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1 ​ INTRODUCTION  
  
Tockington Manor School is committed to the well-being and safety of all our pupils and 
ensuring that their whereabouts are always known. For the purpose of this policy, the term 
“missing‟ refers to a pupil being not present without authorisation or explanation.  On 
occasions when a staff member identifies a child as missing from their expected location, 
immediate action is required as outlined in the procedures below. Communications with 
parents and the appropriate services (particularly the police) are an integral part of the 
procedure and all instances of missing pupils will be reported to the Headmaster so that 
appropriate investigations may be made.  This policy applies to all members of our school 
community, including those in our EYFS setting. (Please see EYFS Missing Child Policy) 
Tockington Manor School is fully committed to ensuring that the application of this policy is 
non-discriminatory in line with the UK Equality Act (2010). Further details are available in the 
school’s Equal Opportunity Policy document. Tockington Manor School seeks to implement 
this policy through adherence to the procedures set out in the rest of this document.    

 ​   
2 ​ PROCEDURES FOR MISSING CHILD/CHILDREN  
  
If a child goes missing from school:  
  

1.​ Take a register to ensure that all other children are present;   
2.​ Calmly ask the remainder of the group if they remember when they last saw the child 

and if they know anything else however insignificant it might seem at the time;   
3.​ Contact the office to check the child hasn’t appeared for medical attention/first aid;  
4.​ Ask the Office Staff to check the Registration system and specific timetables.  
5.​ Ask the staff to check the interior of the main Manor House and begin searching the 

interior of the other school buildings;   
6.​ Arrange for a member of staff to occupy the remainder of the group in their classroom 

or for the children to join another class/year group;   
7.​ Arrange for a suitable number of appropriate staff to search everywhere in and 

around the school buildings and grounds as quickly and efficiently as possible. 
8.​ Inform the Designated Safeguarding Lead (DSL) 

  
If the child remains missing:  
  

1.​ Inform the Headmaster/Deputy Head and all of the Safeguarding team;   
2.​ Every attempt must be made to contact parents (messages must be left on 

parents’ voicemail at home and at work if there is no answer). Explain what has 
happened, and what steps have been set in motion and ask them to come to 
school immediately; 

3.​ Contact the police 
4.​ The Headmaster should arrange for all available staff to search the school 

premises and grounds again with a focus on high risk areas. If necessary, all 
remaining children can be taken to a central location i.e. the main hall, in order to 
release more staff to aid the search.  They should be kept calm and safe by the 
appropriate number of staff. The Headmaster would arrange for a member of staff 
to set out on foot if the child’s home is within walking distance;   

5.​ Contact Access and Response if required;  
6.​ Cooperate fully with any Police or Safeguarding Investigation by Children’s 

Services.   
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7.​ Inform the Chair of Council.  
  
  
If a child goes missing on an outing (Group Leader):  
  

1.​ Do an immediate head count/take a register to ensure that all other children are 
present;  

2.​ Ask an appropriate adult to search the immediate vicinity;   
3.​ Calmly ask the remainder of the group if they remember when they last saw the child 

and if they know anything else however insignificant it might seem at the time.   
4.​ Contact the venue Manager and ask for assistance and for a thorough search to be 

conducted of the entire venue.   
5.​ Arrange for the remaining children to be taken back to school or to an area where 

they can be securely supervised, kept calm and safe.   
6.​ Inform the Headmaster and Designated Safeguarding Lead (DSL);   
7.​ Every attempt must be made to contact parents (messages must be left on parents’ 

voicemail at home and at work if there is no answer). Explain what has happened, 
and what steps have been set in motion and ask them to come to school 
immediately; 

8.​ Contact the Police; 
9.​ Contact Access and Response if required;   
10.​Cooperate fully with any Police or Safeguarding Investigation by Children’s Services. 
11.​Inform The Chair of Council  

  
        
At the point at which the child is found:  
  

●​ A full Incident Report up to the stage at which the child was found would be 
formulated by the Designated Safeguarding Lead (DSL), including written 
statements from all children and adults concerned;   

●​ The report should cover: 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.  It would also include a recommendation for lessons learnt for the 
future;  

●​ The incident report and subsequent investigation must enable procedures are 
tightened and adjusted ensuring the incident does not reoccur;   

●​ A full Investigation (if appropriate involving Children‟s Services) and a review of 
policy and procedures would be carried out by the Governors and Senior 
Leadership Team;   

●​ If the child was injured when they were found, the DSL would be required to 
make a “RIDDOR” report to the HSE;   

●​ The Headmaster would speak to all the parents involved to discuss events and 
give an account of the incident;   

●​ Media queries should be referred to the Headmaster;   
●​ If the incident warrants a police investigation, all staff co-operate fully. In this 

case, the police will manage all aspects of the investigation including interviewing 
staff. Children’s Services may be involved if it seems likely that there is a child 
protection issue to address.   

●​ The incident is reported under RIDDOR arrangements (see the Reporting of 
Accidents and Incidents policy); the local authority Health and Safety Officer may 
want to investigate and will decide if there is a case for prosecution.   
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●​ In the event of disciplinary action needing to be taken, the Independent Schools 
Inspectorate is informed.   

●​ The insurance provider is informed.  
 

 
   
 Actions to be taken by Staff:  
  
Talk to, take care of, reassure and comfort all the children involved; ensure they understand 
why they should not leave the premises / separate from a group on an outing.  
  
  
3. PROCEDURES FOR UNCOLLECTED CHILD/CHILDREN  
 ​   
The duty safeguarding team member, along with the Headmaster would be informed if any 

child remained uncollected at the end of the school day.  The School undertakes to 
look after all children safely throughout the time that they remain in our care.  

  
Upper School   

  
●​ If a child in the Upper School was not collected at the end of the school day 

(6:30pm), the staff would call the contact and emergency numbers for the parent 
ensuring messages are left explaining the procedures and where the child would 
be.   

●​ The child would be kept inside the Manor House with the on duty Safeguarding team 
member and another member of staff.  

  
Lower School   
  

●​ If a child was not collected at the end of the school day (3.15pm) and has not 
been booked into After-Care, the member of Lower School staff in charge of After 
Care would call the contact and emergency numbers for the parent leaving 
messages explaining that the child would be taken to After Care until 6.00pm.     

●​ If there was no response from the parents by 6.00pm the staff in the Lower 
School would arrange for the child to be taken to supper (6.00 – 6.30 pm).The 
member of Lower School staff in charge of After Care would ensure a message is 
left on all the contact and emergency numbers for the child.     

●​ If there was no response from the child’s parents after supper the duty staff would 
remain with the child and a call to the duty social care team will be made.   

  
EYFS (see separate policy)   
  
If a child is not collected at the end of the session/day, we follow the following  procedures:   
   

●​ The child’s information is checked for any 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 the nursery - and whose telephone numbers are recorded 
on their medical form will be contacted.       
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●​ All reasonable attempts are made to contact the parents or nominated carers. 
The child does not leave the premises with anyone other than those named on 
file or with an authorised password.  
 

In the event a child is not collected  
●​ The nominated safeguarding duty staff will inform the Headmaster and 

Designated Safeguarding Lead. 
●​ If no-one collects the child after two hours and there is no-one who can be 

contacted to collect the child, we apply the procedures for uncollected children. 
We contact our local authority children’s social services care team or Access and 
Response Team (ART)  

  
01454 866000  

After 5pm 01454 615165  
accessandresponse@southglos.gov.uk 

  
  

●​ The child stays at the school in the care of the duty staff until the child is safely 
collected either by the parents or by a social care worker.   

●​ Children’s Services will aim to find the parent or relative if they are unable to do 
so, the child will become looked after by the local authority.   

●​ Under no circumstances must staff go to look for the parent, nor do they take the 
child home with them.   

●​ A full written report of the incident is recorded in the child’s file.   
●​ Depending on circumstances, we reserve the right to charge parents for the 

additional hours worked by our staff.  
  

For all children: If contact with parents/carers cannot be established after 2 
hours, the DSL will take further action from ART/Police.  
  

           For all children: If contact with parents/carers cannot be established after 12 
hours (or the following morning), the DSL will take further advice from 
ART/Police  

  
  
  
4. VERSION HISTORY  
  

Action Date Version  
 No.  
01/11/2007 1.0 Document created 
01/10/2008 1.1 Reviewed in line with current requirements 
01/11/2010 1.2 Reviewed in line with current requirements 
01/09/2012 1.3 Reviewed in line with current requirements 
01/09/2014 1.4 Reviewed in line with current requirements 
01/09/2015 1.5 Reviewed in line with current requirements 
01/09/2016 1.6 Reviewed in line with current requirements 
01/09/2017 1.7 Reviewed in line with current requirements 
01/09/2018 1.8 Reviewed in line with current requirements 
01/09/2019 1.9 Reviewed in line with current requirements 
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01/09/2020 2.0 Policy amended 
01/09/2021 2.1 Reviewed in line with current requirements 
01/09/2022 2.2 Reviewed in line with current requirements 
01/09/2023 2.3 Reviewed in line with current requirements 
01/09/2024 3.0 Policy amended 
01/09/2025 4.0 Policy amended 
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