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INTRODUCTION  

All children, regardless of their circumstances, are entitled to a full time education which is suitable 
to their age, ability, aptitude and any special educational needs they may have.  
 
The safety and welfare of its pupils is the prime responsibility of the School and all at King’s House 
School should do their utmost to ensure this. Making sure that all pupils are present, accounted 
for and safe is therefore a vital role of the staff at the School.  
 
A child being absent from School, particularly repeatedly and/or for prolonged periods, and 
children missing education can act as a vital warning sign of a range of safeguarding possibilities. 
Staff should follow this procedure for dealing with children who go missing and refer to the 
Safeguarding Policy if appropriate. 
 

PROCEDURES TO ENSURE ALL PUPILS ARE PRESENT 

Parents are responsible for making sure their children come to and are delivered to the school 
safely. On arrival at school, all pupils are registered and records are kept on the School’s database 
system. If a pupil is not present, the office staff will attempt to contact the parents or guardians of 
the pupil to find out the reason for the absence.  
 
As the pupils get older, some will travel to school unaccompanied. Parents are asked to make sure 
the School is aware if this is the case and the School will follow up on any non-appearance in the 
same way.   
 
Pupils are also registered before the start of the afternoon session to check that they are still in 
school. 
 
As well as these formal measures, staff are also expected to know their classes well enough to 
check if pupils are missing or unaccounted for. They should do informal checks on the class during 
the day, particularly if they are moving around, leaving the building or going on transport. If they 
are concerned, they should contact the appropriate School office. 
 

PROCEDURES IN THE CASE OF A CHILD MISSING DURING THE SCHOOL DAY 

If a member of staff is concerned that a pupil is missing, they should firstly check with the 
appropriate School office to see if there is any explanation for the absence. The staff in the School 
offices should then take measures to check whether the pupil is elsewhere in the School, either 
physically or by telephone. Staff in different parts of the buildings should be rung and asked to 
check specific rooms and toilet facilities. This should take a matter of minutes (up to five minutes) 
and if there are still concerns, then a member of SLT should be contacted and the parents phoned 
for further checks. It is at this point, if the child is still missing, that the police should be contacted 
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(by calling 101) to report a missing child. It should be noted that, in most cases, there is an 
explanation for a missing child, but it is still better to contact the police earlier rather than later.   
 

PROCEDURES FOR HANDING OVER CHILDREN AT THE END OF THE SCHOOL 
DAY 

In the Nursery Department (EYFS), the children are handed over one-to-one at their individual 
departure time, whether that is at the end of the main school day or during extended hours. Once 
the child is handed over, they are the responsibility of the parent/carer. Staff will not hand a child 
over or let them go unless a known adult is collecting. Children are always fully supervised until 
they are collected. 
 
The same applies in the Junior Department (Rec (EYFS) up to Year 3) where the children are 
dismissed in school to the parent/carer and a member of staff is on the main door to ensure no 
child goes astray. 
 
In the Senior Department (Year 4 upwards), pupils are dismissed in the playground and will find 
their own parent/carer or make their own way home. A member of staff is on duty during 
dismissal.  
 
Where a child attends an after school club, the collection protocol varies by club. The club 
provider is responsible for dismissal and the children are either (i) handed over to the parent/carer 
by a member of staff or the external provider of the club or (ii) allowed to make their own way 
home, as listed on the club booking form.  
 
Where a child uses the School transport system, the parent will indicate on the booking form 
whether they are to be collected from the stop by a parent/carer or allowed to make their own 
way home. Where a child is to be collected from a particular stop, the transport provider will wait 
at that stop until the parent arrives. Parents are able to track their child’s journey to and from 
school using the School transport provider’s technology. 
  

PROCEDURES FOR AN UNCOLLECTED CHILD  

If a child is not collected at the end of the session, the School will look after the child and make 
efforts to contact one of the parents or carers. If a child is not collected from the School Sports 
Grounds they will be accompanied back to the School office and the School will look after the 
child and make efforts to contact one of the parents or carers. No child may be left unsupervised. 
 
If an EYFS child is not collected, staff will call the ‘emergency contact’ (usually a friend, neighbour 
or relative) that has been nominated by the parents, and arrange for the child to be collected. If 
contact cannot be made with the child’s parents/carer or the emergency contact, the School will 
contact Richmond Children’s Services Single Point of Access. The child will remain fully supervised 
in the care of staff until collected.  
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PROCEDURES IN THE CASE OF A CHILD MISSING AT THE SPORTS GROUND  

If a child goes missing during a session at the School Sports Grounds, the staff should follow the 
same procedures as above. Staff should check the various facilities for the child and the School 
office should be rung to check that the pupil is not back at School. If there is any doubt, the police 
should be contacted. As a guide, if a child has not been found after five minutes of them being 
noticed as missing, then the police should be contacted.  
 

PROCEDURES IN THE CASE OF A CHILD MISSING DURING A TRIP 

It is on school outings when children are probably at the greatest risk of going missing. These 
normally involve movement on various forms of transport and mixing with large groups of other 
pupils or members of the public. Staff leading trips should assess the risk of children going missing 
and set appropriate staffing and control measures in place. This may include limiting the activities 
available, supervising visits to the toilets and regular head-counts of the groups. The Risk 
Assessment drawn up by the member of staff leading the outing or trip must contain details of the 
control measures to prevent children going missing and the procedures to be followed in the case 
of a child going missing. 
 
If a child does go missing on a School outing or trip, the staff must act quickly and sensibly. Taking 
account of the number of staff on the outing, a member of staff must go and start looking, visiting 
the most recent places and checking toilets and facilities. If this proves unsuccessful, then the help 
of the police (if available) or staff at the site being visited or, for example, London Transport should 
be sought. After an initial search, the group leader must contact the police for assistance and then 
ask one of the staff to call the School and brief the DSL (or Deputy DSL) of the situation. If 
needed, extra staff from School may be asked to go to the group. Once the police and School have 
been informed, the parents should be called. As a guide, if a child has not been found after five 
minutes of them being noticed as missing, then the police should be contacted. 
 

FOLLOW-UP 

Where a child has gone missing at School or on an outing, a review of procedures must take place 
to reduce the chance of a similar situation happening again. The issue should also be referred to 
the Designated Safeguarding Lead or one of the Deputies to ensure that any concern is recorded. 
 

CHILDREN MISSING FROM EDUCATION ON REPEAT OCCASIONS  

Pupil absences are monitored by the office and pastoral staff. If a child is missing school regularly 
then further investigations will take place. The parents will be contacted and the issue discussed. If 
appropriate the issue will be discussed with the pupil too. 
The School has a statutory obligation to report if a pupil fails to regularly attend and their absence 
is unauthorised. The School must report unauthorised absences for a continuous period of 10 days 
or more to the local authority. 
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The School also has a statutory obligation to make a sickness return to the local authority if a 
pupil is recorded in the attendance register as absent using the national absence code I (unable to 
attend because of sickness) and there are reasonable grounds to believe that the pupil will have to 
miss 15 consecutive or cumulative school days or more for illness or the pupil's total number of 
school days missed during the current school year because of illness (whether consecutive or 
cumulative) will reach or exceed 15 school days. 
 

CHILDREN MISSING FROM EDUCATION (LEAVING THE SCHOOL ROLL) 

In accordance with the law, King’s House has an admission register and an attendance register and 
all pupils are placed on both registers. 
 
The School will inform the local authority of any pupil who is going to be deleted from the 
admission register where they:  

●​ have left the school at a non-standard transition point; 
●​ have been taken out of school by their parents and are being educated outside the school 

system e.g. home education;  
●​ have ceased to attend the School and no longer live within reasonable distance of the 

School;  
●​ have been certified by a medical professional as unlikely to be in a fit state of health to 

attend school before ceasing to be of compulsory school age, and neither he/she nor 
his/her parent has indicated the intention to continue to attend the School after ceasing to 
be of compulsory school age;  

●​ are in custody for a period of more than four months due to a final court order and the 
Head does not reasonably believe they will be returning to the School at the end of that 
period; or,  

●​ have been permanently excluded.  
 
The local authority will be notified when the School is to delete a pupil from its register under the 
above circumstances. It is essential that schools comply with this duty, so that local authorities can, 
as part of their duty to identify children of compulsory school age who are missing education, 
follow up with any child who might be in danger of not receiving an education and who might be at 
risk of abuse or neglect. 
 

SUMMARY 

The safety and accounting of all pupils is paramount. In the event a child goes missing, staff are 
expected to respond immediately with composure, structure, and speed, following emergency 
protocols without delay. 
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