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Staff duty rotas

Salisbury Cathedral School Missing Child Policy applies to the Prep School, both day and boarding, including

Pre-Prep and Early Years Foundation Stage.

The welfare of all of our pupils at Salisbury Cathedral School is our paramount responsibility. Every adult who
works at the school has been trained to appreciate that he or she has a key responsibility for helping to keep all
of the pupils safe at all times. Our staffing ratios are generous and in EYFS and the Pre-Prep Department, are
deliberately designed to ensure that every child is appropriately supervised. In the Prep School systems are in

place to follow up any absence speedily.

PRE-PREP and EYFS

Action to be taken if a child is missing during the school day, in after school care or school based extracurricular

activity times:

® |If a child is missing from a lesson/registration/lunchtime or other school based activity, the teacher
responsible should, in the first instance, ask other children in the class/group if the whereabouts of
the missing child are known. They should also ask any other adults present and other staff within
pre-prep. They should also check the Briefing Notes for absence notifications.
® [t is important that, whilst children understand the seriousness and urgency of the situation, calm is
maintained so that accurate information can be gleaned. As a rule, the younger the child, the more
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quickly secondary action is required. If the child is missing, the teacher should contact the Head of
Pre-Prep or a member of SLT as soon as possible. The Estates Manager should also be informed so the
estates team can support the search process. Reception should be notified, along with members of
the SLT, including the Head.

Senior colleagues and available staff should search the immediate area and high risk areas e.g. the
Lake Area, Bark Park, Swimming Pool, Exeter Street (if gate is open).

Friends and peers of the missing child should be questioned so that the last known sighting of the
child can be determined.

If the child has not been found within a reasonable time, the Head of Pre-Prep, a member of SLT, will
arrange to have the Fire Alarm rung to assemble and account for the whole school. The decision
when to ring the fire alarm should be based upon risk factors, such as the amount of daylight, the
age and vulnerability of the child and the weather conditions.

The Head of Pre-Prep in conjunction with the Head, should contact the police as soon as it has been
ascertained that the child is missing.

Staff should continue to search even after the police have been called.

Parents should be contacted at this point.

Action to be taken if a child is missing whilst on an out of school visit:

Trip leader to gather everyone together and allocate responsibility so that the maximum number of adults
can search, leaving other pupils safely supervised.

Ascertain where and when the lost pupil was last seen to aid searches.

Agree a time frame.

Notify venue staff of the missing child, if applicable, during an off site visit.

Go to the ‘lost meeting place’ if previously identified.

Check the child is not locked in a toilet cubicle.

If still not accounted for:

Inform the Head or Deputy Head at school as soon as is reasonably possible. Agree with them a timescale
within which the police will be contacted. Trip leader will be responsible for notifying the police.

One adult to remain at the agreed ‘lost meeting place’ or where the child was last seen.

Trip leader to manage the remaining pupils and staff according to time, transport, venue, weather etc.

The parents of the missing child will be notified by the Head or Deputy Head at the earliest appropriate
time.

Action to be taken once the child is found:

Talk to, take care of and, if necessary, comfort the child.

Notify the Head / Deputy Head that the child has been located.

If previously made aware of the missing child, the police and/or parents will be notified by the Head /
Deputy Head or Visit Leader.

Speak to the other children to ensure they understand why they should not leave the
premises/separate from a group on an outing.

Once back in school, the Trip Leader or DSL will speak to the parents of children involved to discuss
events and give an account of the incident.

If appropriate, the DSL or Head will instigate a full investigation (if appropriate involving Social
Services/Wiltshire Local Children Safeguarding Board).

Media queries should be referred to the Head.

The investigation should involve all concerned providing written statements.

The report should be detailed covering: time; place; numbers of staff and children; the purpose of
the trip; when the child was last seen; what appeared to have happened; the length of time that the
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child was missing and how s/he appeared to have gone missing; ascertain whether there is anything
that the school reasonably do to avoid recurrence of the situation.

Apple Tree Nursery - non term time procedure

Action to be taken if a child is missing during the school holidays form the Appletree Nursery:

® If a child is missing from a session/registration/lunchtime or other school based activity, the Nursery
teacher responsible should, in the first instance, ask other children and adults in the class/group if the
whereabouts of the missing child are known.

® |[f the child is missing, the Nursery Manager Manager should be informed immediately.

® The Nursery Manager will inform a member of the SLT. This will usually be the Estates Manager or
Finance Manager, both of whom work during the holidays.

® The Estates Manager will then inform the Head.

® The Estates Manager will phone the Wiltshire Police as appropriate.

® If /when the child is found, Estates Manager will inform the Head immediately.

PREP SCHOOL

During the School Day, in ‘prep time’ or school based extracurricular activities:
The school follows the same ‘missing child policy’ for all pupils, day or boarding.

The morning register is taken by the chorister tutors and form tutors. The lunch sign-in register is taken by the
member of staff on duty at lunchtime. Afternoon register is taken by class teachers. Prep and club registers are
taken by the members of staff leading these activities. The secretary in reception responsible for attendance
follows up recorded absences. After checking with the signing out sheets in reception, the staff briefing notes
and the surgery, duty staff will then inform a member of the SLT if a pupil is deemed to be ‘missing’. The
member of the SLT will immediately follow up the concern by exploring all other possibilities of where the pupil
might be and then contact the Head / Deputy Head, parents or the appropriate authorities.

If a teaching member of staff is aware that a pupil is missing from their lesson without reason (eg music lesson,
sickness etc) they should immediately check the briefing notes and inform the school reception. If it is not
possible to phone the message through to Reception, a written note should be sent with a reliable pupil.

If the pupil cannot be found

® If a child is missing from a lesson/registration/lunchtime or other school based activity, the teacher
responsible should, in the first instance, ask other children in the class/group if the whereabouts of
the missing child are known. They should also check the briefing notes and ask Reception.

® |t is important that, whilst children understand the seriousness and urgency of the situation, calm is
maintained so that accurate information can be gleaned.

® The Head and Deputy Head, and the Estates Manager will be notified of the possible missing child.

® Available staff will search the site and high risk areas. eg The Lake Area, Bark Park.

® Friends of the missing child should be interviewed so that the last known sighting of the child can be
determined.

® |If the child has not been located, a member of SLT will arrange to have the Fire Alarm rung to
assemble and account for the whole school to assemble all children. The decision when to ring the
fire alarm should be based on factors such as the amount of daylight, weather conditions, and the
vulnerability of the child.

® The Head or Deputy Head will make the decision when to contact the police and the parents.

® Staff should continue to search even after the police have been called.
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Action to be taken if a child is missing whilst on an out of school visit
e Trip leader to gather everyone together and allocate responsibility so that the maximum number of adults
can search, leaving other pupils safely supervised.
Ascertain where and when the lost pupil was last seen to aid searches.
Notify staff if at a venue.
Go to the ‘lost meeting place’ if previously identified.
Check the child is not locked in a toilet cubicle.

If still not accounted for
e Inform the Head or Deputy at school at the earliest opportunity. Agree with them the timescale in which
the police will be contacted. Trip leader to notify the police when appropriate.
® One adult to remain at an agreed ‘lost meeting place’ or where the child was last seen.
e The Head or Deputy, will notify the parents of the missing child when required.
e Trip leader to manage the remaining pupils and staff according to time, transport, venue, weather etc.

During Boarding Times
The National Minimum Standards for Boarding Schools states:

Staff working within the school know and implement the school’s policy, and any local protocols, in relation
to boarders going missing and understand their role in implementing that policy. Staff actively search for
boarders who are missing, including working with police where appropriate (20.6)

The Head of Boarding and the Boarding Staff are responsible for knowing the whereabouts of all the children
in their care when on duty in the evenings or at weekends. Pupils must be checked into the house in the
evening, using the boarders daily register and noting any flexi-boarders.

Pupils must sign out with a member of the Boarding Staff if they are leaving the main school building or the
Boarding House during boarding time.

In all cases, the Head of Boarding will only release boarders to a recognised, authorised person.

Boarders are registered very regularly throughout the day (see Boarding Policy). In the event of unexplained
absence of a boarder outside normal school hours, the following should happen:

If a pupil cannot be found, the members of staff on duty must check all areas of the Boarding House, including
the bathrooms, all dormitories and the communal areas. It is very rare that a pupil decides to run away, but it
could happen.

If this search is unsuccessful:
e Check the boarders daily register carefully for notes.
Check phone and email messages.
Check outside (Boarding House Garden).
Call the school office to check the main school sign out sheets.
Ring parents or guardians once all other possibilities are exhausted.
Notify the Cathedral Close security staff: 0800 0213941 / 078850 816081
Alert members of the SLT, including the Head or Deputy, and Estates Manager.

If the child has not been located within 10 minutes, the fire bell must be sounded to assemble all boarders. If
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the child is still not located, the boarding staff should liaise with the Head or Deputy to decide when the police
should be called. Factors such as the age of the child, the time of day, weather conditions etc. may be
considered ahead of phoning the police. However, it is considered better to err on the side of caution and to
contact the police sooner rather than later.

Guidelines of questions to be asked:
® \When was he/she last seen?
Who was he/she with?
Where might he/she have gone?
Physical description of child and what he/she was wearing?
Is this child ‘vulnerable’ in any particular way?
Is there a School activity/ trip that he/she might be on?
Has he/she been ill or injured and gone to the doctor or hospital?
What emotional state did he/she appear to be in?
Has anything upset him/her recently?
Did he/she speak to anyone about leaving?
Who are his/her main friends at School?
Does he/she have a mobile phone and what is the number?
Is he/she in possession of money or bank card (for bus or train ticket purchase)?
Does he/she have a special friend?
Is there any reason to believe he/she might have been abducted? (e.g family custody dispute; very
wealthy/prominent parents.)
® Have there ever been concerns of this nature before?
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