Kidspace Wrap Around Care
Missing Child Procedure

At Kidspace Wrap Around Care, we are committed to keeping children safe and secure across all of our wrap around care settings. We are always alert to the possibility that a child may go missing during a session, during arrival or collection arrangements, or when moving between agreed areas. To minimise this risk, staff carry out regular head counts and register checks, particularly during transitions, outdoor play, toilet visits, movement around premises, and any supervised travel between locations.
This policy applies to all Kidspace Wrap Around Care settings and must be followed by all staff, agency staff, students, volunteers and any adults working with children on behalf of the organisation.
Each setting will maintain up-to-date registers, emergency contact details, children’s individual needs information, and clear arrival, collection and handover procedures so that staff can act quickly if a child cannot be accounted for.
This procedure should be read alongside Kidspace Wrap Around Care’s safeguarding, child protection, arrival and collection, late collection or uncollected child, risk assessment, outings, health and safety, and incident recording procedures.
Prevention and supervision
· Registers will be completed accurately at the start of each session and updated when children arrive or leave.
· Head counts will be completed regularly and always before and after transitions, outdoor play, toilet visits, mealtimes, movement around premises and supervised travel.
· Staff will position themselves so that children are appropriately supervised and entrances, exits and boundaries are monitored.
· Children will only be released to authorised adults in line with the arrival and collection procedure.
· Risk assessments will consider how children are kept safe during arrival, collection, transitions, outdoor play, supervised travel and emergency situations.
Staff responsibilities
All staff are responsible for knowing this procedure, following supervision arrangements, reporting concerns immediately and acting without delay if a child cannot be accounted for. The Setting Manager is responsible for leading the response, contacting relevant agencies where required, ensuring records are completed, and reviewing the incident afterwards.
Communication with premises or site staff
Where Kidspace Wrap Around Care operates from shared premises, staff will liaise with relevant premises or site staff as appropriate during a missing child incident. This may include asking for support to check shared areas, entrances, exits, outdoor spaces or CCTV where available, while ensuring that responsibility for the children remains with Kidspace staff.

If a child cannot be located, the following steps will be taken immediately:
· The Setting Manager, or the most senior member of staff present, will take charge of the response and ensure all staff are informed that the child is missing.
· The register, sign-in and sign-out records, collection arrangements and any recent movements will be checked straight away.
· Staff will conduct a thorough search of the premises, toilets, outdoor areas, entrances, exits and surrounding area, while maintaining appropriate supervision and ratios for all other children.
· Where the child may have gone missing during supervised travel or movement between locations, staff will check the route, agreed handover points and any safe waiting areas without leaving other children unsupervised.
· If the child is not found immediately, or there is any concern that the child may be at risk, the police will be contacted on 999 without delay. The Setting Manager will then contact the child’s parents or carers.
· Staff will continue to search for the child, where safe and appropriate, while waiting for the police and parents or carers to arrive.
· As normal a routine as possible will be maintained for the rest of the children, with reassurance given in an age-appropriate way.
· The Setting Manager will liaise with the police, parents or carers, senior management and any safeguarding professionals involved.

The incident will be recorded in the Incident Log as soon as possible, including the time the child was noticed missing, who was informed, search actions taken, advice received, when the child was found, and any follow-up action required. Records must be factual, accurate and signed by the Setting Manager or senior member of staff responsible for the incident.
When the child is found, staff will reassure the child, check their wellbeing and seek medical support if needed. Parents or carers will be updated as soon as possible, and the Setting Manager will agree any immediate safeguarding or support actions required.
Even if the child is found quickly or the incident is confirmed as a false alarm, the Setting Manager will decide whether an incident record and review are required. Where the missing child procedure has been triggered, the actions taken and outcome should be recorded.
Staff will treat all information relating to a missing child incident confidentially. Information will only be shared with those who need to know, including parents or carers, senior management, police, safeguarding professionals, Ofsted or other relevant agencies.
A review will be completed after any missing child incident. This will include reviewing registers, staff deployment, supervision arrangements, risk assessments, transition procedures, communication systems and any relevant policies. Any learning or actions identified will be shared with staff and implemented promptly.
Following an incident, appropriate support will be offered to the child, parents or carers, staff and any other children affected. This may include reassurance, a staff debrief, additional supervision arrangements, further training, or changes to practice where needed.

Where required, Kidspace Wrap Around Care will notify Ofsted, the Local Authority Designated Officer or local safeguarding partners, children’s social care, the police, insurers and any other relevant agency in line with statutory requirements and the seriousness of the incident.
All staff must be familiar with this procedure during induction and through ongoing safeguarding training. The policy will be available to parents and carers on request.


Useful numbers
Police emergency number: 999
Police non-emergency number: 101
Children’s Social Care / Local Safeguarding Partner: contact the local council children’s social care team for the area where the child lives or where the concern arises. If there is immediate danger, call 999.
Ofsted: 0300 123 1231
NSPCC Helpline: 0808 800 5000
Childline: 0800 1111
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