Missing Child Policy
Introduction
This Policy applies to the Junior School, including pupils in the EYFS. A separate policy
exists for the Senior School.
This policy should be read in conjunction with the Emergency Plan.
The welfare of all the children at Bootham Junior 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 the children safe at all times. Our staffing ratios are
generous and are deliberately designed to ensure that every child is supervised for the
whole time that he or she is in our care.
Registration
The register is taken twice a day, between 8.30 and 8.40am and again between 1.20 and
1.30pm. Attendance is recorded electronically on the school’s MIS (iSAMS). A pupil will be
marked as absent in the electronic register if he/she is not present at registration. If the
reason is known this will be recorded in the register using the appropriate symbol.
If a pupil is absent at the beginning of the day and no reason is known the administrative
assistant or school secretary will contact the child’s parents.
Absence during the school day
If a child is found to be missing from school, the following checks will be made:






Take a register in order to ensure that all the other children are present.
Inform all class teachers and support staff.
Ask all relevant adults and children to tell us when they last remember seeing the
child.
Undertake a local search, including the child’s classroom, library and IT room. In
the case of an EYFS child, check inside and out of the classroom, including all
spaces, cupboards, washrooms where a small child might hide.
Check the doors and gates for signs of entry/exit.

If the child is still missing, the following steps will be taken:


Inform the Headteacher or, in case of the Headteacher’s absence, the Deputy
Head.
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The Headteacher will contact the child’s parents and explain what has happened,
and what actions have been taken.
The Headteacher will decide when to notify the Police. This will normally be done
with the knowledge of the child’s parent(s), but the Headteacher will not delay
notifying the Police if the parent(s) cannot be reached.
The Headteacher will arrange for staff to conduct an additional search of the school
premises, including the grounds.
If the child’s home is within walking distance, a member of staff will set out on foot
following a likely route.
The Deputy Head of the Senior School will be informed.

If the search is ongoing after one hour, or earlier if recommended by Police, then:




The designated safeguarding lead will inform the City of York Children’s Front Door
The Chair of Governors will be informed
Ofsted would be informed if the child is in the Nursery or Reception classes.

School Trips and Outings
If a child is found to be missing whilst on an outing then:











An immediate register will be taken
An adult will search the immediate vicinity
The trip venue’s procedures will be followed
The Headteacher, or Deputy Head if the Headteacher is absent, will be notified and
asked to contact the child’s parents
The trip organiser, having contacted the Head, will contact the Police
The remaining children will be taken back to school
The trip organiser will remain at the venue to meet with police, venue staff, child’s
parents and follow directions of the police. The Headteacher or Deputy Head will
attend if possible.
The Headteacher will inform the City of York Children’s Front Door if the child is
not located within a reasonable length of time (normally one hour).
The Deputy Head of the Senior School and the Chair of Governors will be informed
Ofsted will be informed if the child is in Nursery or Reception.

Child Not Collected From School
If a child is not collected they attend our After School Care until this facility closes. If the
child has then still not been collected, the school will call the contact numbers for the
child’s parent or carers. If there is no answer, the staff will begin to call the emergency
numbers for the child.
During this time, the child will be safely looked after in school.
If there is no response from the parents’ or carers’ contact numbers or the emergency
numbers within a reasonable period of time the Headteacher will contact the Children’s
Social Care Duty Officer at the City of York Council.
This procedure is also followed if a child is not collected within 15 minutes of any
specifically agreed collection time e.g. after an event.
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After School Care and Missing Children
To prevent a child going missing all children are checked in on the register at the start of
Before and After School Care. Children are signed out of After School Care by those
collecting. Children are supervised at all times.
If a child is noted to be missing from the site then the procedures set out above for
Absence During the School Day will be followed. If it has become dark then the safety of
both staff and the missing child must be taken into consideration and procedures adapted
accordingly.

Known Absence
If a child insists on leaving the premises with the knowledge of staff and cannot be
persuaded by them to stay in school, parents and the Head teacher will be contacted
immediately. If appropriate, a member of staff with a mobile phone will follow and
observe where the child is going.

Children missing from education
The School will inform the local authority of any pupil who fails to attend school regularly,
or has been absent without the school’s permission for a continuous period of 10 school
days or more. Where a child leaves Bootham Junior School and the destination school is
unknown the procedures set out in the CYSCB document ‘Children Missing Education,
Guidance for Schools and the Local Authority’ will be followed.
Date of last review:
Person responsible:
Approval group
Date of next review:

November 2018
Head of BJS
Leadership Meeting
November 2021
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