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Heading

Details

Aim of Policy

To ensure the safety and well-being of pupils, providing clear procedures to
follow in the event of a missing child or non-collection. This policy aims to
safeguard pupils and ensure a swift and effective response to these situations.

Procedure for
Missing Child

If a child is missing, staff will consider various factors including the child’s
behaviour, state of mind, health, and any history of self-harm or learning
difficulties. If a pupil goes missing under the school’s care, the school may
overrule parental wishes and contact the police. The school will provide detailed
information to the police, including the child’s description, time of
disappearance, and any relevant circumstances. The police will then manage the
enquiry.

Procedure for
Non-Collection

If a pupil is not collected by the designated adult, staff will attempt to contact
the parents or emergency contacts. If no contact is made, the pupil will be cared
for by a staff member or placed in After School Club (ASC) if applicable. Charges
will apply if the child is placed in ASC. If a pupil is not collected within an hour,

of a Child
the Headmaster or Deputy Head will be informed and the police may be
contacted.
Persons The Headmaster, Deputy Head, Head of Pre-Prep, staff on duty, and boarding
Responsible for staff (when applicable) are responsible for ensuring the implementation of this
thispPoIic policy. The Senior Management Team (SMT) will oversee and make decisions in
v case of extreme circumstances.
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Aims and Objectives
The aim of this policy is:
¢ To ensure that the school has regard to and follows the statutory framework

¢ To inform Governors, staff, and parents of pupils of the procedures to be followed in circumstances
where a pupil may be missing or in the case where a child has not been collected from school

Introduction

The school takes rigorous measures to always ensure the safety and wellbeing of pupils. Pupils are
registered throughout the day and pupils are made aware that they must stay within the bounds of
the school. A duty rota is in place where children are supervised by staff before morning registration
during breaks and at the end of the school day. All visitors to the school are issued with a lanyard via
Reception and accompanied by an adult if not DBS trained.

Registration

Pupils are registered electronically by their class teacher/ tutor or tutor bases at the start of the school
day at 8:20am, pupils are also registered after lunch.

If a pupil is leaving the school or enters the school outside of AM registration, they must register via
the school office and sign in/ sign out of inventory.

Procedures

The School Office staff compile the absence list for the day in the morning. The list also includes other
reasons for absence, for example, early collections for appointments.

The School Office follows up any unauthorised absences by physically checking the pupil timetable,
their class or other lesson, such as peripatetic lessons, and other attendance lists, such as the Matrons
office. If this does not resolve the matter the School Office makes a telephone call to the pupil’s home
and a daily list of absences unaccounted for is given to the Deputy Head.

The School Office follows the same procedure about afternoon registration also.

During the week, boarding pupils are registered on arrival at boarding and informal rolls are taken
later in the evening and at pupil bedtimes.

When a pupil is collected from School during the school day, due to illness or a prearranged
appointment, they must ALWAYS be collected from the School Office or the Matrons office. A note is
made in the register to record the fact that they are no longer on the school premises and they sign
out via inventory.



Missing Child During the Normal School Day

If it is suspected that a pupil is missing, in the first instance staff will maintain the safety and wellbeing
of other pupils in their care. The member of staff concerned will immediately alert the School Office
to ascertain if the pupil has been collected. The School Office will try to contact the pupil directly. The
Office will contact the School Matron in case the pupil is in the Medical Centre. Staff will speak to
other pupils to see if they have any helpful information. The Headmaster or a member of the School
Senior Management/Leadership Team (SMT/SLT) will be informed. A search of School premises and
other reasonable areas will be undertaken by as many staff as are available. The tutor/ Head of Year/
Head of Juniors/ Head of Pre-Prep will be contacted to see if he or she has any helpful information. If
the pupil cannot be located within approximately 30 minutes, a member of the SMT/ SLT will contact
home to see if the child has gone home and immediately ensure parents are informed if they
themselves are not at home. If the pupil’s whereabouts are still unknown the Headmaster or a
member of the School SMT/SLT will contact the Police. The Headmaster will inform the Chair of
Governors. If the Headmaster is not in school the Deputy Head will inform the Headmaster and they
must inform the Chair of Governors themselves. The Police will take over the search and all relevant
information will be passed to them. A written record will be made as soon as possible of the incident;
it will include details of all action taken by staff and be placed in the pupil’s file (Appendix A).

The following factors should be considered at all stages of the decision-making process:

e Previous behaviour patterns

e State of health and any requirement for medication

e State of mind at time of absence

e Time of day/night

e History of self-harm

e Physical or learning difficulties

e  Whether the pupil is perceived as running to someone or from a situation.
e Family background

Although parents will have a significant say in the school’s decision, if a pupil has gone missing under
the school’s care and control, parental wishes may be overruled - e.g. the school may wish to ring the
Police even though parents do not. If the parents insist upon police involvement sooner than the
school advises, the parents ‘wishes will be respected. If neither parents nor guardians are contactable
then the SMT/SLT will decide when to inform the Police.

When reporting to the Police the following information will be passed on:

e A full description of the child

e precise details of when the child was last seen, by whom and with whom

e arecent photograph and family addresses

e Any circumstances, which may increase the risk to the child, should be drawn immediately to
the attention of the Police

On receiving a report of a ‘missing’ child, the Police will record and make enquiries in accordance with
their policy and procedures. Ownership of a ‘missing’ person enquiry remains with the Police.

NON-COLLECTION OF A PUPIL



Aim

It is rare that a pupil is not collected by his parents or by an authorized or known adult at the end of a
school day. In such circumstances the school will put into practice procedures to ensure that the pupil
is cared for safely. Pupil safety is paramount and all of the staff realise, and accept, that we have a
duty of care to all pupils at Aldwickbury whilst they are in our care. This policy applies to all year groups
in the school including EYFS. Parents are made aware of these procedures through the website and
occasional reminders in newsletters.

The Procedure

The school has all of the possible contact details for the parents and carers. We also ask for contact
details of friends or relations who can be reached in emergencies. These are updated annually, and
parents are aware of their responsibility to inform the School Office of any changes that occur. These
details are entered on the school’s database and alterations kept up to date.

Pre-Prep (Reception to Year 2) Including EYFS.

If a parent does not arrive at the end of the school day and no message has been received, a pupil will
be looked after by a member of staff whilst the teacher or Head of Pre-Prep telephones the parent or
emergency number to ascertain an arrival time. If the pupil is placed into After School Club the parents
in Years 1 and 2 will be charged for the session if they do not arrive by 3.30pm; in EYFS charges will be
enforced after 3.15pm. At this time, they will be signed into the ASC and normal procedures will be
followed. The Head of Pre-Prep will keep a record of pupils who are persistently collected late.

Junior Department (Years 3 and 4)

The Junior Department staff will take any pupil to the office if their parents have not arrived by 4.10pm
and no message has been received. The secretaries will then attempt to contact their parents. If this
is not possible, they will be placed in ASC at 4.20pm and the parents will be charged for the session.
Normal procedures will be followed; the pupils will be signed in and out. If the parents are on their
way and do not wish to have their child in ASC the pupils will remain in the Front Hall and the parents
will collect them from there, the secretaries will ensure that they leave safely with their parents. The
secretaries will keep a record of the pupils who are collected late.

Years 5 and 6

Any pupil who is not collected by 5.20pm will be placed in the ASC by the member of staff on duty.
The pupils will need to sign in and then be signed out in the normal manner and the parents will be
charged for the session.



Years 7 and 8 and those in Year 5 and 6 who have been at ASC or in an activity
(Monday to Thursday)

Any pupil not collected by 6:00pm should be taken to the dining room by the Duty Staff/ASC supervisor
to wait for their parents under the supervision of the boarding staff. If no message has been received
the matron will try and contact the parents at this stage. Should circumstances require, the pupil may
have Boarders’ Supper. The charge will be at the normal rate. The boarding staff will take responsibility
until the pupil is collected by the parents or another known adult. A member of the SMT will also be
on duty until the last child is collected. The headmaster also resides on site. The boarding staff must
be informed when the pupil is collected by his parents or a known adult. The duty staff (boarding)
should ensure that the office and the Deputy Head are informed via email (office@aldwickbury.org.uk
) of pupils who are not collected after 6.15pm and this will be recorded by the secretaries.

(Friday evenings)

A member of staff is on duty on a Friday evening and will be in the car park. If a pupil has not been
collected by 6.00pm then the parents should be contacted. The member of staff will take responsibility
for the pupil until his parents or another known adult collects the pupil. The duty staff should ensure
that the office are informed via email (office@aldwickbury.org.uk ) of pupils who are not collected
after 6.00pm and this will be recorded by the secretaries.

End of Term/Half Terms (all year groups including EYFS)

In the Pre-Prep any pupil not collected 15 minutes after the designated collection times should be
taken to the Head of Pre-Prep so that contact can be made with the parents. The form teacher or
another member of staff should wait with the pupil and ensure that he leaves the premises safely.
This will be recorded by the Head of Pre-Prep. Any pupil in Years 3 to 8 who has not been collected by
15 minutes after the designated collection time should be taken to the office so that contact can be
made with the parents. The form teacher or another member of staff should wait with the pupil and
ensure that he leaves the premises safely. This will be recorded by the office staff. This procedure also
applies on any occasion when the School finishes before the normal end of the day. Pupils still
uncollected an hour after their collection time (all year groups including EYFS).

In the extreme circumstances that the school cannot contact a pupil’s parents an hour after his
arranged collection time then the Headmaster (or a member of the SMT) and in the Pre-Prep, the
Head of Pre-Prep should be informed. They will then take responsibility for the situation and continue
to make every effort to contact the parents. They will also try and contact the other named persons
that the parents have given to the office. In such circumstances where the parents still cannot be
contacted the headmaster or Deputy Head will contact police and social services. A full written report
will be made.

The Governors will undertake an annual review of this document through the Education Sub-
Committee and the Senior Management Team.
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