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Missing child
Children’s safety is our highest priority, both on and off the premises. Every attempt is made, through the implementation of our outing’s procedure and our exit/entrance procedure, to ensure the security of children is always maintained. In the unlikely event of a child going missing, our missing child procedure is followed.

Procedures

Child going missing on the premises

In the unlikely event that a child is unaccounted for within the preschool:

1. Alert the Manager/Designated Person immediately.

2. A thorough search of the entire premises, garden, and immediate surroundings will be conducted by available staff.

3. Check the sign-in/out sheets to confirm if the child has already been collected.

4. Ensure all doors, gates, and access points are secured and check for possible breaches.

5. If the child is not found within 10 minutes, the police (999) and the child’s parents/carers will be contacted immediately.

6. Continue the search under the guidance of emergency services

· Staff may be asked for a recent photo and a note of what the child is wearing to be given to the police. 

· Our manager/ assistant manager/ senior practitioner talks to our staff to find out when and where the child was last seen and records this.

· Our manager/ assistant manager senior practitioner contacts our director or any trustees and reports the incident. Our director come to the setting immediately to carry out an investigation, with our management team where appropriate.
Child going missing from afterschool club
· Staff collect children in years f, 1, 2, 3 and 4 directly from school. They check with the teacher if a child is not present that we are expecting to attend afterschool club. Years 5 and 6 are expected to come straight to after school club. If we are expecting a child to attend and they do not, and we cannot check with their teacher/ a member of school staff or they are unsure if they have been collected or at a school club, we call parents to check the child has been collected by an authorised adult.
· If we cannot immediately contact either parent, messages are left asking them to contact us as soon as possible and we try all contacts on their registration form. A member of staff continues to keep trying to call parents and school are informed a child may be missing.
· A member of staff checks the child’s classroom and does a quick search of the school (often school support with this).
· If the child is not found and we cannot contact parents, or parents do not know where their child is, we call the police and report the child as missing. If it is suspected that the child may have been abducted, the police are informed of this.
· The parent(s) are then called and informed that a police report has been made. School are also informed.
· If we have a recent photo this is given to the police, along with details of what the child was wearing.
· Our manager/assistant manager, senior practitioner contacts our director and reports the incident. Our chair or director comes to the setting immediately to carry out an investigation, with our management team where appropriate.
Child going missing on an outing

If a child becomes separated from the group while offsite:

1. Alert all staff and conduct an immediate headcount to ensure no other child is missing.

2. One staff member will search the immediate area while the rest of the group remains supervised.

3. Call 999 and provide:

· Your name and location

· A physical description of the child

· The child’s name, DOB, and any medical needs

· Name of the preschool and manager contact

4. Notify the Preschool Manager immediately, if not present.

5. The Manager or Deputy will:

· Go directly to the scene

· Inform the venue or premises management

· Contact the child’s parents/carers

· Notify the Child Protection Officer
6. Staff will return the remaining children to the preschool once a safe handover is confirmed.

7. A senior member of staff will stay at the scene to liaise with police/emergency services.

8. All staff involved will complete written reports documenting the incident.

9. Ofsted will be notified of the incident promptly.

The investigation

After the child is found and safe:

· The Manager will speak with the child’s parents.

· A full internal investigation will be launched immediately.

· Written statements will be taken from all staff present.

· An incident report will be created, detailing:

· Date and time

· Staff and children present

· Time and location the child was last seen

· Timeline of the incident

· How the child was found or recovered

· Conclusions and actions taken to prevent reoccurrence

· The insurance provider will be notified as required.

Managing people
Managing Emotions:
Missing child incidents are distressing. Staff involved may feel responsible or overwhelmed. The Manager will:

· Offer emotional support and reassurance.

· Ensure staff wellbeing is prioritised throughout and after the investigation.

Managing Parents/Carers:
· We understand that parents may be anxious or upset. We will provide full transparency and support.

· However, aggressive or threatening behaviour toward staff will not be tolerated, and security may be called if necessary.

Supporting Other Children:
· Children will be kept calm and reassured.

· Staff will answer any questions honestly but age-appropriately.

· The incident will not be discussed in front of the children unnecessarily.
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