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Policy statement
Jill Schools International wants to ensure that all the students who have been entrusted to its care are safe and secure when they are at school. Therefore, it is very important that the staff knows what to do when a child gets missing, so that we can follow the right procedure.

Definitions
LOST
 - (of a person) unable to find your way, or (of an item) not to be found.
MISSING PERSON
 - someone who has disappeared and is no longer in communication with their family and friends
Procedure when a child is lost/missing from school
In the unlikely event when a child is lost/missing, the following steps need to be taken:
1. A member of staff noticing a child missing from the group should search carefully all the areas used by that group since the child was last seen to eliminate misunderstanding.

2. Staff should call the headteacher/principal to organise a search of the rest of the building and outside area.

3. If the child is not found, the child’s parents should be alerted.

4. Security/care takers can be given a description of the child and photo if available.

5. Information can be sought from other children in the group according to age.

6. A member of staff may be detailed to search outside the building if there is any information to suggest the child’s possible whereabouts or direction of travel.

7. Headteacher/Principal and parents will liaise re calling Police.

8. If the child is not found after 15 minutes the police will be called.

Procedure when a child is lost/missing during an outing
If a child is lost on an outing the member of staff noticing the child missing should alert other members of the party and carry out a number check. If the child is still missing, the following steps need to be taken:

1. A member of staff or the whole group if appropriate should retrace their movements to the last place that the child was seen.

2. Another member of staff should alert the management of the organisation being visited and the headteacher/principal to let them know the situation.

3. Children on the visit should be asked for any relevant information if appropriate.

4. If the child is not found straight away the School will alert the parents.

5. If the child is not found after 15 minutes the police will be called
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