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1. Aims  

This policy outlines the procedures to be followed in the event that a child goes missing while 
under the school’s care. It serves to protect the safety and welfare of all pupils and ensure that 
staff respond quickly, effectively, and consistently. The policy is a key component of the 
school’s wider safeguarding framework, supporting our legal obligations and aligning with 
national guidance. It is designed to provide clarity for staff, reassurance for families, and clear 
operational steps to prevent, manage, and learn from such incidents. 

This policy aims to: 

● Ensure a swift, safe, and effective response if a child goes missing from school 
premises, during school-related activities, or during arrival and dismissal. 

● Protect the welfare and safety of all pupils, in line with Keeping Children Safe in 
Education 2025. (KCSIE 2025)  

● Clarify responsibilities and establish procedures for all staff. 
● Align with the school's Safeguarding, Behaviour, and Attendance policies. 

2. Scope 

This policy applies to all pupils at Lordswood School: 

● During school hours and while on the school site. 
● On school trips or external visits. 
● During collection and drop-off times. 
● In any situation where the school has a duty of care. 

3. Prevention Measures 

To minimise the risk of a child going missing: 

● School gates remain locked during the day and use secure access controls. 
● Staff supervise children closely during transitions, break times, and dismissal. 
● Children are released only to authorised adults; any changes to collection must be pre-

approved. 
● Registers are taken at the beginning of each session and after lunch on Arbor. 
● Headcounts are conducted regularly, especially when transitioning between locations 

and when out on trips. 
● Staff WhatsApp “Urgent” group enables a quick check if a child has not arrived (may 

have gone straight to intervention programme). 
 

4. Procedures During School Hours 

If a child is unaccounted for: 

1. Immediate Response: 
○ Staff must inform the DSL or Head immediately. 
○ An immediate search of key areas (classrooms, toilets, playgrounds) is 

initiated. 
○ Site staff check all exits. 
○ SLT organises a coordinated site-wide search. 
○ A member of staff may walk or drive to the child’s home to check if they have 

arrived there. 

https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
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2. Escalation: 
○ If the child is not found within 10 minutes, the police are called (999). 
○ Parents/carers are informed at the same time whilst police have been 

contacted. 
○ Staff remain on alert and ready for further instructions. 

5. Safeguarding Procedure: Child Leaving School Premises Without 
Permission 

● Immediate Response 
○ Staff must alert the DSL or a senior leader immediately. 
○ If the child is seen leaving, a staff member may follow at a safe distance to 

maintain visual contact (no physical intervention unless necessary to prevent 
imminent harm). 

○ Safety of other pupils must be ensured. 
○ Gather facts: who last saw the child, where, when, and direction of travel. 

 
● Notify Authorities 

○ Contact parents/carers to check if the child has arrived home. 
○ If not located quickly or if the child is at risk, call the police (999). 
○ Provide: name, age, physical description, clothing, last location, and any known 

risks (medical needs, SEND, history of absconding). 
 

● Record Keeping 
○ Document the incident in detail and log on CPOMs, including: 

■ Time and location of absconding 
■ Actions taken 
■ Notifications made and time 
■ Outcome 
■ Follow-up actions 

 
● Return of the Child 

○ Ensure the child is safe and provide any medical/emotional support. 
○ A senior leader or DSL speaks with the child to understand the cause and assess 

safeguarding concerns. 
○ Record the conversation and inform parents/carers. 
○ Take appropriate action in line with exclusion policy, if appropriate. 
○ Implement a risk assessment or support plan if needed (e.g. Early Help, 

counselling). 
 

● Review and Preventive Action 
○ Hold a debrief with safeguarding team and relevant staff and review incident. 
○ Identify any supervision gaps or procedural weaknesses. 
○ Update risk assessments or behaviour plans. 
○ Implement strategies to prevent recurrence (e.g. increased supervision, 

individual behaviour plans). 
○ Timetable for child updated and shared with child, family and staff. 
○ Regular perimeter walks to identify and action any repairs needed. 
○ Review playground supervision. 

 
● Informing External Agencies 

○ If ongoing safety concerns exist, refer to Children’s Social Care. 
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6. Procedures at Pick-Up Time  

If a child is not collected: 

● They are taken to the school office and supervised. 
● Office staff attempt to contact all emergency numbers. 
● After 45 minutes without contact, the DSL is informed. 
● The DSL may consult Social Care or the Local Authority. 
● If the child attempts to leave or is reported missing, the police are contacted 

immediately. 

7. Roles and Responsibilities 

● Head/DSL: 
○ Lead incident coordination and communication with emergency services. 
○ Ensure safeguarding actions and accurate records. 
○ Meet with parents and take appropriate action. 
○ Draw up a risk assessment and share with pupil, family and staff. 
○ Review policy. 

 
● All Staff: 

○ Maintain up-to-date registers. 
○ Supervise pupils attentively both during lessons and at break and lunch times 
○ Follow procedures if a child is missing. 

 
● Site Team: 

○ Assist in searches. 
○ Check all exits and perimeter fencing are secure. 
○ Action any repairs 

8. Communication and Reporting 

● Maintain clear communication with the police, parents/carers, and relevant agencies. 
● Write a factual incident report and log in CPOMS. 
● Staff and pupils must not post on social media during or after an incident. 

9. Post-Incident Support 

● Emotional and pastoral support for pupils and staff involved. 
● Full incident review led by SLT. 
● Update procedures and risk assessments. 
● Capture and consider the child’s voice. 

10. Training and Awareness 

● Annual safeguarding and missing child protocol training for all staff as part of 
September safeguarding training. 

● Induction training for new staff. 
● Scenario-based safeguarding discussions and briefings throughout the year. 

11. Monitoring and Review 
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● Reviewed annually or after any incident involving a missing child by Head and DSL in 
consultation with staff and safeguarding governors. 

12. Linked Policies 

● Safeguarding Policy 
● Relationship Policy 
● Exclusion Policy 
● Attendance Policy 
● Educational Visits Policy 
● Online Safety Policy 
● Complaints Policy 

This policy should be read in conjunction with all statutory safeguarding guidance, including 
Keeping Children Safe in Education 2025 and Working Together to Safeguard Children 
(2018). 


