
LAT057 Learn-AT Missing Child Policy v1 Updated June 2022 Page 1 of 7 
 

  

  

  

  

  

  

Missing Child Policy 
  

LAT057 Version 1 Updated June 2022  
  
  

Created by:  Trustees 
Approved by: Trustees (September 2022) 

Next Review: September 2025 
    
  



 

LAT057 Learn-AT Missing Child Policy v1 Updated June 2022 Page 2 of 7 

 

Table of Contents  

1. Introduction ................................................................................................................................ 3 

2. Definition of ‘missing’ ................................................................................................................. 3 

3. Is the pupil at significant risk? .................................................................................................. 3 

4. Failure to arrive at school ......................................................................................................... 4 

5. Procedure ................................................................................................................................... 4 

6. Off-site visits ................................................................................................................................ 5 

7. Notifying the police ................................................................................................................... 5 

Appendix: Missing Child Incident Log ............................................................................................ 6 

 

  



LAT057 Learn-AT Missing Child Policy v1 Updated June 2022 Page 3 of 7 
 

Please note that this guidance supersedes and replaces any equivalent guidance or 

sections of policies.  This guidance is non contractual and can therefore be amended 

without consultation. Before you use this guidance, please check you have the latest 

version using the footer reference and Learn-AT Policy Index.  

This guidance applies to all Learn Academies Trust schools and should be read in 

conjunction with the latest associated guidance issued by Learn- AT.   

1. Introduction    

1.1. Learn-AT schools have a duty of care for their pupils whilst they are on the school 

site during the school day or off-site at a school visit or trip.  It is the school’s 

responsibility to ensure that the building and grounds are safe and secure during 

the school day and that pupils are properly supervised by teachers and staff at all 

times.  Schools have a number of policies and procedures in place to help 

achieve this, including: 

• Safeguarding Policy 

• Health and Safety Policy 

• Off-site Visits Policy 

• Attendance Policy 

1.2. The aim of this procedure is to ensure that if a child goes missing during the school 

day, including drop-off and pick-up times, he/she is located quickly and returned 

safely. 

2. Definition of ‘missing’ 

2.1. A pupil is considered to be missing if their whereabouts cannot be established and 

where the circumstances are out of character or the context suggests the pupil 

may be the subject of a crime or at risk of harm to themselves or another.  

3. Is the pupil at significant risk? 

3.1. A pupil missing during schools hours’ incident would be prioritised as significant risk’ 

where:  

• The risk posed is immediate and there are substantial grounds for believing that 

the child/young person is in danger through their own vulnerability. Vulnerability 

characteristics may include;  

• Children on a plan (Early Help, Child in Need, Looked After or Child 

Protection Plan);  

• A disability and/or special educational needs; 

• Substance misuse; 

• Education health care plan.  

• The risk posed is immediate and there are substantial grounds for believing that 

the public is in danger;  
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• There are indications that the child/young person has already come to harm 

(CSE, grooming, radicalisation etc.).  

3.2. Other contributory factors should be taken into consideration when determining if 

the pupil is at significant risk, for example:  

• Have there been past concerns about this child and family which together 

with the sudden disappearance are worrying?  

• Is there any known history of drug or alcohol dependency within the family? 

• Is there any known history of domestic violence? 

• Is there concern about the parent/carer’s ability to protect the child from 

harm? 

• Is this very sudden and unexpected behaviour? 

• Have there been any past concerns about the child associating with 

significantly older young people or adults?  

• Was there any significant incident prior to the child’s unexplained absence?  

• Has the child been a victim of bullying?  

• Are there health reasons to believe that the child is at risk? e.g. does the child 

need essential medication or health care?  

• Was the child noted to be depressed prior to the child’s unexplained absence?  

• Are there religious or cultural reasons to believe that the child is at risk? e.g. rites 

of passage, female genital mutilation or forced marriage planned for the child?  

 

4. Failure to arrive at school 

4.1. Class teachers should ensure that the registers for are taken promptly at the start 

of each school day so that any unexplained absences can be reported to the 

office with minimal delay. 

4.2. If a pupil’s absence remains unexplained after all usual checks are carried out by 

the office staff and you are concerned about their safety: 

• If child has social worker involvement, contact the social worker. 

• Conduct a home visit if practical - this must be done by two people. If possible 

ask to see the child, maintain friendly conversation, confirm contact details, 

and ask if support is needed.  

• Request ‘Safe and Well’ visit from police. 

5. Procedure 

5.1. The member of staff who has noticed the child is missing should immediately 

inform the Designated Safeguarding Lead (DSL), whilst ensuring that their class is 

supervised by another staff member. 

5.2. Staff should calmly round up all pupils in the missing child’s class and count and 
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register all the pupils present. 

5.3. AT THE SAME TIME all other available staff should conduct a thorough search of 

the school building and grounds and should notify the DSL immediately if the child 

is found. Staff should use walkie-talkies or Teams messsaging to keep in contact 

with the school office during the search. 

5.4. All exit doors and gates should be checked to make sure that they are locked / 

bolted and that there are no other ways that a pupil could have left the school 

site.   

5.5. CCTV should be checked for any sign of the child leaving the building or the 

school site.  The DSL should be told immediately if a problem is discovered. 

5.6. If the child has not been found 15 minutes after they are reported missing, or after 

a thorough check of the premises has been completed (whichever is soonest), 

then the child’s parents / carers should be notified and the police called.  

5.7. A photograph of the missing child should be printed from Arbor to be given to the 

police along with a completed log form (see Appendix) noting any special 

medical or learning needs. 

6. Off-site visits 

6.1. If a child goes missing during an off-site visit the Visit Leader should contact the 

school to alert the DSL. 

6.2. The Visit Leader should ensure that a count and register of the remaining pupils is 

taken and that all pupils are kept together in one place and properly supervised. 

6.3. AT THE SAME TIME, one or more adults should immediately start searching for the 

child and should inform the staff of the location being visited if possible. 

6.4. If the child is not found within 10 minutes, the Visit Leader should contact the 

police. 

6.5. The Visit Leader should inform the school that the police have been contacted 

and school will contact the child’s parents. 

7. Notifying the police 

7.1. Complete a Missing Child Incident Log (Appendix) to gather all of the information 

that the police will need. 

7.2. Whilst the search is ongoing, the school should continue to liaise with the police 

and act in accordance with Police instructions.  

7.3. If the child returns before the Police have arrived then the police must be 

informed and own school procedures need to be followed.  

7.4. If the child returns to school of their own volition, then the police must be informed 

and own school procedures need to be followed.  

7.5. If the police locate the child and bring them back to the school the police will 

conduct the ‘safe and well’ interview and the school will follow school 

procedures.  
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7.6. Where a pupil has a known risk of going missing, a risk assessment for the pupil 

should be put into place.  

7.7. After the pupil has been found, the Missing Child Incident Log should be scanned 

and saved in CPOMS. 

Appendix: Missing Child Incident Log 

 
Name of School:______________________________________________ 

 
Name of Child: _______________________________________________ DOB: _______________ 

 
Is the child a looked after child or is there any other relevant information, eg about their 
family circumstances, that police should be aware of?  

 
_______________________________________________________________________________________ 

 
Time reported missing: ____________a.m / p.m.  Date: ________________________ 

 
Child last known location_____________________________________________________________ 
 

Last seen by __________________________  at _____________ a.m. / p.m.  
 

Were they with anyone else when they went missing? _________________________________ 
 

Did anything happen before they went missing (eg problem at home, incident at school)? 
 
______________________________________________________________________________________ 

 
Describe what the child looks like, what they were wearing and any belongings they have 

with them (bags, phone etc):  
 
______________________________________________________________________________________ 

 
______________________________________________________________________________________ 

 
 

Does the child have any medical or special needs?  YES / NO  
 
If yes, please give details:  

______________________________________________________________________________________ 
 

______________________________________________________________________________________ 
 

Premises search completed by __________________________  at _____________ a.m. / p.m. 
 
CCTV checked by  __________________________  at _____________ a.m. / p.m. 

 
Other pupils counted by __________________________  at _____________ a.m. / p.m. 

 
Parent / carer contacted by  __________________________  at _____________ a.m. / p.m. 

 
Name of parent / carer and brief details of conversation: ____________________________ 
 

______________________________________________________________________________________ 
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Parent / carer phone number/s: _______________________________________________________ 

 
DSL name and phone number: ________________________________________________________ 

 
 

FOR SCHOOL USE: 
 
Police called by __________________________  at _____________ a.m. / p.m. 

 
Record incident number and brief details of conversation: ___________________________ 

 
______________________________________________________________________________________ 
 

______________________________________________________________________________________ 
 

 
Photograph printed from Arbor:   YES / NO 

 
 

PHOTOCOPY BEFORE HANDING OVER TO ANY OTHER AGENCY 
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