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Introduction 

The welfare of all pupils at Severn Bridges Multi Academy Trust is our paramount responsibility.  Every adult 
who works at our schools has been trained to appreciate that they have a key responsibility to always 
keep all our pupils safe. Pupils are not allowed to leave the premises during school time without the 
permission of the Headteacher. However, it is possible that on some occasions a pupil may leave the 
premises without the knowledge or permission of the Headteacher.  This could occur during a routine 
school day, on a local school trip or during a residential trip.  This policy is put in place to ensure that every 
action possible is taken to ensure the swift and safe return to school of that pupil.  

The aim of this policy is to: 
 

 Provide clear procedures to follow when a pupil goes missing  
 Provide clear procedures for if a pupil goes missing on a school trip  
 Explain expectations for communication with parents and authorities if a pupil goes missing  
 Provide procedures for if a pupil is not collected at the end of the school day 
 Provide procedures for a child who is taken from site 

 
The following policies should be read in conjunction with: 

 
 Whole School Safeguarding Policy  
 Drop off and Collection Policy 
 Attendance and Absence Policy 

 
Access to this policy is available on request from the school offices and on the school website.  The policy 
is provided to all staff. 

Key Principles to Protect Pupils  

 To ensure that all pupils are kept safely on the school premises during school hours.  
 To ensure that pupils who leave school during the school day only do so: 

o With the Headteacher’s permission  
o Accompanied by an authorised adult.  

 To ensure that the building, grounds and play areas are safe and secure during school 
hours.  

 To ensure that all teachers and school staff always keep the pupils under proper 
supervision.  

 To ensure that if a pupil ‘goes missing’ during the school day he/she is located quickly and 
returned safely. 

 To ensure that if a pupil fails to attend school on their agreed first day of school, that the 
relevant authorities are informed, and the school will do everything within its remit to clarify 
the whereabouts of the pupil.  

 To ensure all pupils, regardless of their circumstances, are entitled to a full-time education 
that is suitable to their age, ability, aptitude, and any special educational needs they may 
have. The School and the Local authority, has a duty to establish, as far as it is possible to 
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do so, the identity of pupils of compulsory school age who are missing education in their 
area.  

 To ensure prompt collection of pupils at the end of the school day by their parents/carers. 
If this does not occur, care and support for the pupil until the parents/carers are located.  

 To be aware of authorised and unauthorised adults on the school grounds. 

Procedures to follow if a pupil fails to attend the first day of school. 

All new pupils are placed on the school’s admission register at the beginning of the first day on which the 
school has agreed that the pupil will attend. If a pupil fails to attend on the agreed date, staff must inform 
the respective Headteacher and the Designated Safeguarding Lead without delay.  The Headteacher and 
Safeguarding Lead will make every effort to try and contact the parent(s) and/or guardian(s) to ascertain 
where the pupil is.  The Headteacher and Designated Safeguarding Lead will consider notifying the local 
authority at the earliest opportunity. 

Where there are changes affecting the pupil (including a change of address or school), these will be 
reflected in the admission register. This will assist the school and external agencies when making enquiries 
to locate any missing pupils.  

Actions to take if a pupil goes missing from the School Site. 

Our procedures are designed to ensure that a missing pupil is returned to effective supervision as soon as 
possible. If a pupil cannot be found by the teacher, 

 Time is of the essence and prompt actions must be taken by all.  
 The Headteacher must be notified immediately and told where and when the pupil was last 

seen.  
 The remaining pupils in the class will be left safe in the care of suitable staff.  
 All other available staff will conduct a thorough search of the school and its grounds. 
 CCTV to be checked to see if the pupil has left the school site. 
 If the pupils have left the school site, then the Headteacher will call the parent/guardian to 

find out if they are aware of the pupil’s whereabouts and the steps that have been actioned.  
 If the pupil is still not found, the Headteacher or a member of the Senior Leadership Team 

will inform the police by telephone.  
 Available members of staff will be sent to search the local area.  
 If the pupil has been located, the Headteacher, police, parents and Local Authority will be 

notified without delay.  
 The Headteacher will conduct a thorough investigation into the incident and will take the 

appropriate action to ensure that similar events do not happen again.  

Actions to take if a pupil goes missing on a School Day Trip. 

 The group leader takes an immediate head count to ensure that all the other pupils are 
present.  

 The group leader searches the immediate vicinity and if the pupil is not found, contacts the 
venue manager to arrange a thorough site search.  

 The group leader informs the Headteacher by telephone.  
 The Headteacher rings the pupil's parents/guardians and explains what has happened, 

and what steps have been set in motion.  
 The Headteacher asks them to come to the venue or the school at once.  
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 The group leader contacts the police.  
 The remaining pupils are taken back to school.  
 Procedures and risk assessments to be reviewed and, if applicable, amended in light of the 

incident.  
 The school must cooperate fully with any police investigation and any safeguarding 

investigation by social care.  

Actions to take if a pupil goes missing on a Residential Trip. 

 The group leader takes an immediate head count to ensure that all the other pupils are 
present.  

 The group leader searches the immediate vicinity.  
 The remaining pupils are taken back to the residential base. 
 The group leader contacts the Venue Manager to arrange a thorough site search.  
 The group leader informs the Headteacher by telephone.  
 The Headteacher rings the pupil's parents and explains what has happened, and what 

steps have been set in motion.  
 If appropriate, the Headteacher asks them to come to the venue at once and meets them 

there 
 The group leader contacts the police.  
 The school must cooperate fully with any police investigation and any safeguarding 

investigation by social care.  
 If the pupil is injured a report must be made under RIDDOR to the HSE.  
 A full record of all activities taken up to the stage at which the pupil was found is made for 

the incident report.  
 Procedures and risk assessments to be reviewed and, if applicable, amended in light of the 

incident.  
 The school will cooperate fully with any police investigation and any safeguarding 

investigation by social care.  

Actions to be taken by staff once a pupil is found.  

 A staff member will talk to, take care of and, if necessary, comfort the pupil.  
 A staff member will talk to the other pupils to ensure they understand why they should not 

leave the premises/separate from a group on an outing.  
 The Headteacher will speak to the parents to discuss events and give an account of the 

incident.  
 The Headteacher will conduct a full investigation (if appropriate involving Social Services). 

Media queries must be referred to the CEO. The investigation should involve all concerned 
providing written statements.  

 A report form must be completed (see Appendix).  

Actions to follow if a pupil is not collected on time at the end of the school day. 

In the event that a child is not collected by an authorised adult at the end of a session, 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, in exceptional circumstances, if they are unavoidably delayed, 
they will be reassured that their children will remain in our care. 
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If a child is not collected at the end of the session, we use the following procedures:  
 

 The school office is consulted for any information about changes to the normal collection 
routines.   

 If no information is available, parents/carers are contacted at home or at work. 
  If this is unsuccessful, the adults who are authorised by the parents to collect their child 

from school and whose telephone numbers are recorded on the school database are 
contacted.   

 The child will stay at school in the care of a member of staff until the child is safely collected.   
 If a parent/carer is late in collecting their child, they should go to the main office to collect 

them.  
 They should sign the child out on the school inventory. School will log the late collection.  
 At no time will a member of staff take a child home without permission from the 

Headteacher or at no stage will they leave a child unsupervised in the building.   
 We recognise that from time to time, parents may struggle to collect on time. Regular 

incidences of non-collection will result in school reporting this to the Children’s 
Safeguarding Team.  

 
[SCHOOLS TO PERSONALISE ACCORDLINGLY] 
 

 If the child has not been collected, they will be registered in after school club and parents 
will be charged for this session.  

 If no one can be contacted to collect the child after a club in school that has finished at 
4.15pm, then the Duty Children’s Safeguarding Team will be contacted at 4.45pm.  A full 
written report of the incident will be recorded. The school will then inform the police if the 
child has still not been collected by 6:00pm.  

 If a child is not collected from the wrap around care. 
 There should always be two members of staff who remain with a child. 

 
The school's DSL will keep a record of incidents where parents/carers do not collect a pupil from school or 
are late for no explanation or good reason, or where there are repeated incidents.  
 
If any concerns about the pupil's safety and welfare result, these will be dealt with in accordance with the 
Whole School Safeguarding Policy.  

Intruder/ Kidnap Procedure 

Staff should always be wary of people they don’t know/suspect. If a suspicious person is noticed within the 
school premises/grounds the following should be adhered to: 
 

 In the event of having to approach the person, two staff members (ideally the senior 
management) should do this together and have a phone with them as a means of 
communication with the school. 

 After ascertaining the reason for their presence, either: 
 Help them with their enquiry or direct them to the school office for assistance if appropriate. 

OR 
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 If they become offensive/aggressive remove yourself immediately to a place of safety 
within the buildings and raise the alarm with the school office. 999 should be called. 

 If you are at all suspicious, follow the same action as above. 
 The children should be kept securely in the school buildings, following the lockdown 

procedure 
 If the intruder is within the buildings, staff and children should remain in their rooms with 

doors closed, or if possible to do so safely, gather at the fire assembly point outside. 
 999 should be called immediately. Staff should make no further attempt to communicate 

with a potentially aggressive intruder. 
 If the intruder makes their escape before the police arrive, details and full description should 

be made in order to assist the police. 
 
If a person attempts to convince staff that they are family/friends of any of the children – the collection 
procedure should be followed. No person should be allowed to take a child without correct permission. 
If a child is ‘taken’ from the school or school grounds – the police must be informed immediately and staff 
made aware. The lost child procedure must then be followed without putting the remaining children at 
any further risk. 
No attempt should be made by staff to restrain or go after the intruder. 
Following any of the above, an incident report should be completed and submitted to relevant authorities 
as required. 
 

Monitoring and Review  

This policy is reviewed at least every two years and will be updated as needed to ensure it is up-to-date 
with such issues as they emerge and evolve, including any lessons learnt. 

Any changes made to this policy will be communicated to all members of staff.  All members of staff are 
required to familiarise themselves with all processes and procedures outlined in this policy as part of 
their induction programme. 



7 
 

Appendix  

 

 

 
Missing Pupil 

Report Form 
 

Name Of Missing Pupil: 
 
 

Missing Pupil Report Form Date: 

Date Of Birth: 
 

Age: 

Address: Contact Telephone Number: 
 

 Emergency Telephone Number: 
 

 Pupil’s Mobile Number If Known: 
 

Class Teacher: Year Group: 
 

Person Reporting Missing Pupil: 
 

Time Pupil Was First Missed: 

Place Where Pupil Was Last Seen: 
 
 

 

Outcome Pupil Found By: 
 

Date & Time: 

Full Details Of Location: 
 
 
 
 
 
 
 
 
 

 

 


