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Introduction 

The welfare of all children at Hulme Hall Pre-School is our paramount responsibility. Every 
adult working at the school understands their key responsibility for helping to keep all children 
safe. Our staffing ratios follow statutory guidelines and are deliberately designed to ensure 
that every child is supervised at all times while in our care. 

On Site 

• If a child is noticed to be missing, the Head must be informed immediately. 

• Other children are gathered, and a register is called. 

• Adults calmly ask children and staff if they can recall when they last saw the child. 

• At least two adults stay with the remaining children while other staff conduct a search 
of the venue and immediate outdoor areas. Maintenance staff and SLT are informed 
by phone to join the search. 

• If the child is found, the designated person checks their welfare and investigates the 
circumstances. 

• If the child is not found, the Head contacts the police and parents. 

• Searches continue until the police or parent/carer arrives, while maintaining as normal a 
routine as possible for the other children. 

• In cases where police or social services are involved, OFSTED/ISI will be informed as 
soon as practicable. 

• A full written report is completed in the incident book. 

• Once resolved, the Head, Designated Governor, and staff team review policies and 
procedures and implement necessary changes. 

Off-Site (Outings or Walks) 

• As soon as a child is noticed missing, the senior staff present carries out a headcount. 

• One staff member searches the immediate vicinity. 
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• If the child is not found, the senior staff calls the police and then contacts the Head of 
Pre-School. 

• The Head informs the parents. 

• Remaining children are returned to the setting as soon as safely possible. One senior 
member of staff should remain at the location where the child went missing until the 
police arrive. 

Uncollected Child 

• If a child is not collected on time, the Head must be informed. 

• The child is kept safe, calm, and occupied by at least two adults. 

• Staff contact the person responsible for collecting the child. If there is no response, 
alternative emergency contacts are phoned. 

• After one hour without contact, Social Services will be informed: 

o Telephone: 01612 176028 

o Out of hours: 01617 182188 

• The duty social worker takes charge, decides next steps, and determines whether police 
involvement is needed. 

• Social Care will attempt to trace the parent/carer and arrange emergency care for the 
child in consultation with the Local Authority. 

• Staff must not go to search for parents or take the child home. 

• A full written report is recorded in the child’s file and submitted to the Head. 

After School Care and Holiday Care 

• If a child is not collected on time, staff must phone parents/carers within 10 minutes 
of the expected collection time to determine the delay. Messages should be left on 
voicemail requesting a prompt response. 

• The Head is informed directly or by phone and decides whether to contact the police. 

• If the Head is unreachable, staff follow the procedures outlined in this policy. 
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