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BROOKWAYS SCHOOL 
 

MISSING FROM EDUCATION POLICY 
 

Brookways School is committed to safeguarding and promoting the welfare of children and 
requires all staff to act in the best interests of our children at all times. 

 
1. Introduction 
 
Brookways School recognises its duty under the Education Act 2002 to make arrangements to 
ensure that functions are carried out with a view to safeguarding and promoting the welfare of 
children. 
 
We comply with The Education (Independent School Standards) Regulations 2014 and have regard 
to the DfE guidance ‘Children missing education’ (September 2016). 
 
Brookways School acknowledges the obligations associated with the UN Convention on the Rights of 
the Child (UNCRC), the Children Act 1989, the Human Rights Act 1998 and the Equality Act 2010. We 
also follow current DfE guidance, ‘Keeping children safe in education’ (2022), ‘Working together to 
safeguard children’ (2018)1, HM Government advice ‘What to do if you’re worried a child is being 
abused’ (2015) and the Local Safeguarding Children Partnership’s2 policies, procedures, guidance 
and protocols. 
 
We will take immediate action where we believe an individual may be at risk, or it is alleged that a 
child is suspected of being abused. Our primary concern, at all times, is the welfare and safety of all 
members of Brookways School’s community including children, staff and visitors. 
 
This policy and all associated procedures apply to all staff (including all members of the Kedleston 
Group Limited (Brookways School’s parent company) Senior Management Team, Brookways School’s 
Leadership Team, consultants, agency staff, volunteers, students on placement and any other 
individual working for, or on behalf of Brookways School), children and visitors and should be read in 
conjunction with other safeguarding and employment policies including (not an exhaustive list): 
 
• Administration of Medication Policy 
• Anti-Bullying Policy 
• Child Protection Policy 
• Compliments and Complaints Policy 
• Curriculum Policy 
• Driver and Vehicle Policy 
• Drugs, Alcohol and Tobacco Policy 
• Equality and Diversity Policy 
• Exclusion Policy 
• Grievance Procedure 
• Health and Safety Policy 
• Management of Behaviour: Rewards and Sanctions Policy 
• Off-Site Visits Policy 
• Online Safety and Multi-Media Policy 

 
1 Last updated 1 July 2022 
2 Some local authorities still use the term ‘Local Safeguarding Children Board’. 

http://www.legislation.gov.uk/ukpga/2002/32/contents
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
https://www.gov.uk/government/publications/children-missing-education
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/
http://www.legislation.gov.uk/ukpga/1989/41/contents
http://www.legislation.gov.uk/ukpga/1998/42/contents
https://www.equalityhumanrights.com/en/equality-act-2010/what-equality-act
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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• Recruitment and Selection Policy 
• Restrictive Physical Intervention (RPI) Policy 
• Safe Working Practice Policy (Code of Conduct) 
• Searching, Screening and Confiscation Policy 
• Self-Harm and Suicide Policy 
• Use of Quiet/Reflection Rooms Policy 
• Whistle Blowing Policy 
 
Failure to comply with these policies and procedures may result in disciplinary action, which might 
include summary dismissal (and referral to the Disclosure and Barring Service and the Teacher 
Regulation Agency (TRA), where appropriate) or termination of agreement or contract. 
 
2. Roles and responsibilities 
 
The Chief Executive Officer (CEO) of Kedleston Group Limited (Brookways School’s parent company) 
endorses this policy and has delegated responsibility for its effective operation to the Head Teacher. 
 
It is the responsibility of all relevant staff to follow the procedures outlined in this policy, and report 
and record any suspicions or concerns to a senior member of staff. 
 
If you have any concerns that a child’s behaviour may be associated with any of the following: 
• child criminal exploitation (CCE), such as county lines 
• child sexual exploitation (CSE) 
• female genital mutilation (FGM) 
• forced marriage 
• involvement in gangs 
• radicalisation and/or violent extremism 
• peer on peer abuse, including sexual violence and sexual harassment 
 
you must immediately refer the matter to Emma Stark, Designated Safeguarding Lead (DSL), the 
Head Teacher or another Designated Person in accordance with our ‘Child Protection Policy’. If you 
feel that there is an immediate danger to the life of the individual or others, then call 999. 
 
3. Brookways School’s procedures 
 
All children, regardless of their circumstances, are entitled to an efficient, full-time education, which 
is suitable to their age, ability, aptitude and any special educational needs they may have.   
 
Children missing education are children of compulsory school age who are not registered pupils at a 
school and are not receiving suitable education otherwise than at a school. Children missing 
education are at significant risk of underachieving, being victims of harm, exploitation or 
radicalisation, and becoming NEET (not in education, employment or training) later in life.   
 
The purpose of this document is to outline our response to three particular situations: 
• A child fails to attend school without good reason (unauthorised absence). 
• A child leaves school premises without permission. 
• A child goes missing off-site while under the care or supervision of school staff. 
 
For further information on Brookways School’s procedures, see Appendix 1. 
 

https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/organisations/teaching-regulation-agency
https://www.gov.uk/government/organisations/teaching-regulation-agency
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Effective information sharing between parents, schools and local authorities is critical to ensuring 
that all children of compulsory school age are safe and receiving a suitable education. 
 
4. Reporting, recording and evaluating incidents 
 
All circumstances outlined above must be reported to senior staff; and recorded as soon as is 
reasonably possible (and in any event within 24 hours of the incident).  
 
Whenever a child leaves Brookways School without permission or goes missing off-site, the 
Designated Person must ensure that key individuals and agencies are informed, within the 
timescales specified. 
 
All incidents are evaluated to identify any gaps in training, skills or knowledge of staff or to record 
and retain evidence of what worked well. 
 
5. Behaviour support plans and risk assessments 
 
Where a child has been involved in leaving school premises without permission or going missing off-
site, new information will be recorded, as appropriate. 
 
Relevant information will be communicated to other staff, as soon as reasonably possible, and the 
individual risk assessment and/or behaviour support plan will normally be reviewed and 
redistributed (where appropriate) within 72 hours. 
 
All relevant staff are obliged to familiarise themselves with the current risk assessment and 
behaviour support plan, for every child they are likely to have responsibility for educating, 
engaging, supporting or supervising. 
 
All risk assessments and behaviour support plans are shared with children to enable them to develop 
the knowledge, understanding and skills necessary to manage their own behaviour effectively. 
 
6. Multi-agency partnership 
 
As a school, we work in partnership with children’s social care in both our locality and children’s 
home areas. Any duplication or inconsistencies between locally agreed procedures and those of 
other placing authorities will be discussed and addressed, as appropriate. 
 
We are committed to working with parents, carers, local authority representatives, the police and 
other interested parties in a positive and constructive relationship to support children who may be 
at risk of running away or going missing from education. 
 
We take appropriate steps to escalate concerns, including with the placing and host local authority 
(if different) and the child’s allocated social worker (where appropriate) and the police. 
 
If a child repeatedly leaves Brookways School premises without permission, has been missing from 
education for a long time or engages in other risky behaviours, such as frequently meeting with 
inappropriate adults, the Designated Person will request a meeting with parents, carers, placing 
authority, the local authority in which the setting is located (if different) and representatives from 
the police, as appropriate.  
 
  



  
 

Page 6 of 11 
Missing from Education Policy  September 2022 

7. Staff training 
 
Brookways School is committed to providing the support, supervision and training necessary to 
safeguard our children. All relevant staff receive training in child protection, behaviour support and 
risk assessment. 
 
All staff receive and read a copy of ‘Part one: Safeguarding information for all staff’ from the DfE 
guidance ‘Keeping children safe in education’ (2022). 
 
Staff who work directly with children, including all members of the Senior Leadership Team, must 
also read the following documents during their induction: 
• Brookways School’s ‘Anti-Bullying Policy' 
• ‘Management of Behaviour: Rewards and Sanctions Policy’ 
• ‘Missing from Education Policy’, and 
• ‘Restrictive Physical Intervention (RPI) Policy’. 
 
8. Seeking the views of children, parents, carers, local authorities and staff 
 
Regular enquires are made of all children as to how safe they feel at Brookways School and ways in 
which services and outcomes can be improved. The views of parents, carers, local authorities and 
staff are also sought through existing mechanisms for consultation and feedback. Records are kept 
of these enquiries as well as any associated actions. 
 
9. Safeguarding and child protection 
 
Brookways School will always consider whether a child’s behaviour gives cause to suspect that they 
are suffering, or are likely to suffer, significant harm; or whether their behaviour might be the result 
of unmet educational or other needs. All child protection concerns will be addressed in accordance 
with our ‘Child Protection Policy’. 
 
10. Police involvement 
 
Careful, child-centred decision-making is made about reporting their behaviour to the police, though 
appropriate notifications are always made and clearly documented.  
 
If the behaviour could be criminal or poses a serious threat to a member of the public, the police 
should always be informed. 
 
NPCC When to call the police: Guidance for schools and colleges should help senior staff understand 
when they should consider calling the police and what to expect when they do. 
 
A decision whether or not to involve the police will be made by the Head Teacher. 
 
11. Complaints 
 
Children, staff, parents, carers, and any other adult with parental responsibility (e.g., social worker) 
or other local authority representatives are all able to complain to Brookways School if they are 
unhappy with any aspect of the education or care provided. All complaints are taken seriously and 
will be dealt with without delay. For further information, see our ‘Compliments and Complaints 
Policy’. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
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All complaints concerning allegations of child abuse will always be addressed in accordance with our 
‘Child Protection Policy’. 
 
12. Implementation, monitoring, evaluation and review 
 
The designated senior member of staff with overall responsibility for the implementation, 
monitoring and evaluation of the ‘Missing from Education Policy’ is the Head Teacher. 
 
The designated member of staff is also responsible for ensuring that all children, staff, parents, 
carers and placing local authorities are aware of our policy. Additional support would also be 
provided to any parent or significant person, wishing to know more about the policy and procedures 
outlined above. A copy of this policy document is available for inspection on the premises during 
office hours (term time only) and an electronic copy is posted on our website: 
www.kedlestongroup.com/schools/brookways-school/policies 
 
This policy document will be reviewed and publicised in writing, at least annually and, if necessary, 
more frequently in response to any significant incidents or new developments in national, local and 
organisational policy, guidance and practice. 
 
The proprietor, Kedleston Group Limited, is represented by a board of executive and non-executive 
directors who include the Chief Executive Officer, Finance Director and Chief Operating Officer. The 
Board has direct responsibility for all aspects of operations in all Kedleston settings including health, 
safety and child protection. The Board is supported by a Senior Management Team, which comprises 
of the following: 
• Chief Executive Officer 
• Finance Director 
• Chief Operating Officer 
• Development and Estates Manager 
• Deputy Finance Director 
• Group Head of Social Care 
• Group HR Director 
• Group IT Manager 
• Group Positive Behaviour Support (PBS) Lead 
• Group Safeguarding Lead 
• Health & Safety Manager 
• Regional Children’s Homes Director (2) 
• Regional Education Directors (2) 
• Strategic Partnerships Director 
 
The proprietor, Kedleston Group Limited, will also undertake an annual review of the school’s 
policies and procedures relating to safeguarding, and ensure that all duties have been discharged in 
accordance with current legislation, regulations and statutory guidance; as well as local authority 
procedures and practice, including the relevant Local Safeguarding Children Partnership(s). 
 
The proprietor stringently holds senior leaders to account for all aspects of the school’s performance 
through robust systems of governance, reporting and monitoring. 
 

http://www.kedlestongroup.com/schools/brookways-school/policies
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If you have any comments, questions, concerns or suggestions about the 
content of this policy document please speak to the Head Teacher. 
Alternatively, you can contact: 
 
Group Safeguarding Lead, Kedleston Group Limited, Kimberley Taylor via 
email k.taylor@kedlestongroup.com or telephone 07837 348576 
 
Deputy Group Safeguarding Lead, Kedleston Group Limited, John Young via 
email j.young@kedlestongroup.com or telephone 07979 309782 
 

 
  

mailto:j.young@kedlestonschools.com
mailto:j.young@kedlestongroup.com
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APPENDIX 1 
Brookways School’s Procedures 
 
The purpose of this document is to outline our response to three situations: 
• A child fails to attend school without good reason (unauthorised absence). 
• A child leaves school premises without permission. 
• A child goes missing off-site while under the care or supervision of school staff. 
 
1.1. A child fails to attend school without good reason (unauthorised absence) 
 
Where reasonably possible, Brookways School will hold more than one emergency contact number 
for each child. This goes beyond the legal minimum and is good practice to give the setting 
additional options to make contact with a responsible adult when a child missing education is also 
identified as a welfare and/or safeguarding concern. 
 
Any absence from school will be addressed in accordance with our ‘Attendance Policy’. 
 
 1.2 A child leaves the school premises without permission. 
 
While children may leave school without permission for a variety of reasons, the majority often do 
so on impulse; and normally in response to overwhelming emotions such as anxiety, confusion, fear, 
frustration and anger. All staff must adopt a pro-active approach to supervising and monitoring the 
location and behaviour of children at all times, particularly when they appear agitated and unsettled. 
 
Knowledge of individual children is all-important in terms of the likelihood of them leaving school 
without permission and their influence on other more vulnerable children. Information on these 
issues may be found in a child’s pen picture, risk assessment, behaviour support plan or EHC Plan3. 
 
If a child does attempt to leave school without permission, the following considerations must always 
be borne in mind: 
 
• If a child does attempt to leave the premises without permission, staff should remind a child in a 

loud, clear voice that they should not walk/run off and ask them to return to the staff/group. 
 
• Staff may only use a restrictive physical intervention if they have cause to believe that the child is 

placing themselves or others at immediate and unacceptable risk. For more information, see our 
‘Restrictive Physical Intervention (RPI) Policy’. 

 
• Any child who leaves school premises without permission should be supervised and kept in sight 

at all times. 
 

 If a child has left the premises and cannot be seen, parents/carers and other responsible 
persons (e.g., social worker) will be informed by telephone, as soon as possible. 
 

 If the child has still not been located after 15 minutes4, Brookways School will contact the 
police; and parents/carers and other responsible persons (e.g., social worker) will be informed 
that the police have been notified. 

 
3 Education, Health and Care Plan 
4 This timescale may be reduced depending on the child’s individual characteristics such age, maturity, level of 
understanding, vulnerabilities and health needs (e.g., epilepsy). 
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• In supporting a child off-site, staff must follow at a walking pace and undertake frequent risk 

assessments of the situation, taking into account the child’s potential response to being observed 
and the likelihood of them putting themselves at greater risk e.g., near busy roads, transport 
hubs, waterways or railways. 

 
• Staff must contact the police on 101 (or 999 in an emergency) if the welfare of the child 

continues to be a cause for concern (especially if they have not been seen for 15 minutes or 
they are observed getting on public transport and/or leaving the area). 

 
Staff involved in monitoring a child off-site must: 
• carry a mobile phone that is switched on and set to ring rather than silent/vibrate. 
• observe, monitor and encourage the individual to return to school (if possible). 
• be advised NOT to ‘chase’ children near roads, junctions, waterways or railways. 
 
If a child remains unaccounted for, Brookways School will liaise with the police, parents/carers and 
other responsible persons (e.g., social worker), as appropriate. 
 
If a child returns to site with Brookways School staff, the Head Teacher, parents, carers, local 
authority and children’s social care (as appropriate) must be informed, as soon as reasonably 
possible. 
 
On returning to Brookways School, the child must be offered a positive and warm response. It is 
important to establish what, if any, motive there was for the behaviour to identify and address any 
potential difficulties the child may be experiencing. 
 
 1.3. A child goes missing off-site, while under the care or supervision of Brookways School staff 
 
Off-site visits are typically one of the most unpredictable activities we undertake with children. The 
importance of good planning, preparation and risk assessment should never be underestimated. 
Staff must maintain the highest level of vigilance and supervision at all times. 
 
If a child is believed to have ‘run away’ from a trip or activity, staff must act to prioritise the welfare 
and good management of the group. Failure to do so may provoke a large-scale incident involving 
greater risk-taking and more children.  
 
Unless a child is directly observed leaving the area, staff must ensure thorough checks are made of 
the immediate vicinity including shops, toilets, playgrounds etc. If the child is not located during such 
a search, immediate action must be taken to locate and safeguard the child.  
 
Staff must inform the Head Teacher as soon as possible, before conducting a search of the 
immediate locality including nearby train and bus stations. If the child is located during a local 
search, staff must observe, monitor and encourage the individual to return with them (if possible). 
 
If a child returns to site with Brookways School staff, the Head Teacher, parents, carers, local 
authority and children’s social care (as appropriate) must be informed, as soon as reasonably 
possible.  
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If the welfare of the child continues to be a cause for concern e.g., their whereabouts remains 
unknown or they are observed getting on public transport and/or leaving the area, staff must 
contact the police on 101 (or 999 in an emergency). 
 
When the child eventually returns to school, they must be offered a positive and warm response. It 
is important to establish what, if any, motive there was for the behaviour to identify and address any 
potential difficulties the child may be experiencing. 


