
 
  
  
SELBY ABBEY CE (VC) PRIMARY SCHOOL 

MISSING CHILD/LEAVING SCHOOL PREMISES WITHOUT ADULT PERMISSION 
POLICY AND PROCEDURES 

                                                                                                                        
Children’s safety is maintained as the highest priority at all times both on and off the 
school premises. In the unlikely event that a child does go missing, the following 
procedure is followed.  
 
Child goes missing on the premises  

 As soon as it is noticed that a child is missing, staff will alert the Head 
teacher/Deputy Head teacher as well as the school office. 

 The Head teacher/Deputy Head teacher will coordinate a search of the 
building and outdoor area.  

 The class teacher will carry out an immediate register check to ensure no 
other child has gone missing.  

 Office staff will ensure all outer doors are closed.  
 If the child is not found, the parent will be contacted and the missing child is 

reported to the Police.  
 The incident will be thoroughly investigated and safeguarding procedures 

revisited to identify and act upon any learning points.  
 
Child goes missing on an educational visit  

 As soon as it is noticed that a child is missing, staff on the outing ask children 
to stand with their designated person and a head count is carried out to ensure 
no other children are missing. One staff member searches the immediate 
vicinity but does not search beyond that.  

 Staff at the venue are made aware and asked to coordinate a search.  
 The child is reported missing to the Police. 
 Staff notify the school. The Head teacher/Deputy Head teacher may come to 

the venue. 
 School contact the parents. 
 Staff should keep calm and not let other children become worried or anxious. 
 Providing there are sufficient staff, the rest of the group carry on as normal 

unless advised not to do so.  
 The visit leader stays at the venue until the Police arrive.  



 
The investigation 

 The class teacher/visit leader together with the Head teacher speak with the 
parent/carer. 

 The Head teacher carries out a full investigation, taking written statements 
from all staff involved. 

 The staff member writes an incident report detailing: 
1. The date and time of report 
2. What staff/children were in group/outing and the name of the designated 

adult responsible for the missing child 
3. When the child was last seen in group/outing 
4. What has taken place since the child went missing 
5. The time it is estimated that the child went missing 

 A conclusion is drawn as to how the breach of security happened. 
 If the incident warrants a police investigation, all staff co-operate fully. In this 

case the police will handle all aspects of the investigation including 
interviewing staff. Children’s Social Care may be involved if it seems like that 
there is a safeguarding issue to address. 

 The incident is reported under RIDDOR arrangements (see the Reporting of 
Accidents and Incidents policy). The local Health and Safety Officer may want 
to investigate and will decide if there is a case for prosecution. 

 In the event of disciplinary action needing to be taken OFSTED is informed. 
 The insurance provider is informed. 

 
Child leaves premises without adult permission 
On a small number of occasions children may put themselves at risk of significant 
harm, by leaving the school premises without staff permission.  
A member of staff should minimise any danger to a child by monitoring their 
whereabouts on the premises and attempt to re-engage them in positive dialogue. 
This dialogue should usually consist of reassuring encouragement to move back 
onto the school site so that they can discuss the best next steps. 
Consideration should be given to the individual needs of the child and, for example, 
the proximity of busy roads. Very young children may need to be physically 
restrained to stop them leaving the school site. 
If the child leaves the school premises staff should 

 Inform the school office who will inform Head teacher  



  Continue to monitor the whereabouts and safety, where reasonably possible, 
from a safe distance 

 Inform the Parents/Carers immediately 
 Contact the Police immediately 

 
Where it is known that a child may put themselves at risk, school should work 
closely with parents/carers and significant others to plan, monitor and evaluate 
interventions.  

 
 
Signed ...............................................Chair of Governors 

 
Date..................................................... 

 
Signed................................................ Head teacher 

 
Date ................................................... 

 
 
If you would like this information in another language or format such as Braille, 
large print or audio, please ask us. 

 
 

 Aby otrzymać te informacje w innym języku lub formacie, np. w alfabecie brajla, w wersji dużym drukiem 
lub audio, prosimy się z nami skontaktow 
 
 


