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Learning at Charville is underpinned by our Core Values 

 
Respect 

Independence 

Self-belief 

Honesty 

Caring 

Determination 
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1. Scope 
This policy is to support all staff in the event of a missing child and outlines our procedures. 

 
2. Procedure to minimise the risk of a child going missing on the premises 
 
● A register must be taken at the beginning of each session  (morning and afternoon) 
● The register and the number of children must be updated when a child arrives late or goes 

home early 
● Pupil numbers are recorded on a board in the classroom. These are updated throughout the 

day, where appropriate. 
 
3. Procedures in the event that a child is thought to be missing: 
 
● Staff will remain calm and not convey anxieties  
● Main reception and car park gates will be secured as all external gates are locked 
● Establish the identity of the child 
● Check with other staff and check whether the child has been collected early / seen in school or 

taken elsewhere on site 
● Maintain the safety of the other children 
● Report the incident to the Headteacher / Deputy Headteacher and provide a  full description 
● Make a thorough search of the areas where the child could be including: the toilets, cloakroom, 

outside areas and in the other classrooms 
● A thorough search of the whole site will take place 
● Following the thorough search we would sound the fire alarm and evacuate in the attempt that 

if the child is hiding, they would know to evacuate 
● The Headteacher / Deputy Headteacher (or Assistant Headteachers) will contact the 

parent/carer and the police/other agencies 
● The Headteacher / Deputy Headteacher will be responsible for informing the Governors  
● The Headteacher / Deputy Headteacher will inform the LADO 
● If a child exits school and leaves the site staff will follow but not intervene unless the child is at 

risk of immediate danger and reasonable force will be used to keep the child safe. The 
Headteacher / Deputy Head will contact police (999) and parents/carers and note the time. 

 
 
4. For Looked After Children the Missing Persons Guidance for Children in Care must be followed 

Pgs 22 – 26 of the DfE Statutory guidance (dated January 2014) on children who run away or go 
missing from home or care are attached for information. 
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5.  Procedures to minimise the risk of a child going missing on an outing/visit 
 

● Prior to the visit/trip a pre-visit should take place if it is the first time the school has visited the site, 
if no teacher in the year group has been on this trip before or if the year group has not been on the trip 
within two years 

● The risk assessment will be signed by the Headteacher 
● Any children who have 1:1 support will be identified on the risk assessment.  
 
6.  Procedures in the event that a child is thought to go missing on an outing/visit 

 
● An assessment should be made of the likely level of risk. For example:  

- Is the area unfamiliar?  
- Is the child alone? 
- The age and knowledge of the child  
- Whether the area be potentially high risk e.g. on the coast, city centre;  
- Whether the area is contained e.g. a theme park  

● Inform the manager/person in charge of the location/attraction/venue  
● Undertake a search of the immediate area 
● Ensure the safety of other group members. Divide the staff available between those who 

will attend to the rest of the group, and those who will search, if appropriate, for the missing 
person 

● Inform the police and the Headteacher / Deputy Headteacher 
● The senior leaders on school site will then be responsible for informing relatives and social 

worker (if relevant).  
 

 
7.          Procedures for schools in Hillingdon when children are missing from education. 
 
 
Please see attached the checklist completed by schools when a Child is Missing from Education. 
 
CHILDREN MISSING EDUCATION 
LONDON BOROUGH OF HILLINGDON 
Checklist for Schools 
Referrals to the CME team for investigations into children missing education will only be accepted if 
the following checks have been undertaken by the school:- 
 
 

Has contact been made with 
parents/carers/family members or any other 
emergency contacts either in writing or by 
phone? 
 

Yes/No 
Details 
 

Has the school checked possible whereabouts 
with staff and pupils, including anyone who 
may be in touch via social media/mobile 

Yes/No 
Details 
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phone? Is there any other soft information 
(other students say family is on holiday) 

Is the family known to Social Care? Is the 
child/ren subject to CP/CIN plan? If so please 
contact Social Care immediately. 
 

Yes/No 
Details 
 

Is the child/family known to any other agency? 
(eg YOS, Police etc) 
 
 

Yes/No 
Details 

Does the child have an EHC Plan? If yes please 
notify SEN Officer 
 

Yes/No 
Details 
 

Are there any other safeguarding issues? 
 

Yes/No 
Details 
 

Has a home visit been undertaken? 
 

Yes/No 
Details 
 

Has the family made any request for 
holiday/emergency leave? 
 

Yes/No 
Details 
 

Has the child/family been missing for 10 days or 
more? 
 

Yes/No 
Details 
 

What was the attendance prior to the child 
going missing? 
 

Details 
 

Have parents identified a new school/move to 
a new area? Please contact the new school/LA 
before making a referral to CME 
 

Yes/No 
Details 
 

 
Once the initial checks have been made please make a referral to the CME team via the Stronger 
Families portal. Children should NOT be off rolled until the CME team has made enquiries and 
approved the off roll. 
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The Keeping Children Safe in Education was last updated in September 2022, however the above 
and below information remains unchanged. 
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