Procedure 2.04 
Missing Child Procedure

Version dated: 26 April 2006

A. Purposes

1. To ensure that in the event of a child going missing the school takes appropriate and timely action in the interests of the child’s safety and welfare.
B.  Missing Child Procedure

1. If a child is unaccounted for all members of staff share responsibility for following these procedures.

2. The most senior member of staff on hand at the time is responsible for ensuring that this procedure is followed.

That staff member will print off this form and check off each action as it is completed.  Note the time each action was taken and keep the form as a record. 

If a child is missing AFTER SCHOOL
· check with the class teacher to

· see if there is any information available about when and how the child left school

· get the names of friends with whom s/he may have gone home

· Inform the most senior available member of the staff of the situation

· If you have any concerns about the child's safety because of his/her mood, intentions, or possible abduction, contact the police immediately and inform them of the circumstances

· Check "Contacts" card for phone numbers of family and emergency contacts

· Phone all "contacts" and

· explain the circumstances

· ask them if they know where the child be or places the child might go

· ask if s/he has friends whose place s/he might be at

· ask them to call back if they find out where s/he is

· If appropriate ask a staff member to follow the route the child would usually have taken home, and to call at the home to see if the child is there.

· Phone families of the pupil's closest friends or classmates who usually go the same way home-ask if the pupil:

· knows where the child might be

· heard the child say anything that might help

· saw the child leave the school - and if so, who with

· knows anything else that might help

· … and follow up on any leads

· if the child is not located within 30 minutes

· inform the police regardless of the circumstances

· and, if the principal is not aware of the situation make every effort to inform him/her. If that's not possible inform one of the assistant principals
· and, if the parents have not been located by this time go all reasonable lengths to contact them. Any staff member has authority to do whatever is reasonably necessary to inform the parents and seek to locate the child.

· If after all of the above steps have been taken the child is not located

· hand the matter over to the parents and the police and offer the school’s assistance 

· complete documentation of the steps you have taken – give the notes to the principal.

· The most senior member of staff on hand should inform the Board chairperson or some other Board member 

· Carry out a post incident review – see the last section of this procedure 
If a child is missing ON THE WAY TO SCHOOL
· Contact the parents / caregivers (or if they’re not available the emergency contacts) and

· Inform them the child has not arrived at school

· Ask if they have any information that may help locate the child

· Inform the most senior available member of staff of the situation

· If you have any concerns about the child's safety because of his/her mood, intentions, or possible abduction, contact the police immediately and inform them of the circumstances

· Ask classmates and people who usually come the same way to school if they saw the child, or know anything that might help locate the child.

· If appropriate ask a staff member to follow the route the child would usually have taken on the way to school, and to call at the home to see if the child is there.

· If within 30 minutes the child is still unaccounted for

· inform the police regardless of the circumstances

· if the principal is not aware of the situation make every effort to inform him. If that's not possible inform one of the assistant principals
· if the parents have not been located by this time go all reasonable lengths to contact them. Any staff member has authority to do whatever is reasonably necessary to inform the parents and seek to locate the child.

· If after all of the above steps have been taken the child is not located

· hand the matter over to the parents / caregivers and the police and offer to assist in any way you can

· document the steps you have taken to follow these guidelines and hand the notes to the principal.

· The most senior member of staff on hand should inform the Board chairperson or some other Board member.

· Carry out a post incident review – see the last section of this procedure 
If a child is missing DURING THE SCHOOL DAY
· Seek the assistance of the most senior available member of staff

· If you have any concerns about the child's safety because of his/her mood, intentions, or possible abduction, contact the police immediately and inform them of the circumstances

· If the child was not seen leaving the grounds carry out a thorough search of the grounds and buildings with the assistance of available staff and/or senior pupils.

· Contact the parents / caregivers (or if they’re not available the emergency contacts) and

· Inform them the child is missing

· Ask if they have any information that may help locate the child

· Ask classmates and friends if they saw the child leave the school, or know anything that might help locate the child.

· If appropriate ask a staff member to follow the route the child would usually have taken on the way to school, and to call at the home to see if the child is there.

· If within 30 minutes the child is still unaccounted for

· inform the police regardless of the circumstances

· if the principal is not aware of the situation make every effort to inform him. If that's not possible inform one of the assistant principals
· if the parents have not been located by this time go all reasonable lengths to contact them. Any staff member has authority to do whatever is reasonably necessary to inform the parents and seek to locate the child.

· If after all of the above steps have been taken the child is not located

· hand the matter over to the parents / caregivers and the police and offer to assist in any way you can

· document the steps you have taken to follow these guidelines and hand the notes to the principal.

· The most senior member of staff on hand should inform the Board chairperson or some other Board member.
· Carry out a post incident review – see below

Post-incident review
After each incident the principal will meet with the staff involved, and if appropriate with external agencies, to

· identify ways in which the school’s response could have been improved, and

· if necessary to propose changes to these procedures
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