parent/guardian.

b. Place a copy in the child’s file.

c. Place the original in the ‘Incident/Accident Report’ file.

[image: ]To prevent a lost or missing child, this facility follows the Supervision Policy, the Sign In/Sign Out Policy and the Environmental Safety Hazards Policy.
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