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Aim 

We actively work to provide a secure, safe environment; a school where children want to come to 

enjoy learning with others as part of a caring community. We recognise that it is highly unlikely that a 

child will try to abscond from our academy, but this policy is to ensure we are ready to deal with this 

eventuality, should it occur. 

Policy Statement 

The academy will maintain a secure environment. Our priority is to support all children so that they 

feel happy, supported and safe at the academy. During the normal academy day, the playground 

pedestrian gates (when not in use) will be locked. Access is by intercom to the main office via the Leek 

Road. The main vehicle entry and exit route from the academy is also locked by an intercom system; 

pedestrian exit routes are locked and are opened with a key.  

Roles and Responsibilities:  

a) The headteacher or member of staff in charge is responsible for the direction and management of 

staff when a child goes missing from/within the academy. If the headteacher is absent from the site, 

they must be informed as soon as possible.  

b) The class teacher or the teaching support assistant (if working independently with the pupil) is 

responsible for caring for the child (until the child leaves the premises). They will be responsible for 

seeking additional help if this is felt to be necessary.  

c) Parents/carers of pupils are responsible for supporting the work of the academy. They are 

responsible for encouraging their children to adhere to all academy procedures and policies.  

d) Once the academy has informed the parents that their child has absconded, parents and carers are 

responsible for actively supporting the academy with the subsequent procedures and actions. This 

could include coming to the academy to help secure the safety of the child after he/she has left the 

premises as well as meeting with the headteacher/welfare team/directed staff in order to agree 

subsequent actions. 
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Procedure 

If a pupil is suspected of leaving the academy site or going missing within the academy site without 

permission, then it must be assumed that they will be in an emotional or crisis state. 

Missing Child – unknown location 

Stage One - Search systematically  

 All available staff immediately check toilets, shared areas, rooms and playground to ensure the 

child is not hiding or locked in anywhere.  

 One member of staff immediately informs the academy office and the headteacher, or member of 

staff in charge, and check whether the child has been signed out for an external appointment or 

has an internal appointment with a visiting professional. (school nurse/speech therapist etc.) The 

online Sims register will need checking by office staff as soon as a missing child has been reported.  

 One member of staff (class teacher or directed member of staff) to gather the class and call the 

register to confirm that the one named child is missing.  

 Staff will ensure that all other pupils are safe and closely supervised throughout the incident 

should it be during the academy day.  

 Calm should be maintained in the event of a child reported missing. 

Stage Two 

 After stage one is completed without resolution (no more than 10 minutes), academy office staff 

will contact the police and parents/carers with parental responsibility (PR). If the office cannot 

contact an adult with PR, then the pupil’s contact list will be used. At this point, the academy will 

support the police who will now lead the response to the incident. The headteacher will liaise with 

emergency services and parents/carers.  

 Consideration will be given as to whether the search should be extended beyond the academy 

perimeter. This decision will be based on staff's knowledge of the child; on the levels of risk; on 

what action is in the child's best interests; and with the authorisation of the headteacher. 

 Staff will call registers in all classes to confirm presence of other pupils if the event is during the 

academy day.  

Stage 3 

 As soon after the incident as practicable, a written record of the incident and any action taken 

should be made and placed in the pupil’s confidential record. All staff should input relevant 

information into its recording system; this should include conversations with parents, carers, 

child minders, police, the Local Authority and any other person they feel has contributed to the 

collection of evidence.  

 Following the incident, the senior leadership team will conduct an internal investigation to 

establish how the situation occurred, how effective the response was and whether action could be 
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taken to ensure it does not happen again. This information should also be collected in writing and 

recorded in the academy recording system. 

 Once the pupil returns to the academy, the welfare team/directed staff will conduct direct work to 

support the pupil.  

 An individual risk assessment will be updated or completed.  

 The welfare team/directed staff will seek support from external agencies where required.  

 

Pupil absconded – aware of location  

Stage 1 

 If it is known that the child has left the site, dynamic risk assessments must be made.  

 Staff must seek authorisation to leave the academy premises from the headteacher/member of 

staff in charge. 

 Staff are not to engage in conversation with the child if they appear to be in a distressed state and 

unable to act in a controlled manner. 

 Staff will not chase or follow the pupil as this could lead to the pupil wandering further afield, 

acting impetuously, or causing harm to themselves or others. 

 At all times, staff must be aware that active pursuit may encourage the pupil to leave the 

immediate vicinity of the academy and may also cause the pupil to panic. 

 Staff will try to keep the child in sight if it does not add any additional risks to the situation. Often 

when moving back towards the building, a child may follow. 

 As soon as the pupil leaves the academy premises, stage 2 must be initiated.  

Stage 2 

 Office staff will contact the police and parents/carers with parental responsibility. If the office 

cannot contact an adult with PR, then the pupil’s contact list will be used. At this point, the 

academy will support the police who will now lead the response to this incident. The headteacher 

will liaise with emergency services, parents/carers and staff.  

Stage 3 

 As soon after the incident as practicable, a written record of the incident and any action taken 

must be made and placed in the pupil’s confidential record. All staff should input relevant 

information onto the academy recording system; this should include conversations with parents, 

carers, childminders, police, the Local Authority and any other person they feel has contributed to 

the collection of evidence.  

 Following the incident, the Senior Leadership Team will conduct an internal investigation to 

establish how the situation occurred, how effective was the response and whether action could be 

taken to ensure it does not happen again. This information must also be collected in writing and 

recorded onto the MyConcern/Management system. 
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 Once the pupil returns to the academy, the welfare team/directed staff will conduct direct work to 

support the pupil.  

 An individual risk assessment will be completed.  

 The welfare team/directed staff will seek support from external agencies where required.  

De-escalation techniques  
 
It may help to use de-escalation techniques such as: 
 

 use restorative language (to avoid asking why they are doing something).  
 move calmly  
 make simple, clear statements to the pupil  
 keep your voice quiet, firm and assured  
 lessen the threat of your presence by sitting down or allowing the pupil space  
 talk to the pupil  
 offer comfort, reassurance and security  
 maintain eye contact  
 when possible, have help at hand  
 find a way to allow the pupil to ‘save face’  

 
It is usually unhelpful to:  
 

 give complex advice or instructions  
 speak quickly and loudly  
 corner a child or stand too close  
 attempt to reason by asking questions 

 
When the child is found: 

We recognise that during the time a child is missing, however briefly, all involved (parents/carers and 

others) suffer great fear, guilt and distress. It is not always easy to control all these emotions when the 

child is found. We accept that it is important to remember:  

 that the child might also have been afraid and distressed and might now be in need of comfort  
 to remain calm, reassure the child and acknowledge it is not the child’s fault  
 to ensure the child is not hurt  
 that the incident provides a good opportunity to talk to all the children to ensure that they 

understand how to keep themselves safe and that they must not leave the premises, and why 
 that after the incident, we will review our current procedure, evaluate processes and make 

necessary adjustments to ensure future effectiveness. 
 

Links with other policies 

 Child protection and safeguarding policy and procedures 

 Positive Behaviour Policy 

 Health and Safety Policy 


