Queen Mary’s
SCHOOL

Missing Child Policy

The Missing Child Policy for the Nursery is a separate document and available at Missing Child from Nursery
Procedure

REPORTING

Registration is held every morning (Monday to Friday) from 08:20 - 08.40 for all pupils. If a child is absent and
no valid reason has been provided, the School Office will contact the pupil's parent/guardian to check why
the pupil is not at school. Registers are also taken on a Saturday morning for Year 8 -11 when school is in

session.

Registers are taken at the start of each lesson in Years 7-11. In EYFS and in Years 1-6 an afternoon register is
taken at 12:45 unless there has been a change of teacher, in which case a register is taken at the start of

each lesson.

If a pupil is found to be absent/unaccounted for the teacher/person should:

During normal School hours 08:20 to 16:45 - inform the School Office (5000) and the DSL/DDSL
immediately. The School Office will inform the Head or, if they are off site, a member of the
Leadership Team. Parents and the Police are to be contacted immediately by the Assistant Head
Safeguarding and Wellbeing or a member of the Leadership Team as soon as it has been established

that the pupil is missing.

Out of School hours 16:45 to 08:20 - inform the Head and Assistant Head
Safeguarding and Wellbeing directly. If the Head or Assistant Head Safeguarding and

Wellbeing are out of school, inform a member of the Leadership Team.

SEARCH

There should be, where possible, two members of the Leadership Team working together when dealing with

an incident of a missing pupil.

The Assistant Head Safeguarding and Wellbeing would normally be the Designated Lead person, supported
by a member of the Leadership Team. If the Assistant Head Safeguarding and Wellbeing is off-site, then a



member of the Leadership Team will become the Designated Lead.

The Designated Lead will be based in the School Office and coordinate the search and carry out the
following:

e Record all key information, noting the time when the pupil was unaccounted for/missing *
Initiate a search of the school by the staff - School telephones/walkie talkies to be issued to
staff to facilitate contact with the Designated Lead or be contactable via their own personal
phones.

e The Designated Lead will allocate areas to be searched, and all staff will be informed. *
Video footage to be checked.

e Consider whether to phone/text the pupil’'s mobile, involve pupils in the search and/or
question anyone in her group regarding the missing pupil.

e Consider whether the child missing is also identified as a welfare and/ or safeguarding

concern

The following questions should be considered in all cases:

e Full description of the pupil who is missing

e When were they last seen?

e Who were they with?

e Where might they have gone?

e Has the pupil signed out?

e |sthere a school activity that they might be on?

e Has the pupil been ill or injured and gone to the Health Hub?
o What emotional state did they appear to be in?

e Has anything upset the pupil recently?

e Did they speak to anyone about leaving?

e Who are the pupil's main friends at school?

e Does the pupil have a mobile phone and what is the number?
e Does the pupil have a special friend?

e |s there any reason to believe they might have been abducted (e.g. family custody dispute;

very wealthy/ prominent parents).

e Check the pupil's dormitory, bags and locker for indications of how the pupil is dressed, where

they might have gone.

INFORMATION FOR POLICE

If Police are involved and assume responsibility for the search, the School and the Designated Lead will act

in accordance with police advice and may issue a public statement.

The Police treat all missing person reports as serious. Each risk is assessed, and the following are
trigger factors to be considered:



e The pupil is in an emotional or depressed state of mind.

e Unusual behaviour prior to disappearance.

e Pupil needs essential medicine or treatment.

e Suspicion of self- harm/suicide risk

e Involvement in a violent confrontation prior to disappearance.

e Previously disappeared and suffered or was exposed to harm whilst missing

ePupil has been identified as a safeguarding/welfare concern

The Designated Safeguarding Lead will also provide the Police with the following information:

e The name and address of our setting

e The next of kin of the missing pupil

e A detailed description of the pupil to include age, gender, including as much clothing
description as possible

e Circumstances of the incident, including anything that may have triggered the disappearance, i.e.
how long they have been missing? Where were they last seen?

e Who is looking for the pupil? Where are they? Contact mobile number

The search should continue, maintaining contact with the rest of the staff via mobile

telephones/walkie talkies until otherwise advised by the police.

FOLLOW UP ACTION

The Designated Safeguarding Lead will produce a report on the incident, a copy of which will be placed

on CPoms and shared with appropriate staff.

Details to be included in the report include:

e The pupil's name

e Relevant dates and times (e.g. when were first noticed that the pupil was
missing)

e The action taken to find the pupil

e Whether the Police or Social Services were involved

e Outcome or resolution of the incident

e Any reasons given by the pupil for being missing

e Any concerns or complaints about the handling of the incident

e A record of the staff involved

e The full written record of the incident will be subsequently be kept on the pupil's file.

Once the incident is resolved the Leadership Team will review relevant policies, risk assessments and

implement necessary changes.

If the pupil is located and is injured, then the School Health & Safety policy should be followed. All

information is to be reported to the Designated Safeguarding Lead.



PROCEDURES WHEN A PUPIL IS NOT COLLECTED

Years 1-11

Parents/guardians will be telephoned, if they have not already contacted the school. If the School is unable
to contact a parent/guardian, an alternative number will be rung, consistent with the consent given on
iISAMS. If, however, the parents’ nominated adult is unable to collect the pupil, the pupil will be looked after
by either the Boarding staff, After School Care staff or by one of the members of staff on duty. The Head or
DSL will be kept informed.

EYFS

Parents/guardians will be telephoned, if they have not already contacted the school. The child will be looked
after in the Early Years' Department or in After School Care until the agreed person who is due to collect the
child arrives. On the departure of the After School Care staff the child will be taken to the main school to be

cared for by the Boarding staff or duty member of staff. Parents/guardians will be kept informed.

ACTION TO BE TAKEN BY STAFF IF A PUPIL IS MISSING ON A SCHOOLTRIP/ OUTING: WHOLE SCHOOL
INCLUDING EYFS.

e The Lead teacher is to take an immediate head count to ensure that all other pupils are present. All
adults and pupils should be asked to calmly explain when they last remember seeing the missing
pupil. The Teacher in Charge will also ensure safety of remaining pupils

e One or more adults would search the immediate vicinity and if at a venue, the venue manager should
be informed to arrange a search and potentially securing the venue.

e Depending on the age of the child and nature of the trip, staff might phone the pupil's mobile
number.

e The Teacher in Charge will contact the police immediately. Precise information, timings and
descriptions should be readily available before making this call.

e The Head and DSL (or trained Deputy DSL in their absence ) should be informed immediately.

e Astrategy would be agreed with the Head, which may involve returning the rest of the group to
school, or moving to a different location (if outside, for example) where the rest of the group can be
safely supervised and ideally occupied.

e The Office/Head teacher/DSL will phone the pupil's parents to explain what has happened and what
steps have been taken. Depending on where the trip is, it may be appropriate for them to go to the
venue, or to come to school. The remaining children will be brought back to school as soon as is
reasonably practicable.

e The Head Teacher in the role of DSL will inform the School's Local Authority Designated Officer (LADO).

e The DSL /Headteacher will liaise with the local Multi-Agency Safeguarding Arrangements (MASA)/Local
Safeguarding Partnership (LSCP) and access Family Help pathways where appropriate

e The school will cooperate fully with any Police investigation and any safeguarding investigation by the

local authority (Note that any investigation or risk assessment must account for extra-familial risks,



serious violence, exploitation, and emerging online/Al-related harms. )

e The School's insurers would be informed by the Bursar as soon as reasonably practicable

e The School will cooperate fully with any Police investigation and any Safeguarding investigation by
Social Care. In the case of an investigation, the Headmaster, Chair of Governors and Insurers would
be informed. If the pupil is injured, a report would be made under RIDDOR to the HSE.

e It may be necessary for an investigation or review to take place. This should always involve taking
written statements from those involved. Specific details should be given date, time, place, numbers of
staff and pupils, the purpose of the visit, length of time the pupil was missing, any lessons for the
future. In the case of an investigation, the Head teacher, Chair of Governors and Insurers would be
informed.

e If a missing pupil is undergoing a transition or moving to a new educational setting, child protection
files and missing-child risk documentation must be securely transferred to the receiving setting

without delay.

ACTIONS TO BE FOLLOWED BY STAFF ONCE THE CHILD IS FOUND

Staff will:

e Talk to, take care of and, if necessary, comfort the child

e The Teacher in Charge will inform the Head Teacher without delay that the lost child has been found
If the child is injured and is taken directly from the scene of the accident to hospital for treatment, a
report would be made under RIDDOR to the Health & Safety Executive (HSE) as soon as reasonably
practicable and no later than 15 days of the accident.

e Afull record of all activities taken up to the stage at which the child was found would be made for the
incident report. The School will review its procedures and, if appropriate, these would be adjusted. *
Speak to the other children to ensure they understand why they should not leave the

premises/separate from a group on an outing.

The Head Teacher will:

e Without delay speak to the parents of the found child to discuss events and give an account of the
incident (having discussed this beforehand with the LADO if necessary)

e Conduct a full investigation (if appropriate involving LADO). The investigation would involve all
concerned providing written statements

e Ensure a detailed report is prepared covering: time, place, numbers of staff and children, when the
child was last seen, what appeared to have happened, the purpose of the outing, the length of time
that the child was missing and how they appeared to have gone missing, together with lessons for the
future.

e (Consider whether actions need to be taken in line with the School’s Child Protection policy where there

are concerns about the welfare of the child.



POLICY REVIEW

The policy will be reviewed annually, and updates will be made as necessary, taking into account any incidents
that have occurred that indicate possible concerns with supervision, or security at the School, including any
issues raised by individual members of staff, parents or pupils. The reviewed draft will be considered by the

Leadership Team who will implement the recommended changes in policy and procedures in a timely manner.

'As an establishment with a Christian ethos, we have a care for all people involved with the School. Recognising that
having a 'missing child' is a stressful situation for any member of staff, before anyone involved in the incident leaves
to return home, a short 'hot-debrief will take place, either in person or by phone call. Transport home, or other

expressions of support, may be made."

Signed:
Jayne Strawbridge

Assistant Head- Safeguarding and Wellbeing
Review Date: September 2026
Next Review Date: September 2027



