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St Blaise has the highest regard for the safety of the children in our care. Staff will always be 

aware of the potential for children to go missing during sessions. In the event that a child is not 

collected by an authorised adult, we will ensure that the child receives a high standard of care 

in order to cause as little distress as possible. We inform parents/carers of our procedures so 

that, if they are unavoidably delayed, they will be reassured that their child(ren) will be properly 

cared for. 

 

Maintaining a secure environment 

• The main traffic gate is locked between the hours of 9am - 3pm. The 

pedestrian gate is shut 

• Entry to school is through the secure front door 

• An accurate and up-to-date register of each class is kept on Integris. 

• Visitors are signed in and out whenever they enter and leave the 

premises (stating times of arrival and departure). They must always 

wear an ID badge 

• Specific children with emotional or behavioural problems will have 

specific risk assessments in place, to ensure that general security 

arrangements have been considered and reviewed, and amended 

where necessary. 

However, in the unlikely event of a child becoming lost or missing, the following 

procedure will be implemented. 

 

Lost child 

Even when all precautions are properly observed, emergencies can still arise. Staff will 

therefore undertake periodic head counts, especially at the transition points between sessions. 

If for any reason a member of staff cannot account for a child’s whereabouts during a session 

at St Blaise, the following procedure will be activated 

1. Member of staff to inform the Headteacher and whole staff team and a thorough 

search of the premises will commence. Staff will be careful not to create a sense of 

panic and to ensure that the other children remain safe and adequately supervised. 

2. The Headteacher will ask a member of staff to search the area surrounding the school. 

All staff will be extra vigilant to any potentially suspicious behaviour or persons in and 

around the school – if needed lock the building down. 

3. If after 15 minutes of thorough searching the child is still missing, the Headteacher will 

inform the police and then the child’s parent/carer. 

4. While waiting for the parents/carer to arrive, searches will continue. During this period 

staff will maintain as normal a routine as is possible for the rest of the children. 
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5. The Headteacher is responsible for meeting the police and the parents. The 

Headteacher will co-ordinate any actions instructed by the police and do everything to 

comfort and reassure the parents. 

6. Ofsted will be informed 

7. Once the incident is resolved, the Governors and the staff team will review relevant 

policies and risk assessments and they will make changes to prevent a repeat of the 

situation. 

8. All incidents of children going missing from school will be recorded in the Incident 

Record Book, as well as cases where the police or social care have been informed. 

 

In the event of a lost child during an outdoor lesson – i.e. PE (back field) the actions will remain 

the same, the rest of the school will go inside and will be supervised whilst other staff search 

for the missing child. 

 

School Visit 

Before going on any trip: 

• All staff must complete relevant paper work including risk assessments – found in 

Educational Visits Policy 

• School must have all relevant phone numbers 

• If possible, staff should pre-visit 

• Staff should have an agreed point that all staff and helpers are aware of. 

• All helpers should be briefed.  Staff and helpers should be encouraged to count the 

children before changing activity. 

• Staff should always have a mobile phone. 

In the event of a child going missing on a trip please notify school immediately for advice and 

follow the same procedure replacing school for location. 

1. Notify venue as most sites will have their own missing person procedure. 

2. If the trip is out doors and there is no building, call school for immediate support and 

make sure that children are appropriately cared for whilst other adults begin a search. 

3. If after 15 minutes of thorough searching the child is still missing, the Headteacher will 

inform the police and then the child’s parent/carer. 

4. Other children will return to school with appropriate care and support. 

5. The Headteacher is responsible for meeting the police and the parents. The Headteacher 

will co-ordinate any actions instructed by the police and do everything to comfort and 

reassure the parents. 

6. Once the incident is resolved, the Governors and the staff team will review relevant 

policies and risk assessments and they will make changes to prevent a repeat of the 

situation. 

7. All incidents of children going missing from a school visit will be recorded in the Incident 

Record Book, and in cases where the police or the Hub have been informed.  
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Runner 

If a child leaves the school grounds, we will not chase. We will keep an eye on them if in the 

immediate vicinity of the school. A member of staff will follow at a safe distance but not 

engage in running after the child. The parents will be contacted if the member of staff feels 

that the situation is escalating or has continued for 30 minutes – staff to take mobile phone 

with them and contact office. A second member of staff will always inform the class teacher 

and other staff so that they may assist. A behaviour plan and risk assessment will be drawn up 

for the child concerned. If a plan exists this will be reviewed in the light of the incident. 

Additional funding from the LA may be accessed to improve site security.  

 

Uncollected child 

In the event that a child is not collected by an authorised adult at the end of the day, the 

school puts into practice agreed procedures. These ensure the child is cared for safely by an 

experienced and qualified practitioner who is known to the child. 

This policy applies to children who are to be collected from school and from the school 

minibus, and not those children whose parents have agreed to allow their child to walk home 

independently, outlined in the school Registration Form. 

 

Parents of children at the school are asked to provide specific information which is recorded 

on our Registration Form, including: 

• Home address and telephone number – if parents do not have a telephone, an 

alternative number must be given, e.g. mobile, neighbour or relative 

• Place of work, address and telephone number (if applicable) 

• Mobile phone number (if applicable) 

• Names, addresses, telephone numbers and signatures of adults who are authorised by 

the parents to collect their child(ren) from school, e.g. a child minder, grandparent or 

friend 

• Information about any person who does not have legal access to the child;  

• Names of all people with parental responsibility. 

 

Procedure 

• After all reasonable attempts are made to contact the parents/carers or 

other contacts and the child is not collected after one hour, or there are 

not 2 members of staff to stay with the child at school, the police will be 

telephoned and given the child’s details (name, date of birth, address, 

names of parents/carers and their contact details); 

• The police are likely to complete a home visit and/or undertake basic 

enquiries in order to locate the child’s parents/carers; 

• If the police cannot locate an appropriate adult to care for the child, they 

will notify Social and Health Care via the Emergency Duty Team, who will 

arrange for the child to be cared for; 
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• The Headteacher will discuss the incident with the parent/carer at the 

earliest opportunity in order to address the issue and prevent any further 

incidents; 

• If there are two or more such episodes within a six-week period, staff 

should make a referral to Social and Health Care (in line with recent 

guidance from Social Services). 

Non-collection of Children from School Minibus  

If a child is not collected from the School Minibus collection point at the end of the school day, 

the driver will take the child back to school premises and the procedure listed above will be 

followed. 

 

Late Collection 

Parents of children who are persistently collected late will be contacted in writing by the 

Headteacher on behalf of the Governing Body. 

 

All incidents will be recorded and then used in the review and development of procedures. 

 

Review  

This policy is a working document. It is therefore open to change and restructure as and when 

appropriate. 

This policy will be reviewed every three years by the Senior Management Team. 

We strive to achieve educational excellence by continually reviewing what we do, through 

asking ourselves these key questions: 

Are our procedures and actions effective and rigorous? 

Are we fulfilling our duty of care? 

 

Relevant Policies and Documentation  

This policy should be read in conjunction with the following documents:  

• Attendance 

• Inclusion 

• Health and Safety 

• Child protection and safeguarding 

• Educational visits policy 

• Children Missing in Education 


