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Kenyngton Manor Nursery and Preschool
Missing Child Procedure

The welfare of all children at Kenyngton Manor Nursery & Preschool is paramount.
Every adult who works at our setting has been inducted to ensure that they are
aware of their responsibilities for ensuring all children are always safe and staff
attend appropriate safeguarding training- see our whole school Safeguarding and CP
Policy. Our staffing ratios follow the Early Years Foundation Stage Statutory
Framework (EYFS, 2025) guidelines and are designed to ensure that all children are
supervised the whole time they are in our care. If a child goes missing whilst in our
care, we will do everything possible to ensure that the child is found quickly and
safely.

Great care is always taken to ensure the safety of children whilst in the nursery or
preschool. All entrances and exits are secured. Visitors are escorted whilst on the
premises. All students and volunteers are shown appropriate safety measures taken
to ensure security of the building and the safety of the children. The children at
Kenyngton Manor Nursery & Preschool are always supervised.

Any outings away from our setting are risk assessed, agreed with parents and signed
permission is requested. Children are taught about safety when they are out and
about and we will ensure they know what to do if they do become lost, according to
their age and stage of development. The children learn about ‘stranger danger’ if
they feel threatened and we encourage children to shout ‘NO or HELP' if approached
by a stranger. All children on an outing wear appropriate clothing — marking them as
children from Kenyngton Manor Nursery & Preschool.

Headcounts are a daily and ongoing procedure. These take place by the staff in all
rooms of our nursery & preschool as well as outdoors while free-flow play is
occurring. A register of attendance is carried out twice daily on SIMs (computer-
based registration system) in the morning at 9am and afternoon at Tpm. Nursery &
preschool number of children in attendance are written and displayed for all staff to
see so everyone knows how many children are in each day.
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In the unlikely event of a child becoming missing from the nursery or preschool

setting:

The member of staff who notices a child is missing to inform the
manager/deputy manager immediately.

The manager/deputy will investigate where and when the child was last seen
and gather any further information.

All children and other staff will remain in the nursery & preschool and the
number of children in attendance will be checked against the register. Staff
will remain calm and support the rest of the children, so they do not feel
stressed or concerned for their peer.

Manager or deputy to check the last place the children were (ensure to check
common hiding places: e.g. playhouse in the garden, cupboards, toilet
cubicles and storage spaces and call the child’s name)

Staff must remain calm while searching and caring for the other children.

Call for help from Senior Leadership Team (SLT) of the main school.

Inform the headteacher of Kenyngton Manor Primary School -Mr Lee
Herdman.

The manager or deputy and any spare Kenyngton Manor staff will search the
remaining parts of the building including all outside areas and storage spaces.
In the event of the child not being found, the headteacher or nursery manager
will telephone the parents/carers and inform them of the situation and the
police will be called. A description of the child and their clothing must be
given, all other questions answered as fully as possible and the Police ID
number/name/details to be sought. Staff should continue to search (until
advised otherwise by the police).

The Local Children’s Safeguarding Board will also be informed as well as
Ofsted. If the child is injured during the time they are missing then, a RIDDOR
report would be conducted.

An incident form must be completed by the manager, including any
conversations and advice from the police.

If a child goes missing in a public place:

An immediate headcount/register would be carried out to ensure that all
other children are present.
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The group leader will identify a member of staff to search the immediate
vicinity and re-deploy staff as necessary but still adhering to the safeguarding
and welfare ratios.

Group leader to ask all adults and children calmly if they can tell you when
they last remember seeing the child.

Inform headteacher of school- Mr Lee Herdman.

Alert any other users in the vicinity if available.

Management to contact the children’s parents and explain what's happened
and what steps are being carried out.

In the event of the child not being found, the manager will telephone the
police. A description of the child and their clothing must be given, all other
questions answered as fully as possible and the Police ID
number/name/details to be sought. Staff should continue to search (until
advised otherwise by the police).

The Local Children’s Safeguarding Board will also be informed as well as
Ofsted. If the child is injured during the time they are missing then, a RIDDOR
report would be conducted.

An incident form will be completed by the manager including any
conversations and advice from the police.

Actions to be followed by staff once the child is found:

Talk to, take care of and, if necessary, comfort the child.

Speak to all children to ensure they understand why they should not leave the
premises or separate from the group.

The headteacher/manager will speak to the parents/carers of the child to
discuss events and give an account of the incident.

The headteacher/manager will conduct a full investigation and inform the
child’s parents/carers of the outcome.

Media queries should be referred to the nominated person, headteacher of
Kenyngton Manor Primary School- Mr Lee Herdman, or emailed to
info@kmps.thpt.org.uk

The investigation should involve all concerned providing written statements.
Following the event of a child going missing, Kenyngton Manor Nursery &
Preschool will conduct a full investigation, relevant bodies including, Local
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Children’s Safeguarding Board, LADO, RIDDOR and Ofsted will be informed in

writing as soon as reasonably practicable but always within 14 days of the
incident.

Parents/carers of the child will be made aware of the outcome of the

investigation and any changes to procedure at Kenyngton Manor Nursery &
Preschool that this may lead to.

Risk assessments will be updated as soon as reasonably practicable by the
manager and all staff notified of changes.
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