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SUPERVISION POLICY 



 

 

 
Foundation 

 
 
This policy sets out the measures which the Foundation implements to ensure that 
pupils are adequately supervised and controlled while on school premises, so as to 
ensure their safety and prevent them from harm.  In the context of this policy, 
‘Supervision’ means having adequate numbers of staff present in areas where 
pupils may come to harm, particularly when they are not in class, or are off site on 
regular school events (attending sports fixtures, at the athletics field, or at 
church, for example). ‘Harm’ means physical harm caused by accidents, 
misbehaviour, inappropriate play, leaving school grounds without permission, or 
entering areas deemed ‘out of bounds’. 
 
This policy complements special rules governing supervision on educational visits, 
but does not cover those events, which are assessed on a case by case basis.   It 
does not deal with competencies to supervise children in a teaching environment, 
since these issues are dealt with in other school policies. 
 
Policy 
Since most children attending Foundation schools are considered to be under the 
age of social responsibility, it falls on each school to put such measures in place as 
to prevent them from harm arising out of their own actions. This responsibility is 
set out under the Health & Safety at Work Act 1974.  The guidance on supervision 
in primary and secondary education differs significantly, and this policy will detail 
the arrangements for each school separately. 

The Governing Body, has appointed the Headmaster for the Grammar School 
Hipperholme to act in a managerial capacity for the Foundation with respect to 
health and safety. The Headmaster (and through him the Heads of School), is 
responsible for ensuring adequate supervision and maintaining relevant policies 
and procedures to this effect.  The Headmaster will delegate certain 
organisational functions for supervision to other staff members, such as the Head 
of School, and other Senior Staff.  Such functions will include staff duty rotas, and 
arrangements for sickness and absence cover. 

 
It is generally recommended that this information should be incorporated into a 
detailed supervision policy, or otherwise clearly stated in letters to parents for 
special events. The information is communicated directly to parents in writing 
prior to the commencement of each academic year as a minimum, and is included 
on the website. 
 
Supervision periods should be 'reasonable' for both parents and staff, typically not 
more than 15 minutes before and after school. Although, as a minimum supervision 



 

 

periods should be tailored to coincide with school transport arrival and departure 
times where applicable. Supervision ratios during these before and after school 
periods should be 'reasonable' and arrived at on a risk assessed basis. 
General Principles - Responsibility During the School Day 
 

● For the purposes of this policy, the term ‘Children’ refers to any pupil 
undergoing education at the foundation. 

 
● The responsibility to ensure that a pupil attends school regularly is that of 

the parents and guardians. The school will seek to contact parents when 
children are absent from school without notification, so that partners may 
be made aware that their child may be at risk. 

 
● Children (other than 6th form pupils and pupils on formal study leave) should 

not be allowed off site during school hours unless there is clear evidence of 
a request from the parents or guardian and approval has been given by the 
school. 

 
● Children should not be sent off site on a personal errand on behalf of a 

member of staff. This includes children collecting items from cars parked in 
the school car park. 

 
● When children are taken ill during the school day the school will contact the 

parents or guardian whether at home or at work. Information about contacts 
is kept in the school office. 

 
● No class of pupils should be left unsupervised for any reason.  In the case of 

an emergency, the school secretary should be informed and arrangements 
will be made to cover the class with another member of staff.  Teachers 
should send a trusted child to the school office to request assistance. 

 
● Children must be supervised at all times. Children should not be left in 

classrooms without supervision. Children attending clubs and extra 
curricular activities should not be left in school unattended. 

 
● All visitors to the school are expected to sign in and out and be assigned to a 

member of staff while in the school. Visitors are required to wear a visitor’s 
badge and all staff should challenge any  strangers on the premises and 
report to the school office if there is a concern. Parents are not allowed to 
approach children from other families to sort out disputes or arguments. 
Staff should report any concerns to the school office 

 

General Principles – Wet Playtimes 



 

 

Wherever possible and for their own health and wellbeing, pupils will be 
encouraged to go outside for fresh air and exercise at break times.  If the weather 
is too wet for pupils to spend break times outside, pupils will be allowed to come 
indoors and will be supervised. 

Normal school patrols will continue at the Senior School, where staff will be 
particularly vigilant for pupils gathering in areas of the school which are out of 
bounds, or where they may come to harm. 

 

The Senior School 
Extents of Supervision 
The official school day for the Senior School begins with Registration at 08:50 and 
continues until the end of the last period at 15:45.  The school will provide 
supervision of pupils on school grounds between the hours of 08:00 in the morning 
and 16:00 in the evening (or until the last school transport vehicle has left the site 
if later). 
 
The Senior School site is open from 07:30 each morning for staff and ancillary 
workers, but does not accept pupils onto site until 08:00 unless those pupils are 
accompanied and supervised by parents, or unless special arrangements have been 
made for early arrival (for example prior to a school excursion). 
 
The school remains open for after school activities until 18:00 hours, and pupils 
may remain on site during this period provided they have parental permission (in 
writing) until collected by a parent or guardian. 
 
Special arrangements may be put in place to cover sporting fixtures and special 
events (such as open days) under which pupils may remain in school later than 
17:00. 
 
At the end of certain school terms and on special open days, the school day will 
finish at 12:40 and supervision will continue until 13:00 hours.  Parents will be 
notified in writing in advance when these early finishes are planned. 
 
Access Restrictions Before & After School 
Pupils arriving at school in the morning should access the site through the security 
entrances in the  Porters Lodge Gate, from Denholmegate Road, or through the 
Staff Gate off Brodley Close.  Pupils arriving on foot should not use the vehicle 
entrance gates into the main playground, nor are parents permitted to drive their 
cars into the main playground to drop off, or collect pupils. 
 
Parental Responsibility for Supervision 
This school policy makes it clear that the parent or legal guardian is responsible for 
the supervision and safeguarding of their child before (or after) the times specified 



 

 

in this policy.  Parents dropping their child off at school before 0800, or collecting 
them after 1600 hours do so at their own risk and the Grammar School cannot 
accept responsibility for care or supervision.  
  
The Hipperholme Grammar School Foundation takes no responsibility for 
safeguarding a child arriving, or remaining in school premises before or after these 
times, unless specific arrangements have been made in writing and agreed by both 
the parents and the Foundation. 
 
The limits of responsibility for supervision of pupils within the specified hours 
extend to the perimeter fence, surrounding the School grounds.  Pupils who leave 
the safety of the school after school hours to walk home, use public transport, or 
await collection by parents are deemed to be under their parents supervision. 
 
The school makes no arrangement for pupils crossing roads near to the school and 
does not employ a school crossing attendant.  Parents at both the Junior School 
and Senior School are responsible for their child’s safety on the approach to school 
and while crossing roads. 
 
Arrangements for General Supervision  
The school provides the Dining Room for pupils arriving at school after 08:00 each 
morning, and a safe haven in the evening while awaiting collection by parents until 
16:00 hours.  Pupils staying behind for sports fixtures will return to, and remain in 
the Sports Hall under the supervision of the teacher in charge until collected by 
parents. 
 
The person responsible for arranging supervision in school when pupils are out of 
class is the HoS.  The HoS will compile a Staff Duty List which will be co-ordinated 
with the Staff Cover List when individual staff members with supervisory 
responsibility are absent. 
The Staff Duty List will provide supervisory cover on a duty rota at the following 
times: 
 

Time Period Duty Responsibilities 

0830 to 0845 Morning School Patrol Walking supervision of playgrounds, 
corridors, out of bounds areas and main 
gates 

1120 to 1140 School Break Patrol Walking supervision of playgrounds, 
corridors, out of bounds areas and main 
gates 

1240 - 1300 Lunch Queue Maintaining order and year group 
rotation for pupils queuing at the Dining 
Hall. 

1300 - 1320 Mid-Lunch Patrol Walking supervision of playgrounds, 
corridors, out of bounds areas and main 
gates 



 

 

1320- 1340 Late Lunch Patrol Walking supervision of playgrounds, 
corridors, out of bounds areas and main 
gates 

1545 – 1600* Bus Duty Attendance in the main playground to 
ensure the safety of pupils in and 
around transport vehicles. 

* Note:  Bus Duty supervision will continue until the last official transport vehicle has left site 

 

Arrangements for Sports Supervision 
The arrangements for Sports supervision will differ from general supervision in 
school due to the remote nature of the Sports and Athletics fields, and the need 
for pupils to attend sports fixtures out of hours and at weekends. Specific 
arrangements for Sports supervision will be detailed in the various risk 
assessments, work schemes and instructions for parents, but the following 
arrangements will be used unless otherwise stated. 
 
1. Groups of pupils leaving the school site for the Sports playing fields will be 

under the supervision of a member of the teaching staff, or other responsible 
person, and will remain so until their return to school. 

2. Responsible persons supervising Sports activities at the playing fields will have a 
means of communication with them at all times, and will not leave pupils 
unattended in an emergency. 

3. Unless specifically stated in writing and agreed with parents, the collection 
point for pupils attending after school Sports activities on the playing fields will 
be in the main playground adjacent to the Sports Hall. 

4. Members of the 6th Form will be considered ‘Responsible Persons’ for certain 
Sports supervisory duties, for example, escorting younger pupils to the playing 
fields, refereeing games and, if suitably qualified and vetted, coaching younger 
pupils during lunch time Sports activities. 

5. Weekend Sports fixtures involving pupils will be supervised by a responsible 
adult, who will be a member of the teaching staff.  The staff member may be 
assisted by one or more volunteer helpers who are approved by the School and 
who are suitably vetted through the DBS to work with children. 

6. Pupils being brought directly to Sports fixtures away from school will remain 
under the supervision of parents or guardians until the agreed start time and at 
an assembly point agreed in advance.  Collection will be at an agreed time and 
an agreed place and pupils will not be released from the care of Sports 
supervisors at other times or places. 

 
Areas Considered ‘Out-of Bounds’ for Supervisory Purposes 
The Senior School has designated certain areas out of bounds to pupils in certain 
year groups for purposes of safety and supervision.   
 
For all pupils, the following areas are Out of Bounds at all times during school 
hours except where the school relaxes certain restrictions for 6th Form pupils who 



 

 

are placed in a position of trust and given some degree of personal freedom, as 
befits their age and level of responsibility). 
 
1. The area of school yard to the rear of the Design & Technology building, 

between the building and the school perimeter wall, for the extent that it is 
used for municipal waste and recyclable materials storage. 

2. The land to the rear of the Sports Hall used for Caretaking and Sports storage 
containers. 

3. Cellar and Boiler Rooms and all preparative and chemical stock rooms marked 
with ‘No Entry’ signs. 

4. Any area outside the school perimeter fence, or boundary walls. 
5. Any area within the Kitchen, or Food Storage & Food Preparation areas.  This 

exclusion also applies to 6th Form pupils when food is being prepared and 
served. 

6. The Staff Room and staff toilets 
7. Any laboratory, or workshop area when teaching staff are not present 
8. Any classroom out of lesson times which is not designated as a form room. 
9. The Main Hall, unless pupils have specific permission to be there for assembly, 

practice and rehearsal. 
In addition to nominated out of bounds areas, patrol supervisors should maintain 
safety within school premises by discouraging pupils from gathering in areas which 
may result in injury to themselves or others.  These areas will include: 

● Any part of a communication staircase or landing. 
● Around fire exits and behind doors along main communication routes 
● Within toilet blocks during lunch and break periods 

 
People Considered ‘Responsible Persons’ for Supervision 
All adult members of staff within the Grammar School are vetted for child 
protection purposes and are considered ‘Responsible Persons’ for the purposes of 
safety and supervision.  This will include kitchen and catering staff, technicians 
and classroom assistants. 
 
Cleaning staff and caretaking staff (unless they have specific responsibilities within 
their contract) should not be considered as ‘Supervisory’, particularly in the early 
morning, and after school, since their duties are such that they cannot effectively 
monitor any  children left in their care.  This will be made clear to parents who 
may consider that any adult staff member on site will assume responsibility for 
their child out of normal hours.   
 
6th Form pupils are granted positions of trust in certain circumstances and may be 
considered ‘Responsible Persons’ when escorting groups of pupils around the 
school (particularly new starters) and will also assist in certain Sports activities 
under the direction of the Sports Teacher. 
Parents of children in school should only be considered Responsible Persons for the 
supervision of other children (for example on school trips and special events), if 



 

 

they have been vetted by the school for child protection purposes and have been 
approved by the appropriate Head of Department. 
 
 
Emergency Procedures 
In the event that a pupil is stranded at school due to the failure of a parent to 
collect the child at the normal time, the pupil will remain at school in the care of 
a member of staff until such time as the school can contact the parents for 
instructions, or a family member arrives to pick up the child.   
 
The school may, if it is impossible for a family member to collect the child, opt to 
provide private hire transport for the pupil to their home address, or to an 
alternative address nominated by the parent at the time.  This arrangement will 
only be approved in exceptional circumstances and the school will recover 
reasonable costs and expenses from the parents for the service. 
 
If a number of pupils become stranded at school (for example in the case of 
extreme weather), the school will implement the Emergency Planning Procedure 
and staff will be co-opted to set up a holding area within the school where pupils 
can be supervised and cared for until the situation improves. 
 
Being Alone With a Child 
Of all circumstances this is the one which carries the greatest risk. In an 
environment such as ours, where the levels of trust are so high and taken as the 
normal course of events, there is a greater statistical opportunity for things to go 
wrong. These are some of the contexts where it is, at least, sensible to consider 
the associated risk:- 

● Running an extra class outside the curriculum, possibly in an isolated or 
quiet part of the building. 

● Running a private detention under similar circumstances. 
● Calling a child to an office for disciplinary or administrative reasons. 
● Offering a lift home to a stranded child at the end of the day or after an 

extra curricular activity. 
● Visiting the toilets as part of a duty responsibility. 

 
All of these are circumstances that many of us operate in daily and we are rarely 
concerned about them. Practically, a good degree of the risk can be reduced by 
having doors open in rooms, giving other colleagues and support staff an easy 
access to your working environment and informing others of your timing and plans 
for any given appointment. If anyone has concerns after taking account of the risk, 
then it is entirely correct to discuss the matter with the Headmaster or HoS as 
appropriate. 
 
In addition there are circumstances where individual children may give cause for 
concern, usually because they have problems of their own; they may have special 



 

 

physical and/or educational needs, be distressed or perhaps violent. Such 
situations are rare but not unknown. Staff can reasonably expect to be advised of 
any special arrangements in this respect. 
 
This means adults should:- 

● Avoid meetings with pupils in remote, secluded areas of school. 
● Ensure there is visual access and/or an open door in one to one situations. 
● Inform other staff of the meeting beforehand, assessing the need to have 

them present or close by. 
● Avoid use of 'engaged' or equivalent signs wherever possible. Such signs may 

create an opportunity for secrecy, or the interpretation of secrecy. 
● Always report any situation where a child becomes distressed or angry to a 

senior colleague. 
● Consider the needs and circumstances of the child/children involved. 

 

Junior School 
Extents of Supervision 
The school day for the Hipperholme Grammar Junior School begins formerly with 
Registration at 0855 and continues until the end of the last period at 1530.  The 
school will provide supervision of pupils on school grounds between the hours of 
0730 in the morning and 1800 using breakfast club and after-school clubs.  The 
Junior School site is open from 0700 each morning for staff and ancillary workers, 
and remains open until approximately 1830 for cleaning and caretaking activities. 
 
Access Restrictions Before & After School 
Because of the age of the pupils attending the school (which may be in the age 
range 3 years to 11 years), and the close proximity of Wakefield Road, the school 
operates a closed perimeter policy, with parents bringing pupils directly into the 
school playground, using the main gate to the right of the front main entrance.  
This gate is supervised by a Playground Supervisor between 0830 and the beginning 
of Registration, and is secured with a keypad locking system once playground 
supervision ends. 
 
Once within the closed perimeter, children are handed over into the care of staff, 
who may be teaching staff, after-school staff, or playground supervisors.  Once 
children are handed over to the school by parents, they may, depending on age 
group and weather conditions, be taken into their nursery or reception classrooms, 
taken into the dining hall, or allowed into secure outdoor play areas. 
 
The main school building has three access doors.  All doors are permanently 
secured by code locks and automated door closing systems. Parents are generally 
not permitted to bring their cars onto school grounds and the rear car park, unless 
they are dropping children off at the Dining Hall between 0730 and 07.45 for 



 

 

Breakfast Club.  At all other times the rear drive and car park are secured by a 
closed main gate. 
 
All children are collected from the main playground by parents, with the exception 
of Early Years Classes. Nursery and Reception children are collected from their 
classrooms. Nursery children are collected at either 11:30, 12:30 or 15:30. After 
school pick up may be from the main playground, or from the Dining Hall (accessed 
through the main gates), for children attending after-school club. 
 
Children who are not collected at the end of Aftercare at 18.00 are kept at school 
until the parents have been contacted and arrive for collection by the parent or 
agreed representative. A child will be cared for and contact will be tried to be 
established between school and home.  If all avenues are explored for at least two 
hours and the conclusions have been drawn then it is the responsibility of the Head 
Teacher to inform the social services of the situation. 
 
Parental Responsibility for Supervision 
Junior school children and infants are deemed by the Foundation to be under their 
parents supervision, until within the secure perimeter of the Dining Hall, or main 
playground, and until in the company of a member of staff.  The secure perimeter 
excludes the building frontage, side access road or rear drive and car park. 
This school policy makes it clear that the parent or legal guardian is responsible for 
the supervision and safeguarding of their child before (or after) the times specified 
in this policy.  Parents arriving with their child at school before 0730 must remain 
with their child until Breakfast Club opens.   
 
The responsibility of the school for children arriving or leaving begins and ends at 
the playground gate, or the Dining Hall entrance. 
 
Arrangements for General Supervision 
All children will be supervised by a member of staff while in school.  For Nursery 
and Reception classes the general rule is that there will be a minimum of two 
members of staff in attendance, since young children may need to be accompanied 
out of class to the toilets. 
 
The school will ensure that children are adequately supervised during break times 
and at lunch time, and may hand over some supervisory responsibilities from 
teaching staff, to support staff and playground supervisors during these times. 
 
Arrangements for Sports Supervision 
Children at the Junior School will remain under the direct supervision of the Sports 
Coach at all times when taking part in Games or Physical Education.  Such 
activities are most often conducted on the playing field within the school’s 
security perimeter.  Where children are taken off site for activities they will be 
supervised by a minimum of two members of staff.   



 

 

 
People Considered ‘Responsible Persons’ for Supervision 
The school employs only suitably vetted Adults to take responsibility for Junior 
School children.  This will include members of the Classroom Assistants, Teachers, 
Playground Supervisors and After-School Supervisors.  Caretaking, Catering and 
Cleaning staff should NOT be considered as supervisors, since their duties are such 
that they cannot effectively monitor any  children left in their care.  This will be 
made clear to parents who may consider that any adult staff member on site will 
assume responsibility for their child out of normal hours. 
Where the school employs external supervision in the form of Holiday Clubs, they 
will be thoroughly vetted for child protection purposes and will be subject to 
monitoring and risk assessment.     
 
Parent Helpers 
Where a parent offers their assistance to help supervise an event, such as a field 
trip, the school must ensure that the safety of other children is taken into primary 
consideration.  Parent helpers should not be left alone with children, particularly 
other people’s children, and should themselves be supervised by a member of 
staff.  The school will ensure that any person with regular child contact is vetted 
through the CRB before they are allowed access to pupils. 
 
Emergency Procedures 
The school will have appropriate Emergency Procedures in place to deal with such 
events as school closure and extreme weather.  In the event that a pupil is 
stranded at school due to the failure of a parent collecting the child at the normal 
time, the pupil will remain at school in the care of a member of staff until such 
time as the school can contact the parents for instructions, or a family member 
arrives to pick up the child. 
If a number of pupils become stranded at school (for example in the case of 
extreme weather), the school will implement the Emergency Planning Procedure 
and staff will be co-opted to set up a holding area within the school where pupils 
can be supervised and cared for until the situation improve. 
 
Sickness and Medical Emergency in the Junior School 
The School has members of staff who are trained to administer First Aid at Work 
and has members of staff on site with Paediatric First Aid Training.   Parents 
should be reminded that staff with First Aid training are only equipped to deal with 
the immediate effects of minor accidents and illnesses, and that they cannot deal 
with more serious emergencies requiring medical attention. All staff are trained in 
emergency first aid. 
 
If a child has an accident that requires immediate hospital treatment, an 
ambulance will be summoned and the child will be accompanied to hospital by a 
member of staff.  The school will contact the parent or carer immediately and will 
require them to take full responsibility for the child at the hospital as soon as 



 

 

possible.   No medical treatment may be administered to a child in hospital (other 
than that required to preserve life) without parental permission – staff are not 
legally authorised to grant permission in such cases.  The staff member will remain 
at hospital with the child until the parent, or a nominated carer can arrive. 
 
Parents are legally responsible for the welfare and safety of their child, and they 
will be required to collect the child from school a soon as possible (usually within 
one hour) if they suffer an injury which is not serious enough to warrant immediate 
transfer to hospital. This will also apply if (in the opinion of the Head Teacher) a 
child is too ill to continue in lessons, or there is a risk of passing a serious infection 
on to other children in class. 
 
If parents cannot collect a child from school within a reasonable time (typically 
within one hour) they should be asked to nominate a trusted adult or family 
member to attend school to collect the child in their absence.  The school expects 
parents and nominated carers to place the welfare of the child first. We cannot 
accept responsibility in cases where parents may be unwilling to attend school in a 
reasonable time (for example citing work commitments). 
 
Parents who work in professions, or locations, where it may not be possible to get 
to the school within a reasonable period of time should provide the school with the 
name and telephone number of one or more responsible adults to act in their 
absence (for example other family members or trusted friends). 
 
If the school cannot contact the parent, or any of the alternative emergency 
contacts, we will act in Loco-Parentis and care for the child until contact is 
established.  In such circumstances we may choose to refer the child to the local 
hospital A&E department under the supervision of a member of staff if we suspect 
that there are injuries which need to be seen by a doctor. 
  



 

 

 

MISSING CHILDREN 

Foundation 
 
Children’s safety is maintained as the highest priority at all times both on and off our 
premises. In the unlikely event of a child going missing, our missing child procedure is 
followed. 
 
Procedures 
Child going missing on the premises 

● As soon as it is noticed that a child is missing the member of staff alerts the person 
in charge. (e.g. Headmaster/HoS). 

● Staff carry out a thorough search of the building and playgrounds. 
● The register is checked to make sure no other child has also gone astray. 
● Doors and gates are checked to see if there has been a breach of security whereby 

a child could wander out. 
● A search of the entire school and grounds is carried out. 
● If the child is not found, the parent is contacted and the missing child is reported 

to the police. 
● The person in charge talks to staff to find out when and where the child was last 

seen and records this. 
● The head teacher reports the incident to the chair of governors who decides 

whether to instigate an inquiry. 

 
Child going missing on an outing 
(What to do when a child goes missing from a whole setting outing such as Speech Night) 
may be a little different, as parents usually attend and are responsible for their own child. 

● As soon as it is noticed that a child is missing, staff on the outing ask children to 
stand with their designated person and carry out a headcount to ensure that no 
other child has gone astray. One staff member searches the immediate vicinity but 
does not search beyond that. 

● The head teacher/senior teacher is contacted immediately and the incident is 
reported. 

● They contact the police and report the child as missing. 
● The head teacher/senior teacher contacts the parent, who makes their way to the 

school or outing venue as agreed with the head/senior manager. The school is the 
best place, as by the time the parent arrives, the child may have been returned 
there. 

● Staff take the remaining children back to the school/nursery. 
● In an indoor venue, the staff contact the venue’s security who will handle the 

search and contact the police if the child is not found. 
● The head teacher contacts the chair of governors and reports the incident. 

 
The investigation 

● Staff keep calm and do not let the other children become anxious or worried. 
● The head teacher or their deputy speaks with the parent(s). 



 

 

● The head and governors carry out a full investigation taking written statements 
from all the staff who were on the outing. 

● The key person/staff member writes an incident report detailing: 
The date and time of the report. 
What staff/children were in the group/outing and the name of the staff designated 
responsible for the missing child. 
When the child was last seen in the group/outing. 
What has taken place in the group or outing since the child went missing. 
The time it is estimated that the child went missing. 

● A conclusion is drawn as to how the breach of security happened. 
● If the incident warrants a police investigation, all staff co-operate fully. In this 

case, the police will handle all aspects of the investigation, including interviewing 
staff. Children’s Social Care may be involved if it seems likely that there is a child 
protection issue to address. 

● The incident is reported under RIDDOR arrangements (see the Reporting of 
Accidents and Incidents policy); the local authority Health and Safety Officer may 
want to investigate and will decide if there is a case for prosecution. 

● In the event of disciplinary action needing to be taken, Ofsted is informed. 
● The insurance provider is informed. 

 
Managing people 

● Missing child incidents are very worrying for all concerned. Part of managing the 
incident is to try to keep everyone as calm as possible. 

● The staff will feel worried about the child, especially the key person or the 
designated carer responsible for the safety of that child for the outing. They may 
blame themselves and their feelings of anxiety and distress will rise as the length 
of time the child is missing increases. 

● Staff may be the understandable target of parental anger and they may be afraid. 
Setting leaders need to ensure that staff under investigation are not only fairly 
treated but receive support while feeling vulnerable. 

● The parents will feel angry, and fraught. They may want to blame staff and may 
single out one staff member over others. When dealing with a distraught and angry 
parent, there should always be two members of staff, one of whom is the head and 
the other should be the chair of governors. No matter how understandable the 
parent’s anger may be, aggression or threats against staff are not tolerated, and 
the police should be called. 

● The other children are also sensitive to what is going on around them. They too 
may be worried. The remaining staff caring for them need to be focused on their 
needs and must not discuss the incident in front of them. They should answer 
children’s questions honestly but also reassure them. 

● In accordance with the severity of the final outcome, staff may need counselling 
and support. The chairperson or proprietor will use their discretion to decide what 
action to take. 

● Staff must not discuss any missing child incident with the press without taking 
advice. 

 


