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These policies and procedures have been collected under one policy
document as they all involve situations which fundamentally
endanger the safety of individual children within the school.   All 3
policies may necessitate contacting the Police as a matter of
emergency.



1. Missing Child Policy
2. Uncollected children
3. Critical Incident Plan

1. Missing Child Policy

To prevent any child going missing, a register is taken twice a day at registration
times. (8.50-9.00am and 1.30). The School Secretary updates registers with Lates
and absences.

A register or list of pupils attending visits and outings and temporarily off site are
taken with the group, a duplicate must be left in the school office.

Children are supervised at all times; visitors are recorded arriving and leaving school
by signature in the school office.

Entry/Exit to the school

 Before school, the main gate is opened to allow access to the site.
 Entry to the school is via either the cloakroom entrance from 8.30-8.55 am

which is supervised by an assigned member of staff or by the locked main
entrance supervised by the school secretary.    At other times, gates on either
side of the building, must remain closed at all times.

 The cloakroom entrance is closed at 9.00 and access to school grounds is
then via the front door (code/buzz)

 No pupil must use the front door to exit the building, unaccompanied by an
adult with parental responsibility.

 All pupils are required to request permission to leave the playground during
breaks (eg to use the toilets/take a drink)

 A final playground check is to be carried out by one designated member of
staff.

If a child were found to be missing from a classroom, the school, or outing, the
following procedures would be followed:

o Contact the Head teacher or representative immediately.
o Call the register to check and establish which child is missing.
o Check grounds and rooms to ensure the child has not hidden or been

locked in anywhere within the school.
o Other sites are to be contacted to check the child has not joined

another group after an outing if appropriate.
o The Head teacher/representative will contact the police and the

parent/carers.

Risk Assessments



 All risk assessments must adequately take into account procedures for
children who may become separated from the main group. Risk
Assessments should take into account these eventualities:

1 Children becoming separated at a venue/museum

 If a child is found to be missing while on an outing the teacher responsible for
the supervision should contact the Head Teacher immediately.

 Keep the rest of the group together and check the register again.
 Efforts should be made to look for the child while awaiting advice from the

Head teacher.
 In the case of a school visit, the trip leader should immediately liaise with

museum/venue/London Transport staff to locate child – the second member
of staff should stay with the main group – however, the ultimate decision must
rest with the trip leader – who is best placed to evaluate the situation.

2. Children becoming separated when getting on/off a train.

 Teachers should minimise this risk by ensuring that one staff member has the
role of being the last person off the train carriage, holding the train door until
all children have alighted.

 Children should be told to get off the train at the next station and wait,
standing against the wall away from the track, until their teacher comes to get
them.  Children must be told NOT to follow strangers but to remain at the next
platform.  The trip leader will go to retrieve the missing child.

 Should the child not be found the trip leader will immediately inform LT staff.
The staff remaining with the main group should also inform LT staff as soon a
possible.

3. Children who are collected by parents without teacher being informed.

 Where the teacher suspects this has happened, they should immediately
telephone the parent, using the numbers in the staff files.   If teachers are off-
site, they should contact the school so that the school can contact parents to
confirm whether child has been collected

In all these situations, we would strive to:

A. Within the next few minutes, have a quick decisive response to locating
the child, with the trip leader taking the initiative.

B. Contacting the museum/venue/LT staff as soon as possible to get their
help.

C. Informing the school and Headteacher.

2. Uncollected Children

If a child remains uncollected at the end of the school day or at the end of a club
or after-school care, the following procedures should be observed:



a. A member of staff should contact the parent using the parent emergency
contact details in the school office and confirm the time that the parent/guardian
is likely to collect the child.

b.  Members of staff are under a statutory duty to stay with the child until he/she
is collected, and this must take priority over all appointments.   Members of staff
must therefore be aware that late collection may happen and that they are under
a duty of care to stay with the child. Furthermore there must be more than one
member of staff supervising the child.    Under no circumstances should a single
member of staff be left alone in the school with a child.

c. If the member of staff is the only member of staff in the school building and is
left in sole charge of the child, he/she should contact the Police immediately
telephoning 999, in consultation with the Headteacher.

d. The member of staff should contact the Headteacher or Deputy Headteacher
as soon as possible to keep them informed and/or seek assistance.   Use the
emergency contact list located on the secretary’s desk.

e. If the parent has not arrived within one hour, staff members should contact the
Headteacher and a decision will be made whether to refer the matter to the
Police.   The member of staff if unable (for whatever reason) to contact the
Headteacher, should refer to matter to the Police after this period.

Under no circumstances should the child be left unsupervised or left in the charge of
a non member of school staff.   Furthermore, there should be two members of staff to
supervise the uncollected child.

In some instances, where a parent fails to collect a child or there are repeated
instances of late collection, the Headteacher will seek a meeting with the parent as
the issue may involve safeguarding and/or child protection concerns.

The Headteacher may have to inform the parent that the school can no longer accept
that child in an after school club or after school care due to the risk of late collection.

3. Critical Incident Plan

A critical incident may be any incident, other than fire, in which students and staff
suffer serious harm or are at risk of harm.   In such incidents, the first priority is to
minimise harm/potential harm and to contact the emergency services, as appropriate.
While waiting for the emergency services, the school may either be evacuated or
undergo a lock-down – depending on whether the potential threat is inside or outside
the building.

In the event of a serious incident, other than fire, where the children in the school are
placed at risk, staff will follow the following procedures:

Teaching Staff



1. Stay in classrooms and ensure that children do not leave – eg to go to the
toilet.  Take an informal register to ensure all children are accounted for.
Await further information from the Headteacher or school secretary.

2. Close all external doors, opening on to the rear playground.
3. If the building is to be evacuated, the Headteacher and school secretary will

decide whether to use the fire alarm and fire drill procedure or whether a quiet
evacuation is called for.  In the event of a quiet evacuation, classteachers will
be informed personally and classes will quietly evacuate the building one at a
time.

4. Where considered appropriate, classes will be walked to Buxlow School
which is our fire evacuation assembly area.

5. A further register will be taken at Buxlow School.

Non teaching Staff and Senior Leaders

1. The Headteacher and/or school secretary will telephone the Police and other
emergency services as appropriate.   The Proprietor will also be contacted.

2. Where the Headteacher is not in a position to lead the school, the Deputy
Head Teacher will deputise, and in her absence the school secretary.

3. The Deputy Head Teacher will leave her class under the temporary
supervision of other teachers.   The EYFS co-ordinator will ask the EYFS
assistant to go directly to the school office if it is safe to do so.  Both these
two members of staff will help in co-ordinating either a lock-down of the
school or an evacuation or the liason with emergency services.
– whichever is appropriate.

4. Parents will only be contacted once the emergency services have arrived.

Signed by A Mehta Proprietor
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