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Context 
The safety and security of the children in our care at Weaverham Forest Primary School are paramount. Measures are in place to ensure that the children are accounted for at all times. Our risk assessments for transition points during the school day and different locations around the school are reviewed annually. Children’s presence in the classroom is checked at key points during the day, including the taking of registers in the morning and afternoon, headcount checks at beginning of lessons and noting the return of children from visits to the toilets and to other locations outside the classroom where they have been given permission to go. Children are supervised at all times, whether in classrooms, during break times and lunch times, in PE/Games lessons or in extra- curricular clubs. 
Purpose of the Policy and Procedures 
The purpose of the policy and procedures is to set out the steps to be taken when a child is identified as being missing from where they are supposed to be so that 
· they are returned to safety 
· the relevant parties to the situation are informed 
· the incident is reviewed to improve procedures 
Procedures at the beginning of the school day 
EYFS pupils
Pupils in Reception are handed over from parents/carers to class teachers at the door of the classroom at 8.55am.  In the second half of the Summer Term, pupils follow the same procedures below (for kS1 pupils). This is in preparation for Year One. 
KS1 pupils
KS1 pupils should arrive in school between 8.45am and 8.55am.  An adult will be in their classroom to supervise from 8.45am. Two members of staff are on duty to welcome the children into school through the entrance on the infant playground. The aim of this supervision is to ensure the health and safety of children as they enter the school building and to prevent children from leaving the premises once in the school building. Registers are taken by 9.05am. 
KS2 pupils
KS2 pupils should arrive in school between 8.45am and 8.55am. The Head, Deputy or another member of the school’s leadership team is on duty to welcome the children into school through the main entrance at reception. The aim of this supervision is to ensure the health and safety of children as they enter the school building and to prevent children from leaving the premises once in the school building. Registers are taken by 9.05am. 

Late arrivals
Children arriving in school after 8.55am should go the school office to confirm their attendance in school. 
Absence from school
Parents/carers of children who are going to be absent from school should inform the school office before 8.55am. This information is passed on to the class teacher. As soon as registers are taken, monitors return them to the school office. Our Receptionist then visits each classroom to confirm that every child expected to be in school is present and to check that all late arrivals are accounted for. This procedure identifies children who are absent without the school having been informed. Parents/carers of these children are contacted as soon as possible to confirm their whereabouts. 
Procedures during lessons 
Teachers and other staff maintain the appropriate level of supervision throughout each lesson and remain aware of the whereabouts of the pupils in their care at all times. Procedures to monitor the whereabouts of children given permission to leave the classroom to visit the toilet, welfare or other locations within school are in place. 
Procedures for children being collected by parents/carers during the school day 
When a child is collected from school during the day whether due to illness or a pre-arranged appointment, they must always be collected from the school office so that there is a handover from a member of the school’s staff to the adult collecting the child. Pupils are not allowed to leave the premises on their own. 
Procedures on school trips 
Full risk assessments are carried out in advance of school trips. A list of all the children’s names is carried by the trip leader. Children are split into small groups according to the proper staff/pupil ratios for the age of the children and the purpose of the trip or activity. Each group is managed by a separate member of staff. The number of children in each small group is checked regularly by frequent roll calls. In the event that after a roll call or at another time it is noticed that a child has gone missing, the procedures in the event of child missing will be followed. 
Procedures at the end of the school day 
EYFS/KS1 pupils
KS1 pupils are collected from the top playground.  The Head, Deputy or another member of the school’s leadership team is on duty. If a child is not collected, the class teacher should supervise them until they are collected or taken to the school office so that a phone call home can be made and they can be handed over to a member of the Leadership Team. When the child is collected, the member of the Leadership Team should speak to the person collecting the child to remind them of the importance of collecting the child at the agreed time. Should the child not be collected by 5pm, the Leadership Team member should refer the matter to the Headteacher or Deputy for a decision to be made on whether Social Services should be informed. If the child is not collected by 6pm and the parent/carer either has not been in touch or if no confirmation of their arrival time at school has been ascertained, then Social Services should be informed. 
KS2 pupils
KS2 pupils are collected from the top playground or to walk home unaccompanied if the school has permission for the child to do so. If a child is not collected, the class teacher should supervise them until they are collected or taken to the school office so that a phone call home can be made and they can be handed over to a member of the Leadership Team. When the child is collected, the member of the Leadership Team should speak to the person collecting the child to remind them of the importance of collecting the child at the agreed time. Should the child not be collected by 5pm, the Leadership Team member should refer the matter to the Headteacher or Deputy for a decision to be made on whether Social Services should be informed. If the child is not collected by 6pm and the parent/carer either has not been in touch or if no confirmation of their arrival time at school has been ascertained, then Social Services should be informed. 

Procedures in the event of a child missing 
1. The class teacher\responsible staff member will ensure that the office is told so that they can check and confirm whether the child has another commitment at that time (eg a music lesson or external appointment etc). If this is not the case, available members of staff will immediately search indoor and outdoor areas within school, going first to places at which the child was last seen, tracing the routes that they may have taken. The safety and well being of other children will continue to be ensured. If offsite, the group leader will arrange for an appropriate number of staff to re-trace the group’s steps to the last location when a roll call took place. The group leader should remain with the group and maintain regular contact with the school. If the child is then found, the Missing Child incident report form will be completed. If the incident takes place at an indoor venue, the overall supervisor of the event should be informed and they will handle the search and contact the police if necessary. 
2. In the event of (1) above not resulting in the safe location of the child within 10 minutes, the Headteacher, Deputy Headteacher or Leadership Team member should be informed immediately and will organise additional assistance to intensify the search, starting with exit routes from the school. The Headteacher, Deputy Headteacher or Leadership Team member will delegate a member of staff to follow, normally on foot, the child’s route home, taking a mobile phone with them. If the child is then found, the Missing Child incident report form will be completed. 
3. If the child has still not been located after a further ten minutes, the police and the child’s parents/carers should be informed. The police should be given all relevant information to enable them to take over the search effectively. 
4. Once the police arrive, formal responsibility for the search will pass to the police, with the Headteacher, Deputy Headteacher or Leadership Team member ensuring that school staff make themselves appropriately available to assist further with the incident. If the child is then found, the Missing Child incident report form will be completed.

5. The Local Authority Child Protection team should also be informed at this point. 
6. As soon as practicable after the incident, the teacher in charge or the class teacher\responsible staff member will write a report which will be used by the School Leadership Team as part of the incident review. This review will aim to look for improvements to this procedure and avoid any further occurrences of the incident.

7. If a child insists on leaving the premises with the knowledge of staff and cannot be persuaded by them to stay on premises, the Headteacher, Deputy Headteacher or Leadership Team member and parents/carers will be contacted immediately. If it is thought that the child may be a danger to himself or others then reasonable force to return the child to the school premises should be used. A member of staff should follow and observe where the child is going. If it is felt that the child is unsafe the police should be called. If the child is returned safely to school, the Missing Child incident report form will be completed. 
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