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1. Introduction

This policy applies to all children and young people attending Poles APart centres, outreach
and off-site activities. Every member of staff has a duty to safeguard and promote the welfare
of children and must follow the principles and procedures outlined in this document.

All Poles APart staff receive safeguarding and child protection training appropriate to their
role and are expected to understand individual risk assessments, supervision arrangements
and the need to take immediate and proportionate action where a child is missing, absent
without agreement or outside expected supervision.

This policy sets out the responsibilities and processes to be followed if a child:

e leaves the premises or an activity without permission;

e s believed to have been abducted or taken by another person;

¢ fails to follow an agreed timetable, collection or transport arrangement and their
whereabouts are unknown;

e becomes separated from staff during an off-site, community or rural activity;

e is not collected at the agreed time and appropriate adults cannot be contacted.

Any incident in which a child is outside Poles APart’s expected supervision and their safety

or whereabouts cannot be immediately assured will be treated as a safeguarding matter. The

response will be based on the individual child’s age, vulnerability, known risks,

circumstances, and the immediacy of the danger.



Poles APart recognises an important distinction between a child who goes missing from
Poles APart supervision and a “child missing education” (CME). Under current statutory
guidance, CME means a child of compulsory school age who is not registered at a school
and is not receiving suitable education otherwise. A child who is registered at a school but
persistently or severely absent is not, by definition, CME; however, repeated or unexplained
absence can be a significant safeguarding warning sign. A child receiving suitable alternative
provision may also not meet the statutory CME definition.

Children who are frequently missing from education, home or care may be particularly
vulnerable. Missing episodes and patterns of absence will therefore be considered alongside
other indicators of abuse, neglect, exploitation, trafficking, radicalisation, domestic abuse,
mental health or wellbeing concerns, family difficulties and risk outside the home.

Poles APart monitors attendance at its commissioned sessions and shares attendance and
safeguarding information with commissioning schools and Local Authorities in accordance
with agreed arrangements. Where a child has no allocated school, concerns about access to
suitable education, unknown whereabouts or disengagement will be escalated promptly to
the commissioning Local Authority and the Designated Safeguarding Lead (DSL).

Legislation and Statutory Guidance
This policy is informed by current legislation and guidance, including:

e Keeping Children Safe in Education (KCSIE) 2026 — comes into force on 1 September
2026.

o Working Together to Safeguard Children 2026.

¢ Children Missing Education: statutory guidance for local authorities and schools, updated
September 2025.

¢ Working Together to Improve School Attendance, statutory guidance updated July 2026.

e School Attendance (Pupil Registration) (England) Regulations 2024, where applicable to
the child’s registered school.

e Education Act 1996, including section 436A duties placed on Local Authorities in relation
to CME.

e Education Act 2002; Children Act 1989; Children Act 2004.

o Alternative Provision statutory guidance (DfE, 2025) and relevant Local Authority
safeguarding and commissioning procedures.

From 1 September 2026, staff induction and annual safeguarding updates will reflect KCSIE

2026. All staff will be required to read Part One of KCSIE in accordance with Poles APart’s

safeguarding arrangements and role requirements.

2. Linked Policies

This policy should be read alongside the following Poles APart policies and procedures:
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Safeguarding and Child Protection Policy

Attendance Policy

Health and Safety Policy

Behaviour Support Policy

Anti-Bullying Policy

Off-Site Activity Operating Procedures / Policy

Lone Working Policy

Transport / vehicle procedures and individual student Risk Assessments, where
applicable

e Employee Handbook

3. Information for Parents, Carers, and Authorities

Poles APart is responsible for the safety, welfare and supervision of students while they are
in its care and during activities or transport for which Poles APart has accepted
responsibility. Individual handover, independent-travel and collection arrangements will be
agreed and recorded where these differ from standard arrangements.

Registration and Attendance Monitoring

Students will be registered in accordance with Poles APart’s Attendance Policy and internal
attendance procedures. Poles APart maintains accurate internal attendance records and
shares attendance information with the registered/commissioning school or Local Authority.
Where a child remains on a school roll, the registered school retains responsibility for its
statutory admission and attendance registers and statutory attendance coding.

Staff must know, or be able to promptly establish, the location and supervision arrangements
of students while they are in Poles APart’s care, including during off-site activities.

End-of-Day Supervision

Students will only leave in accordance with agreed collection, transport or independent-
travel arrangements. Where a parent/carer has authorised independent travel, this must be
recorded. Any unexpected change must be verified with an authorised adult or relevant
commissioner before the student is released.

Responding to Missing or Unsupervised Students

If a student becomes missing, leaves supervision without agreement, or their whereabouts
cannot be established, staff must act immediately. The Centre Manager and DSL must be
informed without delay. Parents/carers and the commissioning school/Local Authority must
be notified as appropriate, and police must be contacted immediately where there is an
immediate risk or where the circumstances indicate that police assistance is required.

Individual Risk Assessments and Supervision Strategies
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Supervision ratios and strategies will be tailored to each student, considering:

e age, developmental stage and communication needs;

e known safeguarding vulnerabilities and contextual risks;

e behaviour history, previous missing/absconding episodes and known destinations;

o SEND, health or mental health needs that may affect safety or decision-making;

e outcomes from individual risk assessments, OPP/ICP or other relevant plans;

e advice from parents/carers, commissioning schools, social workers, police or other
professionals where relevant.

Where a student is known to be at increased risk of going missing, their risk assessment

should identify preventative strategies, supervision expectations, known triggers, likely

locations, communication arrangements and the action to take if they leave supervision.

4a. Actions to be Followed by Staff if a Child Goes Missing from the Provision

Poles APart’s procedures are designed to locate the child and restore safe supervision as
quickly as possible. Staff must use professional judgement and the child’s individual risk
assessment; the response must not be delayed by a fixed waiting period where there is an
immediate or heightened risk.

If a child is found to be missing, staff must take the following actions immediately:

o Take an immediate register/headcount to confirm the whereabouts of all other
children and ensure they remain safely supervised.

¢ Inform the Centre Manager and DSL without delay. Where either is unavailable, follow
the safeguarding escalation/on-call arrangements.

o Establish when and where the child was last seen, what they were wearing, their
likely direction of travel and any known trigger or concern.

e Check the child’s individual Risk Assessment and any relevant safety plan for known
risks, likely destinations, contact arrangements and specific actions.

¢ Arrange a proportionate and coordinated search of the immediate site and adjoin
safe areas without leaving other children inadequately supervised.

¢ Retain a staff member at the last known location or agreed point where this is safe
and appropriate.

e Attempt to contact the child if they have a mobile phone and it is safe/appropriate to
do so.

e Prepare information for police if required, including name, date of birth, description,
clothing, address, contact details, known vulnerabilities, medical needs, risks of
exploitation/self-harm/violence, likely destinations and recent photograph where
lawfully available.



e Contact police immediately where the child is at immediate risk, their individual plan
requires this, the circumstances are suspicious, there is a risk of
abduction/exploitation, or staff cannot safely manage the situation. In other cases, the
Centre Manager/DSL will determine the point of police escalation based on risk; staff
must not wait for an arbitrary time threshold if concern is escalating.

o Notify parents/carers, unless doing so would place the child at greater risk or
police/social care advise otherwise.

¢ Record all actions, times, decisions and contacts contemporaneously.

e All missing incidents must be recorded on My Concern and shared with the
commissioning school and relevant Local Authority in accordance with safeguarding
and placement arrangements.

4b. The Missing Person Procedure

A child does not need to have been missing for a specified period before police are
contacted. The decision must be risk-led. Where the child cannot be located and there is
concern for their safety, the Centre Manager/DSL must ensure police are contacted
without delay and the incident reference/log number recorded.

¢ Inform the Centre Manager and DSL and maintain clear leadership of the response.

¢ Notify police and provide all relevant information requested, including the child’s
known vulnerabilities and risk assessment information.

e Contact parents/carers, unless there is a safeguarding reason not to do so, or
police/social care advise otherwise.

¢ Notify the commissioning school/Local Authority and, where applicable, the child’s
social worker or relevant children’s social care team.

¢ Continue reasonable attempts to contact the child and update police immediately
with any new information, contact or sighting.

o Cooperate fully with police and social care and follow any instructions regarding
searching, contact or collection.

o [f staff locate the child, staff must not place themselves, the child or others at
unreasonable risk. Police should be updated and assistance requested where safe
return cannot be achieved without risk.

o When the child returns or is located, undertake an immediate welfare check and seek
medical attention where indicated.

e Provide the child with a calm, non-punitive opportunity to explain what happened and
consider whether they have experienced harm while missing or whether the episode
reveals a new safeguarding concern.

¢ Inform all relevant parties that the child has been located and record the outcome.

o Complete My Concern entry with a clear chronology of events, decisions, searches,
contacts and outcomes.



¢ Review the student’s Risk Assessment and relevant plans following the incident and
identify any changes needed to supervision, transport, timetable, environment or
support.

¢ Where the incident raises a concern about staff conduct, supervision or
organisational practice, this must be considered separately under the appropriate
safeguarding/low-level concern/allegations procedures. LADO consultation is
required only where the relevant allegations/harm threshold is met or advice is
required; it is not an automatic step following every missing incident.

5a. Actions to be Followed by Staff if a Child Goes Missing in a Rural
Environment

A missing incident in a rural, coastal, woodland or other remote environment may create
additional risks from terrain, water, roads, weather, reduced mobile signal and delayed
emergency response. The response must therefore be immediate and risk-led.

o Take an immediate register/headcount and ensure all other students remain safely
supervised.

¢ Inform the Centre Manager and DSL.

e Establish the exact last-known location, time last seen, direction of travel and any
known trigger.

¢ Check the individual Risk Assessment and the activity/site risk assessment.

e Contact police immediately where the child is missing in a rural/remote environment,
and their safety cannot be assured, providing the exact location and known risks.

e Where safe and within staff competence, conduct a coordinated search of
immediately accessible areas while maintaining safe supervision of the remaining
group. Staff must not enter hazardous terrain, water, cliffs, roads, or other unsafe
areas in an attempt to follow the child.

¢ Retain a staff member at the last-known location or agreed rendezvous point where
safe.

¢ Notify parents/carers as soon as practicable.

e Record all actions and decisions contemporaneously.

e Log the full incident on My Concerns including the police log number.

5b. The Missing Person Procedure in a Rural Environment

If a child is to go missing/abscond in a rural area the following steps must be taken
immediately:
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¢ Inform the Centre Manager and Designated Safeguarding Lead (DSL) without delay.
When contacting police, staff should be ready to provide:

e the exact last-known location, using a What3Words location and/or map/grid reference
where available;

e the time last seen and direction of travel;

e adescription of the child, including height, build, hair colour, clothing and distinguishing
features;

e known risks and vulnerabilities, including medical needs, SEND, self-harm/suicide risk,
exploitation risk, water/road risk or risk to/from others;

o the child’s mobile number and whether contact has been attempted;

o likely destinations or known associates;

¢ the number and location of remaining students and staff, and any immediate
environmental hazards.

Staff must follow police instructions. Search activity must remain within staff's competence

and must not create additional casualties or leave other children inadequately supervised.

On the child’s return, the welfare, debrief, recording, notification and risk-assessment review
requirements in section 4b apply. A proportionate management review should consider what
happened, whether procedures were followed, and what learning or changes are required.

Where concerns arise about staff practice or conduct, the DSL/Directors will consider the
appropriate staff safeguarding process and whether LADO advice is required. Media
enquiries must be referred to the Directors.

6. Procedures to be Followed by Staff When a Student is Not Collected on Time

Poles APart’s standard student day is normally 09:30 to 14:30, although individual
commissioned timetables and transport arrangements may differ. The agreed collection time
for the individual student should therefore be used.

If a student is not collected at the agreed time, they must remain safely supervised. Staff
should promptly contact the parent/carer and, where applicable, the contracted taxi or
transport provider. Emergency contacts should be used if the parent/carer cannot be
reached.

If there is an unexplained delay of 30 minutes, or sooner where the circumstances create
concern, the Centre Manager should be informed and the commissioning school/Local
Authority contacted where appropriate.



If no responsible adult can be contacted and the delay becomes prolonged, the Centre
Manager/DSL will consider the child’s age, vulnerabilities, family circumstances and known
risks and agree the appropriate safeguarding response. This may include contacting
children’s social care/Emergency Duty Team and/or police for advice or assistance. Staff
must not simply leave a child unsupervised because the provision day has ended.

A full written record must be made of attempted contacts, advice received, decisions, times
and the eventual collection/transfer arrangements. Any safeguarding concern must be
recorded on My Concern and shared with the DSL.

7. Conclusion

All staff are required to understand and follow this policy. The overriding principle is that
responses to missing incidents must be child-centred, proportionate, timely, and based on
risk rather than a fixed time threshold.

Following a missing incident, Poles APart will review the circumstances with the child,
relevant staff and, where appropriate, parents/carers and professionals. The purpose is to
understand what contributed to the incident, identify any harm experienced while missing,
and reduce the likelihood of recurrence.

Individual Risk Assessments and relevant plans will be reviewed following significant or
repeated incidents. Where appropriate, this will include preventative strategies, supervision
levels, transport arrangements, environmental controls, communication plans, and targeted
support.

Centre Managers and the DSL will monitor missing incidents and attendance concerns for
patterns and themes. Significant trends, repeated incidents, practice concerns, and
organisational learning will be escalated to Directors through safeguarding oversight
arrangements.

Poles APart will share safeguarding information with commissioning schools, Local
Authorities and other relevant agencies when necessary and proportionate to protect the
child. Safeguarding information will be transferred promptly when a child moves between
education settings in accordance with current KCSIE requirements and organisational
procedures.

Poles APart is committed to a culture in which missing episodes are not treated simply as
behaviour. Staff will remain professionally curious about why a child has left, what may have
happened while they were missing, and what support or protection is required.

8.Review
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This policy will be reviewed annually, or sooner if legislation, statutory guidance, Local
Authority procedures or organisational arrangements change.

Designated Person: Designated Safeguarding Lead

Review
Date

Name

Actions

Next
Review

11/09/23

Jasmin Chapple

Review of policy, updates completed where
deemed necessary.

11/09/24

07/06/24

Jasmin Chapple

Amended policy and updated

07/06/25

12/08/25

Jasmin Chapple

Updated the policy to include KCSIE 2025
updates. Added further detail to the policy

12/08/26

16/06/2026

Jonathan List

Edited/added 4a, 4b, 5a, 5b: Actions on Missing
Child and Missing Child Procedures

12/08/2026

12/08/26

Jasmin Chapple

2026 review: updated for KCSIE 2026, Working
Together to Safeguard Children 2026, CME
statutory guidance 2025, Working Together to
Improve School Attendance July 2026, School
Attendance Regulations 2024 and current Poles
APart/AP practice. Clarified CME terminology,
statutory responsibilities, risk-led police
escalation, rural missing procedures, non-
collection, recording and post-incident review.
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