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MISSING CHILD POLICY 
This Policy is intended for the entire school including EYFS 

 
Missing child in school 
 
If a child is discovered to be missing the following action should be taken: 
 
• All members of staff and other adults should be made aware of the missing child; 
• The security guards will take a lead role in the search; one security guard will check the 

school cameras around the school.  
• It is important that the pupils are kept calm and that any sense of desperation is kept to 

a minimum by playing down the incident; 
• Staff will ensure in the meantime that levels of supervision and security, in tandem with 

the security guards, for all other children is maintained; 
• All available staff and helpers will join the security guards and make an immediate and 

thorough search of the location; 
• If the pupil is still missing after all these checks have been done, the Head or the next 

most senior member of staff at the school must be informed. In the EYFS, the Head of 
EYFS must be notified; 

• The most senior member of staff then contacts the police for help and advice; 
• The Head (or Head of EYFS) will then contact the pupil’s parents within 20 minutes of 

the child being discovered missing, to inform them of the situation and the action 
taken; 

• The members of staff will continue to search the location including such places as the 
playground, lavatories, outbuildings etc.; 

• Mobile phones will be used wherever possible to keep in touch whilst continuing the 
search; 

• Once the child has been located the child will be given reassurance and caring support 
and returned to the group; 

• Staff will meet as soon as possible to review safety standards and precautions to ensure 

that it does not happen again. 
 
Missing child outside of school  

 
If a child is discovered to be missing the following action should be taken: 
 
• All members of staff and other adults on the trip should be made aware of the missing 

child; 
• If the trip is in a contained venue, such as a museum, a member of staff will alert the 

authorities at the venue of the trip to the loss and obtain their help to take part in the 
search. The security guards will take a lead role in the search; 

• It is important that the pupils are kept calm and that any sense of desperation is kept to 
a minimum by playing down the incident; 

• Staff will ensure in the meantime that levels of supervision and security, in tandem with 
the security guards, for all other children is maintained; 



 

 

 

 

 

 

 

• All available staff and helpers will join the security guards and make an immediate and 
thorough search of the location; 

• If the pupil is still missing after all these checks have been done, the Head or the next 
most senior member of staff at the school must be informed. The Head of EYFS should 
be notified if the missing child is in the EYFS; 

• The most senior member of staff on the trip should then contact the police for help and 
advice; 

• The Head (or Head of EYFS) will then contact the pupil’s parents within 20 minutes of 
the child being discovered missing, to inform them of the situation and the action 
taken; 

• The members of staff on location will continue to search the location including such 
places as the gardens, lavatories, outbuildings etc.; 

• Mobile phones will be used wherever possible to keep in touch whilst continuing the 
search; 

• Once the child has been located the child will be given reassurance and caring support 
and returned to the group; 

• Staff will meet as soon as possible to review safety standards and precautions to ensure 
that it does not happen again; 

• On a trip involving a walk or coach the children will be made aware of what they should 
do if they get left behind; 

• Please refer to the residential trip policy for procedures on extended school visits. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 

 

 

 

 
 
 

 

 


