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Our Timothy Hackworth School Vision 

 

“May our Rights Respecting School be a happy place for us all to learn; where every 

one of us is valued and safe in our Timothy Hackworth School Family.  May we all be 

the best that we can be by making a positive difference to each other, our community 

in Shildon and the wider world in which we all live.” 

 

Mission Statement (written by children): 

We would like our school, which reflects British values, to be at the heart of the 

community, sharing, supporting and learning together with everyone as equals.  Our 

children have the right to high quality learning experiences to help them to be the 

best they can be. 

We encourage our children to be creative, unique, open-minded and independent 

individuals, respectful of themselves and of others in our school, our local community 

and the wider world. 

We aim to nurture our children on their journey through life so they can grow into 

safe, caring, democratic, responsible and tolerant adults who make a positive 

difference to British Society and to the world. 

 

1. Policy statement 
 

Timothy Hackworth Primary School guarantees that every effort will be made to 

ensure the safety of all children whilst in the care of the school. In the unlikely event 

of a child becoming lost whilst in our care, staff will immediately put into place the 



procedures detailed below to ensure a systematic approach to finding the child is 

taken and consideration is given to the levels of risk to the child.  

 

 

2. Aim 
 

We will ensure a search is made for the child as soon as possible and notify parents 

and authorities at the appropriate stage, maintaining a high level of care for other 

children in the group whilst these procedures are followed. 

 

 

 

3. Procedures 
 

3.1  Child missing in school 

 

If the child becomes lost in school, staff will ensure the following procedures are put 

into place: 

 

 The person in charge will carry out a thorough search of all the rooms in the 
building and the external areas. 

 The remaining children will be gathered into one large group while the 
remaining staff search for the missing child. The register will be taken to 
ensure no other children are missing. 

 The children will be asked if they have seen the missing child, as will all 
adults, to establish who last saw the child, when and where. 

 Doors and gates will be checked to determine whether there has been a 
breach of security whereby a child could have left the premises. 

 The Head Teacher will talk to staff to establish what happened. 

 If the child is not found, the parent or carer is contacted (alarming them as 
little as possible) and the missing child is reported to the police. 

 If the child is likely to have left the school premises, a member of staff will 
check the surrounding area. 

 

3.2 Child missing on visit/outing 

 

If a child goes missing from a school visit or outing, the school staff will ensure the 

following procedures are put into place: 

 

 As soon as it is noticed that a child is missing, the group leader will ensure a 
headcount is undertaken to check that no other child has gone astray.  

 One member of staff will search the immediate vicinity but not beyond that 
area. 

 The Head Teacher will be informed and will then act as the point of contact for 
the police as well as supporting staff. 



 The staff will contact the police using a mobile phone and report the child as 
missing. 

 In an indoor venue, the staff will contact the venue’s security who will support 
the search. 

 Staff will take the remaining children back to school and make appropriate 
arrangements with the venue staff in the event the child is found. 

 The school will contact the child’s parent or carer (alarming them as little as 
possible). 

 

3.3    Once the child is found 
 

Members of staff will care for and talk with the child, bearing in mind that he/she may 

be unaware of the impact of their actions and possibly be distressed and in need of 

comfort.  

 

Other adults present will take the opportunity to speak to the remaining children to 

ensure that they understand that they must not leave the premises. 

 

 

3.4    After the Incident 
 

 The class teacher will discuss the events surrounding the disappearance of 
the child with the child’s parents. 

 A short meeting will be held at the end of the sessions/start of the next 
session to give the parents brief and accurate information as soon as 
possible.  

 Liability should not be discussed until the incident has been fully investigated 
by the school and LA. 

 Staff and parents will be asked to refer any enquiries they have or any 
enquiries from the media about the incident to the Head Teacher. 

 

3.5     The Investigation 
 

The Head Teacher will carry out a full investigation, taking statements from all the 

staff present at the time. 

 

The key person/staff will complete a Critical Incident Report detailing: 

 Date and time of the report; 

 Staff/children present in the group/outing; 

 When the child was last seen in the group/outing; 

 What took place in the group/outing since then; 

 Estimated time the child went missing; 

 Witness statements; 

 Conclusions. 
 

The report will be forwarded to the relevant authority. 



 

 

4. Action  
 

A conclusion will be drawn regarding the incident and the following action taken: 

 

 Inform all staff about the incident; 

 Consider the impact of the incident upon future practice; 

 Review risk assessments; 

 If necessary, update Lost Child Policy and guidelines in line with other 
relevant documentation. 

 

 


