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Purpose and Scope
At First Friends Private Day Nursery, we take every possible step to keep children safe and secure in our care. This policy sets out the procedures to be followed if a child goes missing while attending the nursery, either on site or during an outing, and if a child is not collected at the end of their session. It is informed by the Early Years Foundation Stage (EYFS 2021), Keeping Children Safe in Education (KCSIE 2025), Working Together to Safeguard Children, and the Derby and Derbyshire Safeguarding Children Partnership (DDSCP) procedures, including the Children Missing Education (CME) protocol.
Legislative and Local Framework
The EYFS requires all early year’s providers to have clear procedures to follow in the event of a child going missing. KCSIE makes clear that a child who is missing from education or is unaccounted for may be at risk of abuse, neglect, exploitation, or trafficking. Locally, Derby City Council provides guidance through its Education Welfare and CME teams, which we follow whenever a child is not accounted for in the longer term.
Preventative Measures
We minimise the risk of a child going missing by maintaining secure premises at all times, including locked gates and doors, regular risk assessments, and careful supervision indoors, outdoors, and during outings. Staff complete frequent headcounts and register checks throughout the day and maintain safe ratios of adults to children. On outings, each child is assigned to a specific staff member who is responsible for their whereabouts at all times. Up-to-date emergency contact information for every child is kept on record.
Procedures if a Child Goes Missing on the Premises
If a child cannot be located, the member of staff who notices their absence must raise the alarm immediately. A headcount or register check will be carried out straight away to confirm the child is missing. Staff will begin an urgent search of all rooms, toilets, cupboards, corridors, and the outdoor play areas. At the same time, the Manager or Designated Safeguarding Lead (DSL) must be notified without delay, and other staff must ensure that the remaining children are kept safe and supervised in one area.
If the child is not found within a very short period of time—usually five to ten minutes at the most—the police will be called immediately by the Manager or DSL. There is no waiting period in early years settings; any missing child is treated as an emergency. Parents or carers will be contacted straight away and kept informed of the actions being taken. The Manager or DSL will begin documenting events as they unfold, including the exact time the child was last seen, who raised the alarm, and the steps taken to locate them.
Procedures if a Child Goes Missing During an Outing
If a child is noticed to be missing while off site, staff must bring the group together quickly and conduct an immediate headcount to confirm which child is absent. A search of the immediate area will begin without delay, while the remaining children are kept safe and supervised. The staff member in charge must contact the Manager or DSL at the nursery as soon as possible to report the incident. If the child is not found within a few minutes, the police must be called without hesitation and parents or carers informed straight away. Staff will provide the police with a description of the child, including their clothing and the location and time they were last seen. An incident record will be completed on return to the nursery.
Timelines for Recording and Reporting
The timelines for response and reporting are clear. The alarm must be raised immediately, and the missing child confirmed through a headcount or register check within minutes. The police and parents must be informed within five to ten minutes if the child is not located quickly. On the same day, staff must complete a full written incident report including a timeline of events, the actions taken, the people involved, and the police incident number. Ofsted must also be notified as soon as reasonably possible following the incident and no later than fourteen days afterwards, although the expectation is that this will be done promptly. If the circumstances of the missing child raise safeguarding concerns—such as potential neglect, lack of supervision, or risk of abduction—the DSL must make a referral to Derby City Council’s Children’s Services immediately and within twenty-four hours at the latest. Where a child has been absent from nursery for a sustained period and their whereabouts cannot be confirmed, the nursery will follow the Derby City CME protocol and notify the Education Welfare Service promptly, typically within ten school days of continuous, unexplained absence.
Procedures if a Child is Not Collected
If a child is not collected at their expected time, staff will first check the daily register and records to confirm collection arrangements. Parents or carers will be contacted immediately on the primary contact numbers provided. If there is no response, staff will then try all other emergency contacts listed. During this time, the child will remain in the care of two members of staff to ensure safety and reassurance.
If after one hour no contact has been made with parents, carers, or emergency contacts, the DSL will be informed and a referral made to Derby City Children’s Services (First Contact Team). If at any stage staff have reason to believe that the child has been abandoned, or if there are safeguarding concerns about the non-collection, the police will be contacted without delay. All attempts to contact family members will be recorded in detail, and an incident form completed.
Record Keeping and Review
All missing child and non-collection incidents will be documented fully, including the precise timings, actions taken, and outcomes. Records will be stored securely and reviewed by the Manager and DSL to identify any learning points. The policy will be reviewed annually, or sooner if required by updated statutory guidance or in response to a serious incident.
Communication with Parents and Stakeholders
Parents and carers are informed of this policy at induction and reminded regularly about the procedures in place to safeguard children. In the event of an incident, parents will be updated throughout and reassured that all appropriate steps are being taken. We will also co-operate fully with Derby City Council, the police, Ofsted, and any other relevant agencies in investigating and responding to missing child or non-collection incidents.
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