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Westwood First School 
 

Policy for Missing Children 
 
Our school has the highest regard for the safety of the children in our 
care. Staff will always be extremely aware of the potential for children 
to go missing during the school day. 
 
Procedures 
 
Even when all precautions are properly observed, emergencies can still 
arise. All members of staff will undertake the normal registration procedure 
at the start of the morning sessions and at the start of the afternoon 
sessions.  
When children initially start in Reception, periodic head counts will take 
place throughout the day, especially at transition points. In Reception a 
head count of the children is undertaken daily by the lunchtime supervisors 
at the end of the lunchtime period before the children come back into the 
classroom.  
When on school trips head counts are undertaken at key points during the 
day. These will include before the coach departs from school, at lunchtime 
and before departing from the venue. A second head count will be made by 
a second member of staff before the coach departs from school and before 
it departs from the venue. Head counts will also be undertaken at transition 
points during the day, for example, when groups of children change 
activities. 
 
If for any reason a member of staff cannot account for a child’s whereabouts 
during the school day, the following procedure will be activated: 

 
 The member of staff in question will inform the Headteacher, or Deputy 

Headteacher in her absence, and the designated person will inform 
members of staff that a child is missing and organise a thorough and 
organised search of the entire premises (both inside the building and 
within the school grounds). The staff will be careful not to create an 
atmosphere of panic and to ensure that the other children remain safe 
and adequately supervised. An additional registration of all children in 
school will take place. Members of the Office staff will distribute the 
registers and they will be returned to the Office by register monitors 
from each class. 
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 The Headteacher, or Deputy Headteacher in her absence will nominate 

two members of staff to search the area immediately surrounding the 
school premises. All staff will be extra vigilant to any potentially 
suspicious behaviour or persons in and around the school site.   

 
 If after 15 minutes of thorough searching the child is still missing, the 

Headteacher, or Deputy Headteacher will inform the police and then the 
child’s parents/carers with parental responsibility. A physical description 
of the child will be given to the police by the most appropriate person 
along with any medical details. 

 
 While waiting for the police and the parent/carer with parental 

responsibility to arrive, searches for the child will continue. During this 
period, other members of staff will maintain as normal a routine as is 
possible for the rest of the children in school. 

 
 The Headteacher, or  Deputy Headteacher will be responsible for 

meeting the police and the missing child’s parents/carers. The 
Headteacher, or  Deputy Headteacher will co-ordinate any action 
instructed by the police, and do all they can to comfort and reassure the 
parents/carers. 

 
 Once the incident is resolved, the Headteacher, or Deputy Headteacher 

and the staff team will review relevant policies and procedures and 
implement any necessary changes. 

 
 All incidents of children going missing from the school will be recorded 

in the Incident Record book, and in cases where either the police or 
parents have been informed, the Chair of Governors will also be 
informed, as soon as is practicable. 

 
If for any reason a member of staff cannot account for a child’s whereabouts 
when on a school trip, the following procedure will be activated: 
 

 The safety of the rest of the group is established (normally by 
sitting the children down as a group in a safe place).The staff 
will be careful not to create an atmosphere of panic and to 
ensure that the other children remain safe and adequately 
supervised. 

 The member of staff in question will inform the other leaders on 
the trip and staff at the place being visited, if applicable, that a 
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child has gone missing and they will search the immediate area 
for the child. 

 
 If the child has not been found within five minutes, the member 

of staff in question will inform the police that a child has gone 
missing and then inform the school. A physical description of 
the child will be given to the police by the most appropriate 
person along with any relevant medical details. 

  
 While waiting for the police to arrive, searches for the child will 

continue by members of staff.  
 

 The school will inform the child’s parents / carers with parental 
responsibility. The Headteacher, or Deputy Headteacher will be 
responsible for meeting the missing child’s parents/carers with 
parental responsibility and do all they can to comfort and 
reassure the parents/carers with parental responsibility. 

 
 Once the incident is resolved, the Headteacher, or Deputy 

Headteacher and the staff team will review relevant policies and 
procedures and implement any necessary changes. Records of 
the incident will be written up in full. 

 
This policy is to be read in conjunction with; 
 
Educational Visits Policy 
Health and Safety Policy 
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