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Missing Children Policy 

Children’s safety is maintained as the highest priority at all times both on and off the 

school premises.  Every effort is made to ensure the security of children is maintained 

at all times.  In the unlikely event of a child going missing the following procedures should 

be followed. 

Children who go missing on the premises 

1. As soon as it is noticed that a child is missing the member of staff should report at 

once to a member of the Headteacher, or a member of the SLT if the Headteacher 

is unavailable. 

2. Check register and class where the pupil should be. 

3. Initiate an immediate and comprehensive search of the school site extending to and 

including the immediate environs of the school. 

4. Attendance records are checked to make sure no other child has also gone missing. 

5. Doors and gates are checked to see if there has been a breach of security whereby 

a child could wander out. 

6. If the child is not found notify ‘parent(s)’* about what has happened using the 

emergency contact arrangements with a view to appropriately involving them in the 

recovery arrangements. 

7. Alert the Police that a child is out of school and there is a possibility they are at risk. 

8. The Headteacher talks to the staff to find out when and where the child was last 

seen and records this. 

9. The Headteacher contacts the Chair of Governors and formally reports the incident.  

The Chair of Governors, with the Headteacher and/or the SLT conducts an 

investigation.  The Chair of Governors may come to the school immediately. 

10. School staff assist Police with their enquires/ search whilst ensuring the safety and 

security of the children in school. 

Quite often children who leave school in this way either make their way home or to other 

nearby relatives or friends’ houses.  Alert parents to this likelihood so that they can 

establish appropriate contacts.  Arrange with parents for the school to be contacted 

immediately when the child turns up or is discovered so that any searches can be called 

off and any alerts still in place cancelled including any to the police. 

It is not unusual for the Police, at this stage, to set up search arrangements or to be 

otherwise directly involved in locating the child unless a Police Officer should come 

across the child following the alert. 

The age and abilities of the child will be a factor in this respect.  Do not, therefore, 

expect or assume that because the Police have been told they have taken over full 

responsibility and do no more.  This will not be the case and if we act in this way we leave 

ourselves open to serious criticism.  
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Should there be any evidence to suggest that the child has either left the site of their 

‘own free will’, abduction or other enticement or ‘luring’ the available details must be 

reported to the Police immediately once the school is made aware of the incident.  Such 

possible ‘criminal’ acts will result in a different Police response to the incident because 

in these circumstances there is a required protocol to be followed. 

Contact with the Police should be maintained at regular intervals throughout the incident.  

Should the child not be found within a reasonable time, particularly by a time that, in any 

event, the child would normally have been expected to have arrived home, then further 

contact will be necessary with the Police to consider changing the nature of their 

response or to review the other ‘recovery’ arrangements in place. 

Child going missing on an Educational Visit 

1. As soon as it is noticed that a child is missing, staff on the outing ask the children 

stand with their designated person and conduct a headcount to ensure that no other 

child has gone missing.  One staff member searches the immediate vicinity but does 

not search beyond that. 

2. The Headteacher, or a member of the SLT if the Headteacher is unavailable is 

contacted immediately and the incident is reported. 

3. The Headteacher contacts the Police and reports the child as missing.  

4. The Headteacher contacts the ‘parent(s)’*, who makes their way to the school or the 

outing venue as agreed with the Headteacher.  The school is advised as the best place, 

as by the time the parent arrives, the child may have returned to the school. 

5. Staff bring the remaining children back to school. 

6. In an indoor venue, the staff contact the venue’s security who will handle the search 

and contact the Police if the child is not found. 

7. The Headteacher contacts the Chair of Governors and formally reports the incident.  

The Chair of Governors, with the Headteacher and/or the SLT conducts an 

investigation.  The Chair of Governors may come to the school immediately. 

8. The Heateacher, or designated staff member, may be advised by the Police to stay 

at the venue until they arrive. 

 

The investigation 

 Staff should try to remain calm and not let other children become anxious or worried. 

 The Headteacher, together with the Chair of Governors (or if not available a member 

of the governing body/ SLT) speak with the ‘parent(s)’* 

 The Chair of Governors, with the Headteacher/ SLT conducts a full investigation 

taking written statements from all staff members in the room, or who were on the 

outing. 

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

 The date and time of the report. 

 What staff/ children were in the school or group/ outing and the name of the 

staff designated responsible for the missing child. 

 When the child was last seen in school or the group/ outing. 

 What has taken place in the group or outing since the child went missing. 
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 The last time it is estimated that the child went missing. 

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

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

the Police will handle all aspects of the investigation, including interviewing staff.  

Children’s Social Care may be involved if it seems likely that there is a Child 

Protection issue to address. 

 The incident is reported under RIDDOR (see the Reporting of Accidents and 

Incidents Policy); the Local Authority Health and Safety Officer may want to 

investigate and will decide if there is a case for prosecution. 

 In the vent of disciplinary action needing to be taken, Ofsted is informed. 

 The insurance provider is informed. 

 

Managing people 

Missing child incidents are worrying for all concerned.  Part of managing the incident is 

to try to keep everyone as calm as possible. 

 

 The staff will feel worried about the child, especially the teacher or designated 

member of staff responsible for the safety of that child at the time the child goes 

missing.  They may blame themselves and their feeling of anxiety and distress will 

rise as the length of time the child is missing increases. 

 Staff may be the understandable target of parental anger and they may be afraid.  

The Headteacher needs to ensure that staff under investigation are not only fairly 

treated, but receive support whilst feeling vulnerable. 

 The parent’s will feel angry, and fraught.  They may want to blame staff and may 

single out one staff member over others; they may direct their anger directly at the 

Headteacher.  When dealing with a distraught and angry parent, there should always 

be two members of staff, one of whom is the Headteacher and the other should be 

the Chair of Governors (or if not a member of the governing body/ SLT).  No matter 

how understandable the parent’s anger may be, aggression or threats against staff 

are not tolerated, and the Police should be called. 

 The other children are also sensitive to what is going on around them.  They too may 

be worried.  The remaining staff caring for them need to be focussed on their needs 

and must not discuss the incident in front of them.  They should answer any children’s 

questions honestly but also reassure them. 

 In accordance with the severity of the final outcome, staff may need counselling and 

support.  If a child is not found, or is injured, or worse, this will be a very difficult 

time.  The Chair of Governors or full Governing Body will decide what action to take. 

 Staff must not discuss any missing child incident with the press without taking advice 

and receiving authorisation. 

 

School decisions to send children home during the course of the school day  

Children will NEVER be sent out of school during the course of the school day alone.  

Children should only leave the site in accordance with one of the following arrangements. 
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i. The parent or other responsible adult, as determined by the parent, 

collects the pupil. 

ii. The pupil is taken home or, to another address, as determined by the 

parent, by two members of the school’s staff. 

 

If none of the arrangements (i) or (ii) are possible, the pupil must be retained in school 

until the normal end of the school day when he/ she can return home in the usual way. 

 

No child will be allowed to walk home at any time to collect any missing work or forgotten 

equipment. 

 

‘Parent(s)’* in this document is the legal definition that applies within education and 

includes any person who is not a parent of the child but who either has parental 

responsibility for, or has the care of the child. 

 

Children who go missing from school (Attendance) 

There is general agreement that some children who have experienced certain life events 

are more at risk of going missing from education.  These include: 

 

 Young people who have committed offences. 

 Children living in women’s refuges. 

 Children of homeless families perhaps living in temporary accommodation, house of 

multiple occupancy or Bed and Breakfast. 

 Young runaways. 

 Children with long-term medical or emotional problems. 

 Unaccompanied asylum seekers and refugees or children of asylum seeking families. 

 Looked after children 

 Children with a Traveller background. 

 Young carers. 

 Children from transient families. 

 Children who are permanently excluded from school. 

 Chronic truants. 

 Children with a previous history of mobility leading to gaps in their education. 

 Children who accompany their families on ‘extended leave’ vacations. 

 

Children who are excluded from schools should not miss education.  Pupils excluded for a 

fixed period return to their school at the end of their exclusion period. 

 

As absence is monitored extremely closely, the Designated Person and the Headteacher 

should be made aware of any concerns by staff immediately, e.g. a child not returning 

from an agreed holiday. 

 

Contact with the family should be attempted and if a reason cannot be established or 

contact is not made then the Designated Person would contact Philip Cox on 03000 

265532 



Page | 6 
 

In the event of a parent informing the school that a child is moving to another educational 

establishment, a member of the office or the Headteacher will speak to the receiving 

school to ensure that this is the case.  This allows for the discussion of the transfer of 

files etc. whilst also allowing us to check on the continuity of education and making sure 

there will be no gaps in the child’s schooling. If there are any concerns that a child will 

endure a gap in education, then the Attendance Improvement Team should be notified 

immediately.  

 

Outcomes 

The safety of all children will be given our highest priority. A missing child should be an 

extremely rare happening. This policy is designed to put into place swift and effective 

actions to locate any missing child and to notify and involve parents and the authorities 

at every appropriate point. 

 

Useful contact numbers 

First Contact: 03000 267979 

Police Contact:  999 

 

Policy Review  

The Missing Children Policy will be reviewed annually as part of the overall Child 

Protection and Safeguarding Policy review. 

 

This policy was reviewed by Governors on: December 13th 2018 

 

Signed:  

 

Name: …………………………………………………………………………… (Headteacher)      Date:  ……………………… 

 

Name:  ……………………………………………………………… (Chair of Governors)       Date:  ……………………… 

 

 

 

 

 

 

 

 

 


