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Missing Pupil Policy 

(including EYFS) 
 

 

Policy Statement 

 

Scope 

 

This policy applies to all staff (including volunteers), pupils and parents of Ipswich 

High School.  The procedures in this policy may be adapted as necessary.  The 

Head has a wide discretion in relation to the procedures in this policy.  This policy is 

a mandatory requirement of the Boarding Schools National Minimum Standards 

(Department for Education April 2015) 

 

Aims 

 

Through the operation of this policy we aim to: 

 

• Protect the health and safety of all pupils at the School; 

• Ensure staff know how to respond if a pupil or boarder goes missing 

 

 

Prep School including EYFS  

 

Procedures to be followed to minimise the risk of a pupil being lost: 

 

• All exits from the premises are closed and have entry/exit systems which 

make it unlikely for a child to leave unobserved/unattended, while allowing 

rapid exit for the whole group in the case of an emergency 

• An accurate and up-to-date register is kept.  Registers are taken formally at 

the beginning of the school day, and at the start of the afternoon session.  

Regular head counts are also taken throughout the day.  Registers are taken 

for all enrichment sessions, on Evolve  

Ipswich High School is a proprietorial school owned by Ipswich Education 

Limited (IEL), whose Board has the legal responsibility to ensure that all 

regulatory requirements are met.  This means that the Board of Local 

Governors (BLG) has a role that is different to many independent schools.  

It is the role of the BLG to act as ‘critical friend’ to the school and to 

provide it with strategic guidance and oversight.  The Governors, 

therefore, have powers of scrutiny and are enabled to make 

recommendations to the Ipswich Education Ltd Board (IELB) for change 

and improvement.  Governors’ meetings are held every term. 
 



 

 
 

• Children sign in and out, via the Prep Receptionist, to attend peripatetic 

lessons 

• Special care is taken to ensure that children know where they may and may 

not go (via class teacher/assemblies) 

• All children are told the rules, and the reasons for them 

• Prominent notices alert any visitors to the need to keep doors closed and to 

the reason for this 

• Parents and staff work together for the safety of all the children in the group.   

 

Prep School Procedures to be followed if a pupil is missing from a lesson or activity:  

 

1. Find Out Quickly 

The chances of finding a missing child/pupil safe are greatest if the child/pupil’s 

absence is soon discovered.  Know how many children/pupils should be 

present and make someone responsible for regular counted checks. 

 

2. Search Systematically 

The class teacher is responsible for the missing child and also for the other 

children in the group.  Gather the remaining children into one large group – 

having a story, perhaps, with one adult – while the rest search. 

 

Without alarming them, ask the children themselves whether they have seen 

the child who is missing.  They can sometimes be a useful source of information. 

 

Check that all the adults are present and that all know the problem.  It is useful 

to establish, if you can, who last saw the child, when and doing what. 

 

Check every room in the building, including toilets, and any accessible outside 

area, using the caretakers, via reception. 

 

The Head of Prep School should be informed at this point. 

 

Senior School Procedures to be followed if a pupil is absent from a lesson or 

activity: 

 

• Member of staff should ask other pupils in the class if they know the 

whereabouts of the pupil 

• Reception and key members of staff should be informed by the member of 

staff aware of the missing pupil as soon as possible using the ‘Missing 

Y…Pupil’ email address (recipients of ‘Missing Pupil’ email are: Head of 

School, Deputy Head, Head of Senior, School Nurse, Head of Year, Librarian 

and Reception) 

• The receptionist should: 

o Check the absence list for that day 

o Check the signing out book 



 

 
 

o Check the music timetables 

o Ring the Music Department 

o Ring the School Nurse to see if the pupil is in the Medical Room 

o Ring the LRC in case the pupil is there 

o Inform the teacher if the pupil has signed out or is in one of the above 

locations 

• If the pupil has not signed out, the receptionist will contact the caretakers to 

search the school premises and the ‘Missing Pupil’ recipients will assist with 

the search of the school buildings, searching every room in the school  

buildings and all accessible outside areas, including out of bounds areas.  

Key staff will try to make contact via the pupil’s mobile phone. 

• The Head should be informed at this point. 

• If the pupil is found on site or in the vicinity, the School staff will make a 

concerted effort to persuade the pupil to return to the School buildings.  If 

the pupil refuses to do so, staff members at the scene will continue to  

monitor the pupil’s whereabouts.  Staff should consider contacting parents in 

such circumstances. 

• If the pupil is not found after the initial search, a member of the key staff will 

ring Reception to register the pupil as missing, together with any suggestions  

 

as to where the pupil might be based on information gained from speaking 

to staff and other pupils.   

 

For both Senior and Prep Schools: 

 

3. Parents 

If, following the search as described above, the pupil has still not been found, 

then, alarming them as little as possible, the child/pupil’s parents should be 

called. In the Prep School, the Prep Head will call and in the Senior School, the 

Deputy Head will call.   If the parents are abroad, there may need to be a 

delay in contacting them.  All decisions on contacting parents should be made 

by the Deputy Head (Seniors) or Prep Head. 

 

4. The Police 

If the above steps do not locate the child/pupil, the Deputy Head (Seniors) or 

Prep Head will contact the police and inform the parents (where appropriate) 

and provide the police with all relevant information listed in Section 8 below as 

well as any further information reasonably requested by the police. 

 

5. The Accident and Incident Book 

This is important, even if, as is likely, the child is found safe within a few minutes.  

The Accident and Incident book provides an invaluable ongoing record of 

potential hazards as well as actual accidents.  Include in the record the last 

definite sighting of the child and anything unusual that day about the 

behaviour of that child or of any other children. 



 

 
 

 

6. Procedure for a pupil missing after school hours (lesson time) or during the night 

 

When a member of staff discovers that a pupil/boarder is missing after school 

hours (lesson time) or during the night, he/she will: 

 

• Check with other pupils/boarders and ask if they have any knowledge 

of the missing pupil’s whereabouts – if during the night, check with 

other boarders and ask if they have any knowledge of the boarder’s 

whereabouts 

• Conduct an initial search either of the school or boarding house and 

the immediate surrounds 

• Contact the duty Caretaker to assist with any external search 

• Contact the member of SLT on duty and inform him/her that a pupil is 

missing 

• All decisions about contact with parents should be made by the Duty 

SLT member 

• Contact other available members of staff (including caretakers) on 

site to conduct a wider search of the School site 

 

• The Duty SLT will contact the police and inform parents.  They will also 

provide the police with the information in Section 8 below.  

 

7. Procedure for a pupil missing during or following a journey 

If a boarder is missing from a journey or has not arrived at the School following a 

journey (for example, returning to School at the end of a holiday), the member 

of staff in charge will: 

• Attempt to contact the pupil 

• Check whether there were any delays or changes to the journey 

• Check with other pupils and ask them if they have any knowledge of 

the missing boarder’s whereabouts 

• Contact the venue or the people that the boarder had visited, if 

applicable 

• Contact hospitals and the police as described above 

 

8. Information to be provided to the police 

When the School contacts the police during either the day or night, the 

following information should be provided and therefore to hand at the time of 

the call: 

• The pupil’s name 

• The pupil’s age 

• An up to date photograph, if possible 

• The pupil’s height, physical description and any physical peculiarities 

• Any disability, learning difficulty or special educational needs that the 

pupil may have 



 

 
 

• The pupil’s home address and telephone number 

• A description of the clothing the pupil is thought to be wearing 

• Any relevant comments made by the pupils such as ‘I am going to run 

away to London’ 

 

The information will then be passed to the various police stations through police 

channels and no further notifications from the School should be necessary.   

 

9. When the child/pupil is found: 

During the time a child/pupil is missing, however briefly, all the adults involved – 

parents and others – suffer great fear, guilt and distress.  It is not always easy to 

control all these emotions when the child/pupil is found.  It is important to 

remember: 

 

• That the child/pupil also might have been afraid and distressed and might 

now be in need of comfort 

• That the child/pupil may be completely unaware of having done anything 

wrong 

• That the incident provides a good opportunity to talk to all the 

children/pupils to ensure that they understand that they must not leave the 

premises, and why. 
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