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Policy for Uncollected Children and Children who go missing during the school day. 
 

‘I can do all things through Christ who strengthens me.’ Philippians 4:13 
  
Happiness is at the heart of the curriculum at Croft Church of England Primary School.  
 
At Croft School, we believe that happiness is… the feeling you get when you help others and contribute to the world; 
when you work hard at something that was difficult to begin with; when you feel safe, cared for and respected; when 
you feel confident in your uniqueness and know where you are going.  

 

 
Our aim is to ensure the health, safety and well-being of children in our care at all times. 
 
At the beginning of the school day and after lunch children will be marked present in the class register. Any 
children arriving late will be recorded appropriately, according to the attendance policy.  Any children 
absent at registration time without reason should be reported to the school office staff. This will be 
followed up by the school administrator by contacting the child’s parents/ carers. If no response is 
obtained immediately then the Head teacher will be informed and contact will be attempted throughout 
the day. If the whereabouts of a child cannot be established within 24 hours the Head teacher will inform 
social services.  
 
Missing Children 
Even when all precautions are properly observed, emergencies can still arise. Therefore, members of staff 
will undertake periodic head counts, especially at the transition points between lessons and playtimes. If 
for any reason a member of staff cannot account for a child’s whereabouts during the school day the 
following procedure will be activated: 
 

• The member of staff in question will inform both the Head teacher or most senior member of staff 
available and the school administrator that the child is missing and a team of staff will commence a 
thorough search of the entire premises. Staff will be careful not to create an atmosphere of panic 
and to ensure that the other children remain safe and adequately supervised. 

 
• Designated staff will conduct a search of the area surrounding the premises. All staff will be extra 

vigilant to any potentially suspicious behaviour or persons in and around school. 
 



• If after 15 minutes of thorough searching the child is still missing, the Head teacher or most senior 
member of staff on the premises will inform the police and then the child’s parent/carer. 

 
• While waiting for the police and the parent/carer to arrive, searches for the child will continue. 

During this period, other members of staff will maintain as normal a routine as is possible for the 
rest of the children in school. 

 
• The Head teacher will be responsible for meeting the police and the missing child’s parent/carer. 

The Head teacher or senior staff member will co-ordinate any actions instructed by the police, and 
do all they can to comfort and reassure the parents/carers. If the Head teacher is not on the 
premises, they will at this stage be informed. 

 
• Once the incident is resolved, the Head teacher and all staff will review relevant policies and 

procedures and implement any necessary changes (paying particular note to the relevant provisions 
of the School’s Site Security and Risk Assessment policies). 

 
• All incidents of children will be recorded and in cases where either the police or social services have 

been informed, the Local Authority and CEO of the Trust will also be informed, as soon as is 
practicable. 

 
Uncollected Children 
 

• The school expects children to be collected at the end of the school day, which is 3.30pm. Parents 
can collect children from Early Years from 3.00pm. 
 

• The school gates are opened at 3.20 p.m.  
 

• Children are escorted into the playground by a member of staff and handed over to their 
parent/carer. Parents/carers are expected to wait in the playground to collect their child. Parents of 
children in Early Years will collect their children from the classroom. 

 

• Children may walk home on their own if the head teacher has been made aware of this in writing 
and a risk assessment has been completed with parents and child.  

 
At the end of the school day 
The class teacher will ensure that all children are collected by a parent, carer, or designated adult. If for 
some reason a child is not collected at the end of the school day, the following procedures will be 
activated.  
 

• If a parent, carer or designated adult is more than 15 minutes late in collecting their child, the Head 
teacher will be informed and a record will be kept. 

 
• The school administrator will call the parent, carer or designated adult, and use any other 

emergency contact details available in order to try to ascertain the cause for the delay, and how 
long it is likely to be. Messages will always be left on any answerphone requesting a prompt reply. 

 
• While waiting to be collected, the child will be supervised by a member of staff who will offer them 

as much support and reassurance as is necessary.  
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• If, after repeated attempts, no contact is made with the parent, carer, or designated adult the child 
will be transferred to the care of the Out of School Club staff and the relevant fee will be 
chargeable. A member of staff will continue to try to contact the parent, carer, or designated adult. 

 
• If at the end of the Out of School Club session staff have still been unable to make contact, the Head 

teacher, or most senior person on site, will call the local social services department for advice. 
 

• In the event of the Social Services being called and responsibility for the child being passed to a 
Child Protection agency, the Head teacher will attempt to leave a further telephone message with 
the parent/carer or designated adults’ answerphone. Furthermore, a note will be left on the door of 
the school premises informing the parent, carer, or designated adult of what has happened. The 
note will reassure them of their child’s safety and instruct them to contact the local Social Services 
department. 

 
• Under no circumstances will a child be taken to the home of a member of staff, or away from the 

school premises unless absolutely necessary, in the course of waiting for them to be collected. 
 

• Incidents of late collection will be recorded by the Head teacher and discussed with parents/carers 
at the earliest opportunity.  

 
This policy was reviewed in November 2021 and will be reviewed annually with the school’s safeguarding 
policies. 
 

Written by Simon Robson 

Date for Review November 2022 

Signed – Head teacher Simon Robson 

Signed -  Chair of Governors Alison Russell 

 


