
   Page 1 

 

Missing or Uncollected 

Child Policy 
 

 

 

  

  

  

Date last approved: Autumn 2022 

Next review date: Autumn 2023 

Period of Review: Annual 

Policy lead: Designated Safeguarding Lead 

Policy approved by: Safeguarding Governor 

Policy Area: Safeguarding 

  

Other relevant policies: Safeguarding Policy 

Health & Safety Policy 

Educational Visits Policy 
 

 
 
 

This policy is also applicable to the Early Years Department, Before and After School Care and the LBHS Holiday 

Club 

 
 
 
 
 
 



 Page  2 

Table of Contents 

1. Introduction ..................................................................................................................... 2 

2. Key Staff .......................................................................................................................... 2 

3. Systems in place to minimise the chance of pupils going missing ....................................... 2 

4. Actions to be followed by staff if a child goes missing from the school .............................. 4 

5. Actions to be taken if a child cannot be found ................................................................... 5 

6. Actions to be taken once the child is found ....................................................................... 5 

7. Actions to be taken by staff is a child goes missing on a school trip, fixture or off-site visit 6 

8. Actions to be taken once the child is found ....................................................................... 7 

9. Dealing with reactions. .................................................................................................... 8 

10. Procedures to be followed by staff when a child is not collected on time ........................... 8 

11. Related policies and policy review .................................................................................... 9 

Appendix 1 .............................................................................................................................. 10 
 

1. Introduction 

1.1. The welfare of all the children at Lady Barn House School is of paramount importance. 

Every adult who works at the school has been trained to appreciate that he or she has a 
key responsibility for helping to keep all of the children safe at all times. Staffing ratios are 

generous and are deliberately designed to ensure that every child is well supervised whilst 

he or she is in the care of Lady Barn House School staff. 

1.2. Lady Barn House School Policy for Missing or Uncollected Children is available for parents 

on the school website and in Reception. 

1.3. This Policy will be publicised and brought to the attention of all parents including those 
with children in the Early Years’ Foundation Stage. 

1.4. This Policy will be kept up to date in line with any legislative changes. 

 

2. Key Staff 

i. Head: Miss L Higson 

ii. Designated Safeguarding Lead: Mr R Kingdom 

iii. Deputy Designated Safeguarding Leads: Miss N Jennings (EYFS); Mrs E Beer (Deputy 

Head); Mr D Slade (Deputy Head); Mrs J Nesbitt(SENDCO) 

iv. Person responsible for Health & Safety: Mrs A Webb (Bursar) 

v. Before School and After School Care Co-ordinator: Mrs S Collinson  

vi. Holiday Club: Mrs S Collinson 

 

3. Systems in place to minimise the chance of pupils going missing 
 

3.1. Security 
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i. Steps are taken to ensure that the premises and surrounding site are as secure as 

possible. The school entrance gates are kept shut for periods during the school day 
(08:50 to15:15).  

ii. Entry is gained by contacting Reception. A member of staff monitors the CCTV screen 

and responds to requests for entry. The entrance doors to all school buildings have 
electronic keypads. Parents and all visitors must report to Reception during the 

teaching day. 

iii. The EYFS entrance doors are locked during the school day by means of electronic 
keypads. The doors are shut once the children have arrived in the morning. They are 

kept shut during the school day other than when the children are entering or leaving 

the buildings under the supervision of a member of staff.  

iv. All staff wear photo ID badges with Lady Barn House School blue lanyards at all times 

during the school day. All visitors are required to register in the main Reception area 
where they obtain a ‘Visitor’ badge. Visitors who have had appropriate checks such as a 

DBS check wear a GREEN lanyard whereas visitors who have not had such a check 

must wear a RED lanyard and must be accompanied at all times. School governors wear 
black lanyards and volunteers wear yellow lanyards. Parents should follow instructions 

from the School when alternative arrangements have been made for particular events.  

v. Parents are regularly made aware of the need for them to supervise their children at all 
times, especially while waiting for the school to open or having collected them from 

Lady Barn staff at the end of the school day. 

 

 

 

3.2. Before School and Registration 

i. Children are registered in their form rooms before the first period of the school day. A 

child arriving after 8:50 am should be taken to Reception and join his or her form for 

their first lesson. Where a child is late, registers are marked accordingly. Afternoon 
registration is taken at 1:00 pm in EYFS and Infants and Juniors at1:30 pm. 

ii. On the first day of a child’s absence, parents should telephone or email Reception or 

notify the school via the app by 8:45 am. If a message is not received and the absence is 
unexplained, the school office will telephone parents in order to determine the reason 

for their child’s absence. If it is not possible to make contact with any of the child’s 

named contacts, then a Designated Safeguarding Lead will be informed and the 
unexplained absence will be followed up. The DSL also monitors extended absences or 

persistent late arrivals and contacts parents as required.  

 

3.3. During the School Day 

i. The children are fully and actively supervised by the staff when they are not in the 

buildings (e.g. at playtimes). 

ii. Early Years and infant children are escorted by members of staff when moving to other 

areas of the school. 

iii. Junior children move to lessons in classes or groups. Staff are vigilant in ensuring that 
children in their class or group are present. 
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iv. Children in Years 3 to 6 attending lessons with peripatetic music teachers during the 

school day walk to the lessons independently. If a child has not arrived within five 
minutes of the expected arrival time, the peripatetic music teacher checks that the 

child is present in school. If the child is present in school the peripatetic music teacher 

then goes to collect the child from the appropriate room. 

v. Parents wishing to collect their child for medical, dental, hospital or other similar 

appointments during the course of the day must report to Reception. A child attending 

such an appointment should be collected from Reception. If a child returns from an 
appointment during the course of the school day, parents should take their child to 

Reception. The child will be signed in and he or she can then return to lessons. 

 

3.4. After School 

i. At the end of the school day children are dismissed from their form rooms or other 
designated location.  

ii. Children are collected for activities by activity providers or by members of staff, and 

are registered at the start of the activity. 

iii. Children participating in afternoon sports fixtures are registered against the team lists 

by the PE staff. Form Teachers are issued with team lists for cross-referencing 

iv. Children are only released into the care of parents or individuals named by the parents. 
If there is any doubt about the identity of the named individual, staff will seek further 

clarification such as telephoning the parents or asking the named individual to provide 

ID or give additional details. 

v. Under no circumstances will a child be dismissed to an adult unknown to the child, 

without prior consent being given by a parent.  

vi. Permission to dismiss a pupil to the care of a sibling under secondary school age must 
be received in writing by the parent concerned.  

vii. After School Care staff on door duty sign children out of After School Care on 

collection and write down the time of collection. 
 

 

 

4. Actions to be followed by staff if a child goes missing from the school 

4.1. These procedures are designed to ensure that a missing child is found and returned to 

effective supervision as soon as possible. If a child goes missing, the procedures below will 
be followed: 

4.2. Check to ascertain whether the child is absent from school.  

4.3. Calmly ask all of the adults and children present if they can recall when they last 
remember seeing the child. 

4.4. Check the register to verify that no other child in the class/group is missing. 

4.5. Inform a senior member of staff (Head, Bursar, Deputy Head or DSL). 

4.6. Arrange for the other children to be satisfactorily supervised. 

4.7. A systematic search will be carried out to see if the child can be located in the 

surrounding area. 
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i. All toilets, cupboards, changing rooms, under tables, anywhere a child might hide 

ii. Outside areas including outdoor storage areas, etc. 

iii. Check all exits where a child may have been able to leave the premises or site. 

iv. Check the school grounds, car park; also check inside the school buildings. 

v. Check CCTV to see whether the child has left the school site. 

 

5. Actions to be taken if a child cannot be found 

5.1. If the child cannot be located the telephone tannoy may be used to try to locate the child. 
“To all staff, please contact the school office immediately, if XXXXXXX is with you.”. 

5.2. If it is considered possible that the child might have left the school grounds of their own 

accord and /or be heading for their home, a member(s) of staff should search along a 
possible route the child might take to get home. They should take a mobile phone to keep 

in contact. If a member of staff arrives at the house without finding the child, s/he should 
make contact with the searching group for further instructions. 

5.3. The Head (or in her absence a senior member of staff) will then inform: 

i. The parents/carers of the child – alarming them as little as possible and informing 
them of the steps that have been put in motion. If the child’s parents do not answer the 

home phone, a message must be left on any answering service before attempting 

alternative numbers. However, if parents do not answer the home or mobile phone 
number the POLICE must be called before attempting other contact numbers for the 

child. If contacted at home, parents should be advised to stay there in case the child 

arrives at the home; be advised that the emergency services are being contacted; and 
that a member of staff is searching the route the child may take home. Parents should 

be asked for information of anywhere else the child may head for, e.g. grandparents, 

other relatives, local park, etc. 

ii. The Police and/or any other emergency services – The Police have the 

resources to conduct a search and speed is important. 

iii. The Multi-Agency Safeguarding and Support Hub for the appropriate local 
authority. The school would co-operate fully with any Police Investigation and any 

safeguarding investigation by the appropriate social care department. 

 

 

 

 

6. Actions to be taken once the child is found 

6.1. Staff should talk to, take care of and, if necessary, comfort the child. 

6.2. Staff should speak to the other children to ensure that they understand why they should 
not leave the premises or the playground. 

6.3. The Head will speak to the parents to discuss events and give an account of the incident. 

6.4. The Head and senior members of staff will conduct a full investigation which will, if 
appropriate, involve the Social Care Department with the appropriate local authority. 
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6.5. A Lost Child – Incident Report (see Appendix 1) will be compiled by all those concerned. 

This will include details of 

i. the time, place 

ii. when the child was last seen 

iii. what appeared to have happened 

iv. the length of time the child was missing 

v. how he or she appeared to have gone missing and  

vi. lessons for the future.  

 

6.6. The Lost Child – Incident Report will be filed in the Incident File. If appropriate, 

procedures will be adjusted. 

 

6.7. Informing other people. As soon as possible after the incident the following 
people should be informed: 

i. The Chair of Governors 

ii. The School’s insurance company 

iii. ISI 

iv. The HSE under RIDDOR if the child was injured 

 

6.8. Dealing with reactions. 

i. It is natural that the child’s parents will be frightened, distressed and angry. Other 

parents will be rightly concerned for the safety of their own children. The school 
management and staff will also be shocked and upset at any lapse in security. All 

emotions and reactions must be dealt with in a caring and understanding way. 

However, until the situation has been fully investigated by all parties, all staff must refer 
any parent and media enquiries to the Head. 

 

 

 

 

 

 

 

 

 

7. Actions to be taken by staff is a child goes missing on a school trip, fixture or off-site 

visit 

7.1. If a child goes missing on a school trip, fixture or off-site visit, it is vital that the 

procedures are followed: 
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7.2. The missing child (children) should be identified and the last known whereabouts 

recorded.  

7.3. A head count of all of the children must be conducted to ensure that all other children are 

present. The chances of finding a missing child safe are greatest if the child’s absence is 

noted as soon as possible. All adults must be vigilant in ensuring that children in their key 
groups or those allocated to them for a particular session are present. 

7.4. The member of staff leading the visit will arrange for the other children to be satisfactorily 

supervised. The remaining children should be gathered together for a suitable activity. 
Without alarming them, the children should be asked if they have seen the missing child. 

7.5. A systematic search will be carried out to see if the child can be located in the 

surrounding area. 

7.6. If appropriate, the venue manager will be contacted to arrange a search. 

7.7. Inform the Head (or a senior member of staff) by mobile phone. The Head (or senior 
member of staff) will arrange for a photo of the child to be sent to the mobile phone of 

the Trip Leader or another member of staff on the visit or outing for identification 

purposes if possible. 

7.8. The Head (or senior member of staff) will then inform: 

i. The parents/carers of the child – alarming them as little as possible. If they do not 

answer the home phone a message must be left on any answering service before 
attempting alternative numbers. However, if parents do not answer the home or 

mobile phone number the POLICE must be called before attempting other contact 

numbers for the child. If contacted, parents should be advised to go to the school; be 
advised that the emergency services are being contacted and that members of staff are 

searching for the child. 

ii. The Police and/or any other emergency services – The police have the 
resources to conduct a search and speed is important 

iii. The Multi-Agency Safeguarding and Support Hub for the appropriate local 

authority. The school would co-operate fully with any Police Investigation and any 
safeguarding investigation by the appropriate social care department. 

 

 

8. Actions to be taken once the child is found 

8.1. Staff should talk to, take care of and, if necessary, comfort the child. 

8.2. Staff should speak to the other children to ensure they understand why they should not 
leave the group on an outing. 

8.3. The Head will speak to the parents to discuss events and give an account of the incident. 

8.4. The Head will conduct a full investigation which will, if appropriate, involve the Social Care 
Department with the appropriate local authority. 

8.5. A Lost Child – Incident Report (see Appendix 1) will be compiled by all those concerned. 

This will include details of 

i. the time, place 

ii. when the child was last seen 

iii. what appeared to have happened 
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iv. the length of time the child was missing 

v. how he or she appeared to have gone missing and  

vi. lessons for the future.  

vii. and further details about the outing such as the venue, the time of arrival and staff: 

pupil ratios. 

8.6. The Lost Child – Incident Report will be filed in the Incident File. If appropriate, 

procedures will be adjusted. 

8.7. Informing other people. As soon as possible after the incident the following people 
should be notified: 

i. The Head (if he has not already been informed during the course of the incident). 

ii. The Chair of Governors 

iii. ISI 

iv. The school’s insurance company 

v. The HSE under RIDDOR if the child was injured 

 

9. Dealing with reactions. 

i. It is natural that the child’s parents will be frightened, distressed and angry. Other 

parents will be rightly concerned for the safety of their own children. The school 

management and staff will also be shocked and upset at any lapse in security. All 
emotions and reactions must be dealt with in a caring and understanding way. 

However, until the situation has been fully investigated by all parties, all staff must refer 

any parent and media enquiries to the Head. 

 

10. Procedures to be followed by staff when a child is not collected on time 

10.1. If a child is not collected from After School Care by 6pm, a senior member of the 
After School Care team will call the contact numbers for the parent or carers. 

Wherever possible, messages should be left on parents’ answerphone or voicemail. 

10.2. During this time, the child will be safely looked after by at least two members of staff. 

10.3. If the child has not been collected by 18.30 and it has not been possible to contact the 

parents or carers, the SLT duty member of staff should be informed. 

10.4. If there is no response from the parents' or carers' contact numbers or the emergency 
numbers by 7pm the member of SLT ‘on duty’ will contact the Social Care Duty 

Officer of the relevant local authority (see below).  

10.5. Social Care will make emergency arrangements for the child and will arrange for a visit 
to be made to the child’s house and will check with the Police. The Head will also be 

informed, if not already aware. 

Stockport Local Multi-Agency Safeguarding and Support Hub - 0161 217 6028 

(out of hours 0161 718 2118)  

Trafford - 0161 912 5125  

Manchester - 0161 255 8250  

Cheshire East - 0300 123 5012 
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10.6. If the Social Care Duty Officer is called the Designated Safeguarding Lead will ensure a 

full written report is made of the incident and will inform the governor with 
responsibility for Safeguarding.  

 

 

11. Related policies and policy review 

11.1. This Policy should be read in conjunction with other policies including the Safeguarding 

Policy and the Educational Visits Policy. 

11.2. This Policy will be reviewed at least annually and will be presented to the school’s 

Safeguarding, governor. The minutes of this meeting will be presented to the 

Governors and the policy formally approved by the full board.
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Appendix 1 
 

LOST CHILD – INCIDENT REPORT 

 

Child’s name  
Date of 

Birth 
 Form  

Date, Time and Place of Incident: 

Including: 

• Last known whereabouts of child 

• Staff involved 

• Actions taken when and by whom  
• When, where and by whom child was found 

• Reason for child’s absence 

 

Follow-Up actions 

Including: 

❑ Inform Head 

❑ Inform Chair of Governors (Head) 

❑ Follow-up discussions with child’s parents (Head, Deputy or DSL) 

❑ Informing other parents - where appropriate (Head, Deputy or DSL) 

❑ Follow-up discussions with staff (Head, Deputy or DSL) 

❑ Follow-up with Police - where applicable (Head, Deputy or DSL) 

❑ Informing Insurance Company - where applicable (Bursar) 

❑ Informing HSE - where applicable (Bursar) 

 

Parents informed (Y/N)  Police informed (Y/N)  

Any procedural changes identified 

 

Member of staff 

(print name) 
 

Member of staff 

(signature) 

 

Position  Date 
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