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The Blue Coat School Birmingham Limited 
 

POLICY FOR LOST OR UNCOLLECTED CHILDREN: (COVID-19) 
 
 

1.   INTRODUCTION 
 

1.1 
This event very rarely happens but complacency is a hazard that must be avoided at all costs.  The welfare of 
children in the school is paramount.  It is possible for children to go missing and EVERY member of staff has 
equal responsibility for ensuring the safety of the children and knowing where they are. Staffing ratios have 
been maintained to ensure every child is well supervised during the lockdown period of provision for Key 
Worker and Vulnerable children and during the period of phased return of pupils. 
 

1.2 
The Blue Coat School Policy for Lost or Uncollected Children (COVID-19) is available for parents on the 
school website. 
 
 

2.   SYSTEMS IN PLACE TO MINIMISE THE CHANCE OF CHILDREN GOING MISSING 
 

2.1 
Steps are taken to ensure that the premises and surrounding site are as secure as possible.  The school 
entrance gates are kept shut for periods during the school day.  Entry is gained by contacting Reception.  A 
member of staff monitors the CCTV screen and responds to requests for entry.  The exit gates operate on a 
vehicle sensor system.   
 

2.2 
The Buttons Nursery entrance door is locked during the school day and the door from the entrance lobby is 
on a coded key pad.  This is kept shut during the day.  All of the doors to all other buildings have coded key 
pads. The doors are shut once the children have arrived in the morning.  They are kept shut during the school 
day other than when the children are entering or leaving the buildings.  Children in Buttons Nursery and Pre-
Prep will leave the buildings only under the supervision of a member of staff. Parents and other visitors must 
report to Main Reception or the Pre-Prep Secretary in the St Martin’s building but this should only be done 
during the COVID-19 pandemic if absolutely necessary.  They ring the bell to gain entrance.  Notices 
are clearly displayed on all of the entrance doors outlining the procedures to be followed. 
 

2.3 
All staff wear photo ID badges with Blue Coat School blue lanyards at all times during the school day.  All 
visitors are required to register in the main Reception area where they obtain a ‘Visitor’ badge although 
Visitors will be discouraged during the lockdown and phased return period. Visitors who have had appropriate 
checks such as a DBS check wear a yellow lanyard whereas Visitors who have not had such a check must wear 
a red lanyard and must be accompanied at all times.  Governors wear green lanyards and do not need to be 
accompanied. 
 

2.4 
All adults on the school campus must maintain appropriate social distancing at all times, including at drop off 
and collection times. 
 

2.4 
The children are supervised by the staff when they are not in the buildings with appropriate social distancing 
and children are reminded of this requirements (e.g. at playtimes, when moving between the buildings or when 
visiting other parts of the campus). 
 

2.5 
Children are only released into the care of individuals named by the parents.  Parents are required to inform 
the staff about any such named individual.  Parents must provide a password for staff and the named individual 
so that staff can confirm the identity of the adult collecting the child.  If there is any doubt about the identity of 
the named individual, staff will seek further clarification such as telephoning the parents or asking the named 
individual to provide ID or give additional details. 
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2.6   Children of Key Workers and Vulnerable Children 
 

2.6.1 
Buttons Nursery children of Key Workers and vulnerable children are signed in by the member of staff 
working in the Transition group to which they have been assigned and they are signed out again when they 
leave.  The correct staffing ratios for two or three-year olds are maintained. They will arrive and be collected 
directly from the Buttons building.   They should arrive between 8 am and 8.30 am and leave between 3 pm 
and 4 pm (between 12 noon and 1 pm on Fridays).  
 

2.6.2 
Signing in sheets are collected by a member of SLT each day and filed.  The data from the signing in sheets is 
submitted to the DfE each day. 
 

2.7   Children returning to school phased return 
 

2.7.1 
Children returning to school as part of the phased return should be dropped off between 8 and 8.30 am as 
follows: 
Children in TG, TH and TS classrooms – classroom fire doors  
Children in RD classroom – Rear exit doors to House 4 
Children in RP classroom, RS classroom and 1B classroom – Pre-Prep Gym (children will be taken in small 
groups on arrival straight to the classrooms) 
Children in 1M and 1V classroom – Front door of House 5 (children will be directed to the classroom) 
Children in Music Room, 2F, 2S or 2W classrooms – Front door of House 4 (children will be directed to the 
classrooms) 
Children in Houses – House entrance doors 
Children in Rooms 1 – 9 and LS Room and – Quad area using School Hall entrance and side entrance 
Children in Saville Music Centre (SMC) – SMC door 
Children in ICT Room, Art Room, DT Room, Science lab – entrance doors by DT Room 
Y5 – Bissell building entrance doors 
Y6 – Hub (children to walk independently to their form rooms) 
 
A register will be taken of the children attending at 9 am and 1 pm.  These will be transferred to iSAMS. 
Children will be taught in groups of no more than 15 in line with government guidelines. 
 
2.7.2 
Children are handed into the care of the collecting adult. If there is any doubt about the identity of the named 
individual, staff will seek further clarification such as telephoning the parents or asking the named individual to 
provide ID or give additional details.  Children should be collected between 3 and 4 pm as follows: 
Children in Buttons Nursery building – Buttons Nursery 
Children in TG, TH and TS classrooms – classroom fire doors 
Children in RD classroom – Rear exit doors to House 4 
Children in RP and RS classrooms – Double doors at the rear of House 5 (both sides) 
Children in 1M and 1V classroom – front door of House 5 
Children in 1B classroom – Pre-Prep Gym 
Children in Music Room – Front door of House 4 
Children in 2F, 2S and 2W classrooms – front door of House 4 (and thereafter from the Gym after first 30 
minutes of dismissal time) 
Children in Houses – from House entrance doors 
Children in Rooms 1 – 9, LS Room– Quad area using School Hall entrance and side entrance 
Children in SMC – SMC door 
Children in ICT Room, Art Room, DT Room, Science Room – entrance doors by DT Room 
Y5 – Bissell building entrance 
Y6 – Hub 
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2.7.3 
On the first day of a child’s absence, parents are expected to telephone school to inform the staff.  If a 
telephone call is not received and the absence is unexplained, parents are telephoned at home in order to 
determine a reason for the child’s absence. If it is not possible to make contact with any of the child’s named 
contacts, then a Designated Safeguarding Lead (DSL) will be informed and the unexplained absence will be 
followed up.   
 

2.8  All children 
 

2.8.1 
Children can be collected from a member of staff via Main Reception before the end of sessions for medical, 
dental, hospital or other similar appointments but this is discouraged during this phased return period.  
Children who leave early are marked out accordingly. 
 

2.8.2 
Children arriving late must be taken to Main Reception and the attendance register is marked accordingly.   
 

2.8.3 
All children are supervised by Blue Coat School staff.  The correct staffing ratios are maintained for EYFS 
children. This includes supervision of all indoor and outdoor playtimes and outdoor activities including PE.  
Children in Buttons play in the enclosed Buttons play area.  Children in Transition play outside their 
classrooms in the enclosed play spaces or in the enclosed EYFS Play area.  Groups do not mix in these areas 
and each group uses a play space exclusively during the day to avoid cross-contamination. All of these areas  
are fenced and the gates have secure fastenings.  Staff check that the gates are secure at the start of every 
outdoor play session.  Staff conduct regular head counts during the day and particularly during activities outside 
the buildings.  
 

2.8.4 
Reception children use the back field in designated areas for playtimes.  They will be closely supervised by 
members of staff especially by the road area and when crossing the road.  Year 1 children play on the two main 
playgrounds and designated areas of the grass in class groups.  All other children will play in their designated 
play space, including the Astro.  Children play in their designated areas in their small groups.  All children are 
closely supervised by Blue Coat staff during outdoor play. 
 

2.8.5 
At the end of all outdoor break times and playtimes, the children line up in designated spaces preserving the 
social distancing requirements as far as possible.  Staff will check that all children are accounted for and that 
they all return to their allocated teaching space, preserving social distancing requirements as far as possible.  All 
children must wash their hands before and after all playtimes. 
 

2.8.6 
Wet playtimes will take place in the allocated teaching spaces.  Children will be supervised by members of staff 
with social distancing preserved as far as possible. 
 

2.8.7 
Prominent notices are displayed to ensure that gates and doors are kept closed and, where appropriate, 
secure. 
 

2.8.8 
Parents are made aware of the need for supervision of children at all times, especially while waiting for the 
school to open, and of their responsibility to ensure that their child’s arrival is noted. Parents must maintain 
social distancing at all times and must not remain on the school campus any longer than is absolutely necessary 
to drop off their child or collect their chid. 
 

2.8.9 
Pre-Prep children are counted before going out to play and again when they are lining up to come back 
indoors.  Members of staff who have been on playground duty ensure no children are left outside.  Once inside 
it is ascertained that the correct number of children are still present.   
 



Page 5 of 8                                         The Blue Coat School Birmingham Limited 
Updated June 2020                                                                         Policy for Lost or Uncollected Children (COVID-19) 

 
 

 

3.   ACTIONS TO BE TAKEN IF A CHILD IS FOUND TO BE MISSING AT SCHOOL 
 

3.1 
In the event of a child being found to be missing it is vital that the following action is taken:   
 

1. The missing child (children) should be identified and the last known whereabouts 
recorded.  The chances of finding a missing child safe are greatest if the child’s absence is noted as 
soon as possible. Staff must be vigilant in ensuring that children in their key groups or those allocated 
to them for a particular session are present. 
 

2. Inform a senior member of staff (Headmaster and duty member of SLT). 
 

3. The senior member of staff present will arrange for the other children to be satisfactorily 
supervised.  Without alarming them, the children should be asked if they have seen the missing child. 

 

4. A systematic search will be carried out to see if the child can be located in the 
surrounding area.   

• All toilets, cupboards, kitchen, under tables, cushions, anywhere a child might hide   

• Outside areas including climbing frames, outdoor storage areas, etc. 

• Check all exits where a child may have been able to leave the premises or site. 

• Enlist the help of other staff to search the school grounds, playing field, car park including the 
Sports Centre car park, also check inside the school buildings.   

• If the child cannot be located a member(s) of staff should search along a possible route the child 
might take to get home.  Where able they should take a mobile phone to keep in contact.  If a 
member of staff arrives at the house without finding the child, s/he should make contact with the 
searching group for further instructions. 

 

5. The senior member of staff will then inform – 
 

a) The parents/carers of the child – alarming them as little as possible and informing them of the 
steps that have been put in motion.   If the child’s parents do not answer the home phone, a 
message must be left on any answering service before attempting alternative numbers.  However, if 
parents do not answer the home or mobile phone number the POLICE must be called before 
attempting other contact numbers for the child.  If contacted at home, parents should be advised 
to stay there in case the child arrives at the home; be advised that the emergency services are 
being contacted; and that a member of staff is searching the route the child may take home.  
Parents should be asked for information of anywhere else the child may head for, e.g. 
grandparents, other relatives, local park, etc. 

b) The Police and/or any other emergency services – The Police have the resources to 
conduct a search and speed is important. 

c) The Local Safeguarding Children Partnership.  The school would co-operate fully with any 
Police Investigation and any safeguarding investigation by Social Care. 

d) The appropriate OFSTED officer. The officer will need to know our systems for preventing 
this occurrence and what happened.  It is important that the teacher in charge keeps a record of 
events. 

 

6. Informing other people.  As soon as possible after the incident the following people should be 
notified: 

• The Headmaster (if he has not already been informed during the course of the incident). 

• The Chair of Governors. 

• The School’s insurance company. 

• ISI 

• The HSE under RIDDOR if the child was injured. 
 

7. Actions to be taken once the child is found.  Once the child is found:  

• Staff should talk to, take care of and, if necessary, comfort the child. 

• Staff should speak to the other children to ensure they understand why they should not leave the 
premises or the playground. 

• The Headmaster and relevant senior members of staff will speak to the parents to discuss events and 
give an account of the incident. 
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• The Headmaster and senior members of staff will conduct a full investigation which will, if 
appropriate, involve the Local Safeguarding Children Partnership. 

• A Lost Child – Incident Report (see Appendix 1) will be compiled by all those concerned.  This will 
include details of the time, place, numbers of staff and children, when the child was last seen, what 
appeared to have happened, the length of time the child was missing, how he or she appeared to 
have gone missing and lessons for the future. The Lost Child – Incident Report will be filed in the 
Incident File.  If appropriate, procedures will be adjusted. 

 

8. Dealing with reactions. 
It is natural that the child’s parents will be frightened, distressed and angry.  Other parents will be rightly 
concerned for the safety of their own children.  The school management and staff will also be shocked and 
upset at any lapse in security.  All emotions and reactions must be dealt with in a caring and understanding 
way.  However, until the situation has been fully investigated by all parties, all staff must refer any parent 
and media enquiries to the Headmaster. 

 
 
4.   UNCOLLECTED CHILDREN 

 

4.1   
Any child who has not been collected by 4 pm will be supervised by the senior member of staff on duty. If 
there has been no message from the parents, then an attempt will be made to contact them.  If they are 
unavailable, the senior member of staff will attempt to contact the two named responsible people on the child’s 
contact form.  The Headmaster will be informed.  If there has been no response by 4.30 pm and no message 
has been received, then the senior member of staff will contact the Multi-Agency Safeguarding Hub (MASH) on 
0121 303 1888 or the Emergency Duty Team on 0121 675 4806 for children living in the Birmingham area or 
the relevant Local Safeguarding Children Partnership for other local authority areas.  The Headmaster will be 
kept informed and the incident will be recorded. 
 
 

5. RELATED POLICIES, POLICY MONITORING AND REVIEW 
 

5.1 
This Policy should be read in conjunction with other policies including the Safeguarding and Child Protection 
Policy and COVID-19 Policy. 
 

5.2 
This Policy will be reviewed regularly as the phased return develops. It will be presented to the Governors’ 
Safeguarding, Health and Safety Committee for approval.  The minutes of this meeting will be presented to the 
Governors. 
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Appendix 1 
 

LOST CHILD  – INCIDENT REPORT 
 

Child’s Name:  _________________________    DoB:  ________________ 
 

Form (or Buttons Nursery):  ________________ 
 

 

Date, Time and Place of Incident:    
 

Details of incident 
Including:   

• Last known whereabouts of child 

• Staff involved 

• Actions taken when and by whom 

• When, where and by whom child was found 

• Reason for child’s absence 
 
 
 
 
 
 
 
 
 

Parents Notified (Y/N)                                      Police Notified (Y/N) 
 

Follow-up actions taken 
Including: 

• Informing Headmaster 

• Informing Chair of Governors 

• Discussions with child’s parents 

• Informing other parents (where appropriate) 

• Discussions with staff 

• Discussions with Police (where applicable) 

• Informing Insurance Company (where applicable) 

• Informing HSE (where applicable) 

• Informing Ofsted and/or ISI 

• Liaison with the Local Safeguarding Children  
Partnership 

 
 
 

 

Any procedural changes identified 
 
 
 
 
 

Member of Staff (Print name): _____________________________________ 
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Member of Staff (Signature):  ______________________________________ 
 

Position:  ____________________________________   Date:  _________________________________ 


