
Sir John Offley CE (VC) Primary School 

Missing Child Policy 
 

Everyone matters, every day counts’. 

 

Every effort is made to ensure the safety of your child whilst they are in our care 

at school. This policy sets out our procedures for maintaining safety and dealing 

with the unlikely event of a child going missing. 

 

RESPONSIBILITIES 
It is the Head teacher’s responsibility to ensure that all relevant staff are aware 

of this policy, their responsibilities, what is expected, the procedures to follow and 

to ensure that the policy is reviewed on a timely basis. It is the responsibility of all 

staff to read the policy and act at all times according to its guidance. 

 

It is the responsibility of parents to ensure they provide correct and updated 

contact information on a timely basis and know the procedures for hand over of 

their child at the beginning and end of sessions. 

 

It is the responsibility of Governors to ensure they are aware of the school’s 

procedures and to challenge/support the school in its review of this policy. 

 

PROCEDURES AIMED AT REDUCING RISK OF A MISSING CHILD 

 

Start of the Day 

Induction meetings prior to a child starting school ensure that parents/ carers are 

fully aware of the points at which responsibility for the care of their child passes 

from staff to them and vice versa. 

 

Procedures for welcoming pupils into school  

 

Foundation Stage 

Staff meet and greet the children at the Nur/Rec classroom door. Doors into 

classes are open at 8.50am and are closed at 9.15am. 

 

KS1 and KS2 

Staff on in their classrooms from 8.50am each day and the children are able to 

enter their class at this time.  The gates will be locked at 9.15am and after this 

time children will need to go to the main entrance. 

• The Main Entrance should be used between the hours of 9.15am and 3.15pm once 

the playground gates have been closed.  Parents will be required to sign their 

children in to school between these times and they will be given a late mark in the 

register. 



• Staff mark registers promptly and accurately at 9am each morning and 1pm each 

afternoon. 

• Registers are sent remotely to the Office by 9:10am each morning and by 1.15pm 

each afternoon. First Morning Response is carried out by the office staff once 

they have received the class registers. 

 

Outside Time/Lunch/Playtime 

When children are outside they are protected by fencing and closed gates and are 

supervised by at least one adult at all times. 

 

During Curriculum Time 

 If children leave the classroom to work in other parts of the school the class 

teacher must ensure that adequate supervision is maintained at all times and 

all children are accounted for on return to the classroom. 

 All toilets are located within the classroom buildings.   

 Children who move around the school move in pairs and never in isolation. 

 Updated contact information for parents and carers is sought and 

maintained by the Office Staff. 

 External class doors leading outside are kept shut before and after playtime 

and dinner time. 

 

Hometime 

 

Foundation Stage/Key Stage One 

Staff dismiss children from their usual classroom door. Staff ensure that all 

children are collected by the appropriate adult. After 10 minutes any Non Collected 

children who are left go to the main entrance to wait. 

Children and Staff must have sight of their Parent/Carer before they leave their 

teacher. 

Doors into classes closed at 3:25pm. 

 

KS2 

Children are dismissed from their classroom at 3:20pm. All children are instructed 

that if they are normally collected by an adult then they MUST come back into the 

building if there is no one there to collect them. 

 

Parental details are reviewed each year and maintained with up to date contacts.  

If parents make any changes, they should be made in writing. 

 

Visits 

 Thorough the use of Evolve, risk assessments and adequate staff/child 

ratios are completed before any visit.  These are checked by the Head 

teacher.   



 We always ensure that the Lead teacher takes the school mobile phone so 

that they can be contacted and can contact school at any time.   

 The lead teacher is required and a list of children/groups to be taken on 

visits out of school.  

 

PROCEDURES IN THE EVENT OF A CHILD GOING MISSING 

In the event of a member of staff fearing that a child has gone missing whilst at 

school: 

• Member of staff who has noticed the missing child will calmly inform the Head 

teacher using the red hand card if necessary. 

• The register of the missing child’s class will be collected from the school office. 

• Staff will count and name check all the children present against the register 

while the group are assembled in one place. 

• AT THE SAME TIME all other available staff will conduct a thorough search of 

the premises and notify the Head teacher if the child is found. 

• A thorough check of all exists will be made to make sure all gates/doors were 

closed and there are no other ways a child could have left the school. If something 

is discovered this will be drawn to the attention of the staff immediately. 

• If the child has not been found by the time the register check is completed, the 

school grounds will be thoroughly checked.  If it is thought that the child has left 

the site, their parents/carers will be contacted. 

• The Head teacher will decide at which point the police need to be contacted.  

• Staff must try to remember and write down a description of what the child was 

wearing and any distinguishing features. 

• If the missing child has any special medical or learning needs then these need to 

be noted, to be disclosed to police or other agencies. 

 

If the event of a member of staff fearing that a child has gone missing while off 

school premises: 

 

• Visit leader must ensure safety of remaining children by gathering them 

together. 

• One or more adults should immediately start searching for the child. 

• Visit leader should contact school to alert them. 

• If the child is not found within 5 minutes Visit Leader must contact police by 

phoning 999. 

• Visit leader should alert school that the police have been contacted and school 

will make arrangements to notify parents, after which procedures above to be 

followed. 

 

 

 

 

 



In the event of a member of staff fearing that a child has gone missing (not 

at school): 

First Morning Response is carried out by the office. 

If, after one week this has not been successful, the school should contact the 

School Admissions Team to establish if the child has been registered elsewhere.  

If the child is not found to be on roll elsewhere, the school should contact their 

LST to investigate.  

If after four school weeks (20 school days) the child has not been located, the 

school should complete and submit a CME Referral Form to 

cme.referrals@staffordshire.gov.uk.  

Once the referral is acknowledged by the CME team, the child can be removed 

from roll.  

If a child is absent from school for a prolonged period, or fails to return from an 

agreed holiday, the school should follow their normal procedures for investigating 

the absence. If this is not successful, an Early Help Assessment request can be 

made to the LST for them to investigate further.  

 

If a child is absent from school because they are believed to have moved away, and 

parents and emergency contacts cannot be reached, the school should contact their 

LST.  

 

When the LST has investigated, but not located the child and four school weeks 

(20 school days) have elapsed, schools should follow the procedure outlined above. 

If there is a concern regarding the immediate safety of the child First Response 

must be contacted (see 1.4). Dependent on the level of concern, the Education 

Safeguarding Officer can also be consulted via the Staffordshire Safeguarding 

Children Board.  

 

It is the decision of the Headteacher of the school as to when to remove a child 

from roll; however deletions from a school roll can usually be made after four 

school weeks (20 school days) continuous absence where all reasonable attempts 

have been made to trace a child and the CME team have been notified. In these 

circumstances the child’s details should also be uploaded onto the Teachernet s2s 

lost pupils database  

 

There is statutory guidance governing when schools can delete children from their 

admissions register. These are outlined in Regulation 8 of the Education (Pupil 

Registration) (England) Regulations 2006.  

 

When a child is deleted from the school’s admissions register, the school should 

update their school management information system and clearly indicate the date 

and the reason for removal from roll. On the “i” tab next to “Reason for Leaving” 

the new school’s name should be given together with its seven digit school 

identifier number (English and Welsh schools) or the school name and locality 



(Scottish, Northern Irish, Isle of Man, Channel Islands, Armed Forces or 

Gibraltarian schools).  

 

When the new school is unknown, the “Reason for Leaving” on the school 

management information system should be amended to show “Unknown Destination”. 

The Common Transfer File must also be completed, and coded XXXXXXX 

(destination unknown) or MMMMMMM (moved to independent sector or out of 

England and Wales). It can then be uploaded onto s2s in the normal way. These 

records are securely stored in an area of s2s known as the Lost Pupils Database. If 

a file is rejected, schools should recode the file MMMMMMM.  
 

When a child leaves a school for a known destination, the school should upload the 

child’s records to s2s – a secure national database. This generates an email to the 

receiving school which then downloads the information.  

Where a child leaves a school without a known destination, the school should upload 

the child’s records to a secure area of s2s known as the Lost Pupils Database. Any 

school then admitting the child without previous school history can request their 

LA to search the Lost Pupils Database for the child’s records. At this point the 

CME team should also be notified (see above).  

 

IMPORTANT – Please note that new Statutory Guidance for Local Authorities was 

issued by the DFE in September 2016. This makes specific reference to schools’ 

responsibilities around CME and sets out the correct reporting mechanisms to 

ensure that these often vulnerable children are accurately monitored.  

 

Schools should pay particular attention to the section entitled “School 

Responsibilities” regarding notifying the local authority at the earliest opportunity 

for those children who move onto and off school rolls at non-standard transition 

points. Please also give regard to the section entitled “Making reasonable 

enquiries”.  

If schools have queries about the new guidance, they are asked to contact the CME 

Team. 

 
Schools admissions register 

 

 We notify their local authority when they are about to remove a pupil’s name from the 

school admission register.  

• When removing a pupil’s name, the notification to the local authority must include: (a) 

the full name of the pupil, (b) the full name and address of any parent with whom the 

pupil normally resides, (c) at least one telephone number of the parent, (d) the pupil’s 

future address and destination school, if applicable, and (e) the ground in regulation 8 

under which the pupil’s name is to be removed from the admission register  



• We make reasonable enquiries to establish the whereabouts of the child jointly with 

the local authority, before deleting the pupil’s name from the register if the deletion 

is under regulation  

• We will also notify the local authority within five days of adding a pupil’s name to 

the admission register at a non-standard transition point. The notification must include 

all the details contained in the admission register for the new pupil.  

• When adding a pupil’s name, the notification to the local authority must include all the 

details contained in the admission register for the new pupil.  
 

 
Policy Agreed By:_____________________ Chair of Governors  

 

Signed By:__________________________ Head teacher  

 

Date: Oct 2017  

Review Date: Oct 2018  

 
Sir John Offley CE (VC) Primary school is committed to safeguarding and promoting the welfare of 
children and young people/vulnerable adults and expect all staff and volunteers to share this commitment.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


