
Missing child policy 
 
 
At Michaelchurch Pre-school children’s safety is maintained as the highest 
priority both on and off the premises. Staff must ensure that children’s security 
is kept in mind at all times. In the unlikely event of a child going missing we 
will follow the following procedure. 
 
 
Child missing whilst on the premises. 
 

 Staff will alert the manager as soon as it becomes apparent a child is 
missing. 

 The manager will carry out a thorough search of the setting both 
indoors and out whilst the staff carry out a story/singing activity with the 
remaining children. 

 Staff will not discuss the missing child in front of the children or inform 
anybody outside of the premise. 

 Doors and windows are checked to ensure no breach of security has 
happened. 

 The parents of the missing child will be called to Pre-school and the 
police. 

 The manager will talk to the staff that were supervising the child to 
establish when and where the child was last seen etc. 

 The manager will find a recent photograph of the child to issue to the 
police. 

 
 
Child missing whilst on an outing 

 
 Staff will ring the Pre-school as soon as it becomes apparent that a 

child is missing the manager will make their way to the place that the 
child was last seen if this is possible, taking a recent photograph of the 
child and a copy of his administration form. 

 All remaining children will be kept safe at all times and will remain at 
the forefront of the staffs duties. 

 One member of staff will search the immediate area and if indoors will 
inform the venues security staff giving a description of the child. 

 The child’s parents will be asked to come to the setting/venue and the 
police will be called. 

 The remaining children will be taken back to the setting and will 
continue their day there. 

 Staff must not inform the children or other people of the child’s 
disappearance 

 The manager will speak to the supervising staff and find out when and 
where the child was last seen etc. 



 
Investigation to follow all cases of missing children 
 

 Staff must remain calm and do not let other children become 
anxious or worried. 

 The manager will not expect the supervising member of staff to 
speak to the parents but may ask for support from the deputy 
manager. 

 The manager or the deputy will take full written statements from all 
staff that was present. 

 The member of staff with the child at the time will complete an 
incident report stating the following; 

 
 The date and time 
 Staff and children present and who was responsible for 

the child at the time 
 When and where the child was last seen 
 What has taken place since the child went missing 
 The estimated time the child went missing 

 
From the information a conclusion can be drawn as to how the breach 
of security happened. 

 
 All staff will co operate with the police fully, the police will handle the 

investigation. The FAST team may become involved if it seems likely 
that a child protection issue needs to be addressed. 

 The incident is reported under RIDDOR arrangements, the local health 
and safety officer may want to become involved if they feel they may 
need to prosecute. 

 OFSTED will be informed as a matter of cause. 
 Michalchurch Pre-school’s Insurance provider will be contacted. 
 
Managing people 

 
Missing children incidents are truly awful for all those involved and part of 
managing an incident is to keep people involved as calm as possible. It is 
hoped that we do not ever experience how it must feel but we are however 
prepared in case it does. 
 

 Staff will feel worried and responsible for the child, they will blame 
themselves and their feelings of anxiety and stress will continue to 
rise the longer the child is missing. 

 Staff will understandably be the target of parent’s anger and they 
may feel afraid, it is the manager’s responsibility to ensure the 
member of staff is treated fairly and receives support throughout the 
incident. 

 The parents will feel very frightened and angry; they may blame the 
setting and its staff. When dealing with parents there should always 
be two members of staff ideally the Manager and her Deputy, no 



matter how understandable the parents behaviour is aggression 
threats of violence towards the staff will not be tolerated and the 
police will be informed. 

 Children are very susceptible to emotions and may become aware 
that something is happening the staff should answer their questions 
honestly and appropriately but without causing them distress. 

 In accordance with the final outcome of the incident the staff should 
be offered support and counselling if needed, in the event the child 
is not found or worse then the manager must decide a course of 
action for all those involved. 

 Staff must never discuss the case with other people who are not 
directly involved in the incident, and must adhere to the 
confidentiality policy at all times. 

 


