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Missing Child Policy (Whole School)    
    

This policy applies to:    

• Whole School (including EYFS)    

Person responsible:    SS/CA   

Contact details of person responsible:    j.leamon@bla.gdst.net    

l.comerford@bla.gdst.net   

Identified Governor:    N/A    

Reviewed by and frequency:    Annually (HoJ and DHW)    

Date of last review:    November 2025  

Policy approved by SLT on:    November 2025  

Date of next review:    November 2026 

 This policy should be read in conjunction with:    

• Blackheath High School Safeguarding Policy    

    
The safety and welfare of all our children at Blackheath High School is our paramount responsibility. Every adult who 

works at the school has been trained to appreciate that he or she has a key responsibility for helping to keep all of 

the children safe at all times. Our staffing ratios are generous and are deliberately designed to ensure that every 

child is supervised the whole time that she is in our care.     

    

Identification of Missing Child:    
Junior School: Form Tutors complete morning and afternoon registration on SIMS. An end of day register is 

completed for every pupil.    

    

Senior School: Form Tutors complete morning and afternoon registration (period 5) on SIMS. Subject teachers take 

a register at the start of the lesson. Any student who is off timetable for pm registration must register with the school 

office.     

    

Juniors: Missing child on school premises     
    

In addition to morning and afternoon registration, staff routinely head count after group trips out of school.  Children 

are aware that they must ask permission of an adult before leaving the classroom for any reason.     

    

In the unlikely event that a child should be missing on school premises the following procedure will apply:    

    

• If a child is confirmed as missing the Head of Juniors will be notified immediately.    

• The Lockdown alarm is sounded and available staff deployed to conduct a thorough search of the site and 

immediate vicinity    
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• Registers are taken by staff with each class    

• If search is successful, ‘missing’ child is taken to her teacher.    

• If the search is unsuccessful, Head of Juniors will inform her parents. • Head of Juniors will ensure that all 

entrances in the main building are secure and there is no sign of entry or exit. She will also ensure the 

premises and playground are searched thoroughly. *    

• Head of Juniors will ensure that calm enquiries are made of adults and children to discover any relevant 

information.    

• Within two days of the event a meeting is held with staff as required to review procedures.  Any staff involved 

in the incident are monitored for their wellbeing.    

    

    

Missing Child on Educational Visit    
    

Safety of our children on school trips is of paramount concern.  Stringent risk assessments take place prior to any 

trip in accordance with our Educational Trips Policy. Statutory adult/child ratios are regarded as a minimum 

requirement and are usually generously exceeded. **Parent helpers are fully instructed as to safety issues prior to 

participation in any trip. Children are explicitly taught to behave safely.     

    

In the unlikely event that a child should be missing on a school trip the following procedure will apply:    

    

• The teacher leading the trip should be informed immediately upon suspicion of there being a missing child.     

• The teacher in charge will ensure that all children stand with their designated adult and carry out a head 

count immediately.    

• If the trip is taking place on the premises or grounds of a third party such as a Museum or Environmental 

Centre, the teacher in charge will notify the management immediately and ensure they begin search 

procedures.    

• In the event that the search is unsuccessful the teacher in charge will ensure the police are informed and 

Head of school and Head of Juniors are notified.    

• If search is unsuccessful initiate emergency procedures.    

• The teacher in charge will ensure the remaining children return to school safely, and would return to school 

when advised to do so by the police.    

• Head of Juniors will notify parents.    

• Within two days of the event a meeting is held with staff as required to review procedures.  Any staff involved 

in the incident are monitored for their wellbeing.    

** Staff: Pupil Ratios for trips (non hazardous activities)     

• 1:10 pupils in yrs 4-6    

• 1:6 pupils in yrs 1-3     

• 1: 4    EYFS    
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Seniors: Missing student on school premises     
    

All students are aware that they should ask permission before leaving the classroom.    

In the unlikely event that a child should be missing on school premises the following procedure will apply:    

    

• Staff take the register at the start of each lesson.    

• The member of staff who has noticed the missing student will firstly check with friends who may know where 

she is, but will not rely on this information. 

• The member of staff will email pastoral@bla.gdst.net to inform key staff (SLT, PLT, Medical, Counsellor, 

SENDco, Librarian, Academic Mentor, Music, Office staff) to look for the students or the location of the 

missing students following information from friends, or that the student is missing.    

• If the location of the student is known (e.g. toilets) they will seek out the student and return her to lessons 

or inform the subject teacher that the student is in another lesson (if applicable).    

• If the location of the student is still unknown staff will inform the Deputy Head (Wellbeing) or in their absence 

a member of SLT. The Deputy Head/SLT member will check with Head of Year.    

• The Deputy Head/SLT member will deploy available staff to conduct a thorough search of the premises and 

immediate vicinity.    

• The site team will make a thorough search of the grounds and store rooms.    

• If the missing student cannot be located within an appropriate timeframe (no more than 30 minutes) the  

Head and parents will be contacted. The police will then be contacted by the Head.    

    

Following the Incident:    
    

If parents/the police have been informed an inquiry will be carried out within two days by the Deputy Head 

(Wellbeing) and this policy and procedures will be revised to prevent a similar incident occurring.     

Students Missing on an Educational Visit:    
See the Educational Visits Policy for detailed procedures.    

1. An immediate headcount will be carried out.    

2. An adult on the trip (not the trip leader) initiates a search.    

3. Where possible two adults (one should be a GDST employee) will remain with the main party in a designated 

space/on the coach. Whilst other staff carry out the search.    

4. If the student is not found within an appropriate timeframe (depending on context) the Trip Leader should 

contact the SLT Contact and the police.    

The recommended Adult:  Pupil ratios for lower risk activities are:  1:20 (senior 

pupils under 18)    
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Students Missing from School on Repeat Occasions:    

• Form tutors should follow up unexplained absence with parents in the first instance. Parents can notify 

by telephone, email and letter.    

• The reason for the absence should be recorded in Sims.     

• Repeated absence should be referred to the Head of Year (Seniors)/Head of Key Stage (Juniors), who 

should make contact with parents.    

• Continued repeated absence should be referred to the DHW and parents will be asked to come into 

school.    

• Any absence causing concern should be referred to the Head of Year (Seniors)/ Head of Key Stage 

(Juniors), who should discuss with the DHW/HOJ.    

• Any unexplained absence of more than three days should be reported to the Head of Year (seniors) or 

the Deputy Head (juniors) and the HOY/Deputy Head should discuss with the DHW/HOJ.    

• Any absence without leave of 5 days or more should be referred to the DHW/HOJ, who should discuss 

with the Head.    

• The Local Authority will be informed if a student is continually absent without leave of ten days 

(continuous) or if the student is repeatedly absent and all of the above has been put into practice.    

    

Students Leaving School at Non-Standard Transition Points:    
The Office Team notifies the Local Authority whenever a student or pupil is removed or added at a non-standard 

transition point i.e. where a compulsory school aged child leaves a school before completing the school’s final year 

or joins a school after the beginning of the school’s first year.    

    


