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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;
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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.
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Mo contact with parent{s) within 15 minutes of the end of after-school club

Parents are informed that they should contact the school office as soon as they are aware that they will be
late to collect their |:|'|'|:Hren}| Hanher{slluf staff running after-school dub must wait with zll children wnil
the last child has been collected. If any child is not collected within 15 minutes of the end of the relevant
after-schaol dub, and no contact has been made with the child's parent{s) or authorised contact in that
time, proczed to the next step.

Member of SMT, Admin Team to phone a parent on their home, work or mobile

Membar(=) of st=F running after-school club should take any children not collected to the (Administrator],
A=y [Bursar), Bill (Head) or Sue (Director of Studies); They will then notify security, supervise the child{ren)
attempt to contact the child's/children's parent{s) on their home, work or mobile number, and must
keep trying to get through for at least another 15 minutes. NB: the member of staff to whom a
childf children are handed over to must then assume full responsibility.

Phone the authorised 'emergency’ contact

If o contact can be made with the Cl‘lill:l'ﬁ"d‘lllli'el'l s parent[s]l 5’:&?' should be notified 2nd attempts
should then be made to contact the authorised 'emergency’ person i for that child/those children on the
Parents" Directory.

Contact the Designated Safeguarding Lead

ild's/children’s parentis i pErson cannot be pi
ﬁ: security and contact the DSL, Gemrna Babanl who will decide on lhe next step to be taken.
Ifs is ur'sa'ulallal:ller contact the Deputy DSL's, Dani Karr 2nd Carinne Mejad, the Head or a member of
SMT,

DSL/Head/SMT member will contact Westminster Access to Children's Services on
020 7641 4000 or 020 7641 6000 {(out of hours)

The Access to Children's Services team will then aim to locate the child's parents or a relative and, if they

are unable to do so. the child will be admitted into the care of the local authority. Attempts should continue
&2 be mads during this tme to contact the child's parents or the authorised 'amergency’ parson(s).




