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Missing Children Policy
Armley Grange School 

 
INTRODUCTION ​ ​(and Safeguarding Statement) 
The welfare of all our children at Armley Grange School is of paramount responsibility.  A child going missing from education, particularly on repeat occasions, is a potential indicator of abuse or neglect, including child sexual exploitation and so called 'honour based' violence. Every adult who works at the school has been trained to appreciate that he or she has a key responsibility for helping to always keep all the children safe.  Every member of our staff who works with children has read Part 1 of Keeping Children Safe in Education.   
Our staffing ratios are generous and are deliberately designed to ensure that every child is supervised the whole time that he or she is in our care.  ​ 
During the school day, teachers are also expected to be aware of any pupils missing from their lessons and to follow up any concerns they might have about a pupil’s absence from a lesson. Armley Grange School understands a “missing” pupil to be, a pupil does not present without authorisation or explanation. This policy applies to all pupils in the school. The school is fully committed to ensuring that the application of this policy is non-discriminatory in line with the UK Equality Act (2010). The school seeks to implement this policy through adherence to the procedures set out in the rest of this document.  
Whilst on trips away from school, these will be risk assessed and overseen by the Educational Visits Coordinator.
Children missing education - GOV.UK
This policy should be read in conjunction with: Safeguarding Policy, Keeping Children Safe from Radicalisation Policy, Attendance Policy, Fire Policy, Educational Visits Policy  
Armley Grange School understands missing pupils to belong to two distinct categories:  
· pupils who are present on any given day on the school site but then go missing at some point during the day without authorisation or explanation 
· pupils who are absent from school without authorisation or explanation and who have not been marked present in the attendance register i.e. they have not disappeared from the school premises; rather they are missing from school altogether. Please see attendance policy
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· Missing from care" refers to a child who is in the care of a local authority but whose whereabouts are unknown. This occurs when the child is not at their placement or expected 

location, such as school, and their location cannot be established. Unlike "absent," which can be for known reasons or with known whereabouts, the "missing" classification implies that the child may be at risk of harm or that there are significant concerns for their safety. 
ACTIONS TO BE FOLLOWED BY STAFF IF A CHILD GOES MISSING FROM THE SCHOOL ​ 
Our procedures are designed to ensure that a missing child is found and returned to effective supervision as soon as possible.  If a child was found to be missing, we would carry out the following actions: ​
· All registers are completed in the morning and the afternoon.
· Inform a member of SLT, Pastoral Team or DSL team
· Ask all the adults when they last remember seeing the child 
· Occupy all the other children in their classroom(s) with a relevant activity 
· At the same time, arrange for one or more adults to search everywhere within the Grange and Annex buildings, carefully checking all spaces, cupboards, bathrooms.
· Once buildings have been checked, the DSL team will search the outside areas keeping in contact via radio, whilst admin team check CCTV footage.

If the child is still missing, the following steps would be taken: ​ 
· Inform the Head teacher and/or Deputy Headteachers
· Pastoral /DSL to walk the surrounding area from the school ground keeping radio contact. The Head teacher would arrange for staff to search the rest of the school premises and grounds
· Ask the Head teacher (or other SLT member in his absence) to ring the child's parents and explain what has happened, and what steps have been set in motion.  Ask them to come to the school at once. 
· The DSL/Head teacher would notify the Police 
· The DSL would inform the school's Local Authority Designated Officer (LADO) 
· The school would co-operate fully with any Police investigation and any safeguarding investigation by the local authority. 
· Inform the Chair of Governors (Nick Simpson)
· The school's insurers would be informed 
If the child is injured, a report would be made under RIDDOR to the Health & Safety Executive (HSE) ​ 
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During the investigation into the missing child, the school, in consultation with OFG, the police and the LADO, will decide what information should be given to other parents, staff and other pupils and how press enquiries are to be dealt with. A full record of all activities taken up to the stage at which the child was found would be made for the incident report.  If appropriate, procedures would be adjusted. 

ACTIONS TO BE FOLLOWED BY STAFF IF A CHILD GOES MISSING ON AN OUTING ​ 
· An immediate head count would be carried out to ensure that all the other children were present 
· An adult or adults depending on ratios would search the immediate vicinity 
· Inform the SLT/DSL by mobile phone 
· The remaining children would be taken back to school 
· Ask the Head teacher to ring the child's parents and explain what has happened, and what steps have been set in motion.  Ask them to come to the venue/ the school at once 
· Ask the EVC to contact the venue and arrange a search 
· Contact the Police 
· The DSL would inform the school's LADO 
· The school would cooperate fully with any Police investigation and any safeguarding investigation by the local authority 
· Inform the Chair of Governors (Nick Simpson)
· The school's insurers would be informed 
· If the child is injured a report would be made under RIDDOR to the Health & Safety Executive 
(HSE) ​ 
A full record of all activities taken up to the stage at which the child was found would be made for the incident report.  The school will review its procedures and, if appropriate, these would be adjusted. ​ 
ACTIONS TO BE FOLLOWED BY STAFF ONCE THE CHILD IS FOUND 
· Outline the reasons to the pupil cohort why they should not leave the premises/separate from a group on an outing 
· The Head to discuss events with the parents and give an account of the incident to relevant people
· Media queries will be referred to the Head & media team at OFG 
· The investigation should involve all concerned providing written statements 
· The report should be detailed covering: time, place, numbers of staff and children, when the child was last seen, what appeared to have happened, the purpose of the outing, the length of time that the child was missing and how s/he appeared to have gone missing, as well as lessons for the future. ​ 
 Document Name: Missing Children Policy   Document Type: Policy   Policy Owner: Headteacher 
Last Review Date: September 2025   Next Review Date: September 2026 Version 1




Homepage | Leeds Safeguarding Children Partnership

The Philomena Protocols
The Philomena Protocol is a scheme that asks carers to identify children and young people who are at risk of going missing, and to record vital information about them that can be used to help find them quickly and safely.
The carer adds details about the young person to the Philomena Protocol form (which you can download below), including:
· a physical description
· who their friends are
· a recent photograph
· whether they've gone missing before
If you're concerned that a young person might go missing, fill in part one of the form as soon as possible. Please make sure you review the details and keep them up to date.
The police only need to see the completed form if the child or young person is reported as missing.
If you discover the person's gone missing, you should try to find them immediately. If you can't, you can report a missing person online and use the information that you have on your Philomena Protocol form.
If it's an emergency and the young person is in danger, phone 999. 
If a young person leaves your care
The Philomena Protocol is used in many areas nationally, so please transfer the form to the new carer, who will be responsible for keeping it safe and up to date. Similarly, if a young person transfers to your care from another area, check whether they have an existing Philomena Protocol in place that you would now be responsible for.
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