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A child is 
missing. 

Prep School Office to Check: 

Attendance, music lesson, clubs, activities, medical centre, learning support, 
Place2Be, sign in/out book  

 
Notify: 

Head of Prep, DHP, Prep staff (via TEAMS) 

Pupils brought to 
playground. 

Teachers do a head 
count. 

PSLT perform search 
within Prep building. 
Specialist staff search 

their designated areas. 

DHP reviews CCTV 

When completed: 
Teachers bring pupils back to 

classrooms. 
 

Child still missing after 15 min: 
PSLT member calls Police 

PSLT member calls parents 
 

DHP continues to 
review CCTV. 

PS office records 
timeline of events. 



  

 

A child is 
missing. 

Prep School Office to Check: 

Attendance, music lesson, clubs, activities, medical centre, learning support, Place2Be, 
sign in/out book  

 
Notify: 

Head of Prep, Head of Pre-Prep, DHP, Pre-Prep (via TEAMS) 

Pupils brought to 
playground.  TAs do a 

head count. 

Form teachers perform search 
within Pre-Prep building for Yr1/2 

or Prep building for Reception. 

Head of Pre-Prep or 
DHP reviews CCTV. 

When completed: 
TAs bring pupils back to classrooms. 

Teachers begin wider search. 

Child still missing after 15 min: 
PSLT member calls Police 

PSLT member calls parents 
DHP continues to 

review CCTV. 
PS Office records 

timeline of events. 



  

 

 

A child is 
missing. 

Prep School Office to Check: 

Attendance, music lesson, clubs, medical centre, learning support, Place2Be, 
sign in/out book  

 
Notify: 

Head of Prep, PSLT, Prep staff (via TEAMS) 

Pupils in Pre-Prep building go to 
PP playground, pupils in Prep 

building go to back playground.  
Stay with supervising adults. 

Available staff perform 
search of Prep School, 
Pre-Prep buildings and 

wider school areas. 

A member of PSLT 
reviews CCTV 

When completed: 
Supervising staff bring pupils back 

to their area. 
 

Child still missing after 15 min: 
PSLT member calls Police 

PSLT member calls parents 
 

PSLT continues to 
review CCTV. 

PS office records 
timeline of events. 



  

 

 

 

 

A child is missing. 

The member of staff will gather up pupils and take a register. 

Ask the Prep School Office to Check: 

Attendance, music lesson, clubs, medical centre, learning support, Place2Be, 
sign in/out book  

 
If the child is deemed missing, invoke the MCM or MCM Out-of-hours plan 

and follow those steps. 

The member of staff and pupils 
stay where they are.   

If there is another member of 
staff present, they begin 

searching the area. 

PSLT member in charge 
will send a minimum of 2 
staff to search the forest 

area. 
 

When completed: 
Supervising staff bring pupils back 

to the Prep School. 
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