
Policy 2.13

​ Kitebrook Preparatory School Missing, Lost or Uncollected Child Policy

​ (Including boarding, day and EYFS pupils)

Updated: 28.08.23

Reviewed By: BRS

Next Review date: 01.09.24

Lost or Uncollected Child Policy
Reviewed August 2024

Next review September 2024

Page 1 of 4



Kitebrook Preparatory School Policy 2.13 Missing, Lost or Uncollected Child Policy

1. Aims of the Kitebrook school with regard to lost or uncollected children:

1.1 At Kitebrook every effort is made to ensure the safety of each child during their entire time at the
school. In the unlikely event of a child getting lost whilst in the care of Kitebrook, the following procedures
will be put into practice to ensure a systematic approach and that a high level of care is maintained for
other children.

2. Lost child in school

2.1
● All visitors are signed in and out of the school through the main office. All staff must ensure all

visitors have signed in and out at the main school office.
● All staff ensure that the doors and gates to any outside area are closed.
● Any changes to the day to day arrangements are to be noted by the main office and posted in the

staff room.
● Staff complete registers on ISAMS in the mornings and afternoons.
● Children are not permitted to be collected by someone other than their carer/parent unless it is in

writing or has been verbally acknowledged by the carer/parent. Changes to any child’s normal
pick up routine should be sent to the main office and discussed with the Form/class teacher.
Should the situation arise whereby a child will be collected by a person unknown to the school,
their identity will be confirmed by contacting the relevant parent.

3. Procedures

3.1
● Once alerted or a concern is raised staff will gather the children for a story.
● The teacher in charge will then take a register. If it is discovered that the child is unaccounted for,

the teacher, teaching assistants and/or Early Years staff will begin a full search of the immediate
building (checking cupboards, toilets etc). The search will then spread outdoors and to the
immediate vicinity.

● While the initial search is being made, a member of staff will contact the Head and the office and
inform them of the situation. The teacher in charge will try to ascertain the last sighting and what
the child was wearing and also the mental state of the child (happy, sad etc).

● Exit gates to the property will be closed and vehicles will not be allowed to leave the premises
until the child is located.

● The Fire Drill will be alarmed and all pupils will follow the evacuation procedures, for pupils to be
counted and reported back.

● If the child is still not found after 15 minutes and we are sure they were onsite, the teacher in
charge will then telephone the police and follow their advice.

● The parent/carer will also be contacted.

4. Lost child on outings

4.1
● If going on a coach, the children will be counted on and off by their allocated adult and by the

member of staff in charge of the trip. The mini bus driver will also do a count when all the
children are seated before both departures. The office is provided with a list of the children going
on the trip and their allocated teacher/helper. The Group Leader takes a list of all children’s
contact numbers on the trip. When adults are assisting on trips they are given very clear
instructions to keep their children with them at all times. Parents are notified of departure and
return times.
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● If a child is lost, the adults and children will be asked to return to an agreed meeting point.
● A register will be taken. The teacher/helper in charge of the child will confirm last sighting and

what the child was wearing. Selected staff will be sent off to search and keep in contact using
mobile phones.

● The Trip Leader will alert officials at the venue and take their advice.
● If after 15 minutes the child is not found the police will be contacted and their advice sought.
● A member of staff will notify Kitebrook Office and Head.

4.2 When the situation of a lost child is resolved the members of staff will review the reasons for it
happening and ensure that measures are taken to prevent it from happening again.

5. Nature Walks/Outdoor Learning

5.1
● Depending on the age of the children at least two members of staff will go on a nature walk.
● The staff will always notify the office
● The staff will always carry a mobile phone.
● Staff take First Aid Kit, tissues and register.

6. Uncollected Child Procedure

6.1 The school 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 a session, the following procedures will be activated:

● If a parent, carer or designated adult is more than 15 minutes late in collecting their child a
member of staff 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 last. Messages will always be left on any answer phone 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.

● Early Years – If a child is not collected at lunchtime while they wait, they will stay with the rest of
the group eating lunch and join in the afternoon Pre-School session for which they may be
charged. Staff will continue to try to contact the parents/carers or other designated adults on the
emergency contacts sheet.

6.2 If a person arrives to collect a child who is not the parent, carer or designated adult then staff take that
person’s name and telephone the parents, carer or emergency contact of the child to establish whether or
not they have authorised collection. Under no circumstances are children allowed to leave with a person
other than the parent, carer or designated person.

6.3 At 3:20 pm Kite Club (Late Stay) begins and all remaining children will be registered for this. Late Stay
finishes at 5:45 pm Monday to Thursday and does not run on a Friday.

6.4 If at all possible parents are requested to contact the school office to inform the school if their child
will be requiring late stay or to discuss arrangements for their child to be collected.

6.5 If a child remains uncollected, the school will telephone the parents on their contact numbers and if
we are unsuccessful we will attempt to get in touch with the next person on the emergency contact list.

6.6 The staff will not release your child to an unauthorised person unless a parent has contacted the
school and asked for this to be carried out. The school will need to be given the name and address and a
description of the unauthorised person collecting your child to ensure that your child is released to the
correct person.
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6.7 We will do all we can to keep the child happy and content and to minimise anxiety.

6.8 If we have had no communication from the parent/carer by 7pm, or if despite our best efforts we have
not managed to contact the parents/carers we will inform Social Services/Police that we have an
uncollected child.

7. Extended Day

7.1 Kitebrook operates a Kite Club (Late Stay); for the Early Years and for pupils in Years 1 to 4. The Kite
Club (Late Stay) is supervised by Kitebrook staff. Any children not collected by 4:10pm will be taken to the
cottage until 5pm and then taken to the allocated Late stay classroom where they will be supervised until
6:00pm and parents will incur a late charge. After School staff will attempt to contact the parents. If a
child is not collected by 6:00 pm a member of the Senior Leadership Team will contact the parents and will
take over the care of the child.

7.2 Continual incidents of late collection will be recorded in the Kite Club (Late Stay) register and discussed
with parents/carers at the earliest opportunity.

8. Children missing from education

8.1 Please refer to the Safeguarding Policy and KCSIE in addition to the information below:
All staff should be aware that children going missing, particularly repeatedly, can act as a vital warning sign
of a range of safeguarding possibilities. This may include abuse and neglect, which may include sexual
abuse or exploitation and can also be a sign of child criminal exploitation including involvement in county
lines. It may indicate mental health problems, risk of substance abuse, risk of travelling to conflict zones,
risk of female genital mutilation, ‘honour’-based abuse or risk of forced marriage. Early intervention is
necessary to identify the existence of any underlying safeguarding risk and to help prevent the risks of a
child going missing in future. Staff should be aware of their school’s or college’s unauthorised absence and
children missing from education procedures.
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https://docs.google.com/document/d/109rmxgCy1XqwOFgN1CPqTIpb-uP-qDyyavc04D--EsE/edit#
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1014057/KCSIE_2021_September.pdf

