
 
 

KEW GREEN NURSERY MISSING CHILD POLICY 

Early Years Foundation Stage (2025) requirement – 3.97 

Child missing on Nursery grounds during the nursery day  

• As soon as it is noticed that a child is missing, the member of staff informs the 

Head of Nursery and Reception who initiates a search within the setting.  

• If the child is found on-site, the Head of Nursery and Reception checks on the 

welfare of the child and investigates the circumstances of the incident.  

• If the child is not found on site, one member of staff searches the immediate 

vicinity. If there is no sign of the child, the Head of Nursery and Reception, or 

another designated member of staff, will report to the police immediately by 

dialling 999.  

• The missing child’s parents are then called and informed.  

• The Head of Nursery and Reception contacts the Directors to inform them of the 

situation and seek assistance.  

Child missing off-site at a specific venue  

For ease of reference, and to provide the most accurate pictorial image of the child’s 

appearance that day, staff will take photos of each child with them on every off-site 

trip.   

• As soon as it is noticed that a child is missing, the most senior member of staff 

present carries out a headcount.  

• One member of staff searches the immediate vicinity. If at a specific venue, 

members of staff from the venue will be notified by a member of staff, with the 

name and a description of the child to support the search. It will also be requested 

at this time that all exits, including fire exits, from the venue are monitored.  

• If the child is not found within five minutes, the senior staff will contact the Head of 

Nursery and Reception and call the police.  

• The Head of Nursery and Reception informs the parents, giving the following 

information:  

- time the child went missing  

- location 

- what action has been taken and by whom. 

• The Head of Nursery and Reception contacts the Directors.  

• If it is safe to do so, other members of staff return the children to the Nursery as 

soon as possible.  



 
 

• One senior member of staff should remain at the site where the child went missing 

and wait for the police to arrive and assist them with the continued search. Regular 

contact will be maintained between the staff members on the trip and with the 

Head of Nursery and Reception (at least every 30 minutes).   

• If none of these actions find the missing child, and the police have not yet arrived, 

the police will be re-contacted. The Nursery will be notified of this action and the 

Head of Nursery and Reception will nominate a contact person for the police at the 

Nursery.   

• If the child has not been located within one hour, the Critical Incident Plan will be 

invoked.   

Child missing when off-site at a non-specific venue (e.g., walk or visit to the Green)  

• If the child is found missing when a group is ‘outside of nursery’, for example on 

Kew Green, walking in a line from the Nursery to Kew Gardens, a headcount will 

immediately be called by the person in charge of the group.  

• Whilst the following actions take place, the safety of the remaining group is of 

paramount importance.   

• If the child is still missing, the surrounding area will be checked by staff quickly 

calling out to the child for a response. The other children present will remain safe 

with at least two members of staff. 

• If the child is still not found immediately the Head of Nursery and Reception will be 

notified by the person in charge of the group. A contact mobile number will be 

confirmed, and the time will be noted by the Head of Nursery and Reception.    

• If, after quickly and fully re-searching the area, the child is not found, the adult in 

charge of the group will ask the Head of Nursery and Reception to call the local 

police (999). The name and a description of the child will be given with time and 

place the child went missing.   

• Parents will be contacted by the Head of Nursery and Reception at this time, giving 

the following information:    

- time the child went missing  

- the location 

- what action is being taken and by whom  

- a parent contact number will also be taken at this time.   

• The Head of Nursery and Reception will inform the Directors.  

• The Head of Nursery and Reception will speak with the person in charge and 

decide what action will take place with the rest of the group. If possible, other 

school staff will be deployed to the location and assist in bringing the other 

children back to Nursery. 



 
 

• The person in charge will meet with the police at the place where the child 

appeared to be missing and ask the police to take charge. The Nursery will be 

notified of this action and the Head of Nursery and Reception will nominate a 

contact person for the police at the school.   

• If the child has not been located within one hour, the Critical Incident Plan will be 

invoked.   

Recording and Reporting  

• A record is made on an incident report form. The Head of Nursery and Reception 

completes the form on the same day that the incident occurred and keeps it in the 

child’s file.  

The investigation  

Following a missing child incident, a thorough investigation will occur, led by the Head 

along with the GSG Directors.   

• Ofsted is informed as soon as possible (and at least within 14 days).   

• The DSL/Head of Nursery and Reception carries out a full investigation using the 

incident reporting form, taking written statements from all staff present at the time 

and those who were on the outing. The report is filed in the child’s file. Staff do not 

discuss any missing child incident with the press.  

• The Head of Nursery and Reception and the Director speak with the parents 

together and explain the process of the investigation.  

• The key person/staff member writes an incident report detailing:  

- the date and time of the report  

- which staff/children were in the group or outing  

- when the child was last seen in the group/outing  

- what action has taken place in the group/outing since then; and   

- the time it is estimated the child went missing.   

• A conclusion is drawn as to how the breach of security happened.  

• The Head of Nursery and Reception and the Director speak with the parents 

together and explain the process of the investigation.  

• If the incident warrants a police investigation, all staff will co-operate fully.  In this 

case, the police will handle all aspects of the investigation, including interviewing 

staff. A referral to the Local Authority Designated Officer (LADO) may be necessary 

if it seems likely that a member of staff has breached the nursery’s safeguarding 

arrangements and failed to keep children safe  

 



 
 

• The incident is reported under RIDDOR agreements and is recorded in the 

incident book; the local authority health and safety officer may want to investigate 

and will decide if there is a case for prosecution.   

 

This policy was written by the Head of the Nursery and made available to parents.  

Latest review:   November 2025 By: Head of Nursery and Reception – 

Rowena Heaton  

Next review:  November 2026  By: Head of Nursery and Reception – 

Rowena Heaton  

 


