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MISSING CHILD PROCEDURE 

Rationale 

At Sistema Waikato, the safety of all children attending the programme is given the highest priority. 

Having a clear procedure for staff to follow if a child should go missing is critical as this can be a very 

stressful time for all concerned. 

Purpose 

 To ensure that in the event of a child going missing from the programme, Sistema Waikato will 

take appropriate and timely action in the interests of the child’s safety and welfare. 

Guidelines 

Preventative Procedures  

1. Systems must be in place to ensure that children do not go missing. This includes ensuring 

that staff are aware of all exits and exits are monitored closely. 

2. Children will be made aware of the boundaries of the programme. 

3. Children are supervised at all times and there is sufficient staff available to ensure this 

happens. 

4. Parents/caregivers are required to sign their children in and out and alert a staff member if 

they come to, or leave the programme at times other than normal start and finish times. 

5. Children will not be allowed to leave the programme with anyone other than an authorised 

person, unless the programme has been informed otherwise. 

6. Any visitors to the programme are asked to report to the Sistema Waikato office. 

Reactive Procedures  

1. If a child cannot be found by their tutor, the Programme Manager or Programme Leader 

must be notified immediately and told when and where the child was last seen. Time is of 

the essence and prompt action must be taken by all.  

2. The remaining children will be left in the care of tutors. All other available staff will conduct 

a thorough search of the premises (including storage areas, toilets, the school building) and 

the school grounds, with the staff team being careful not to create an atmosphere of panic  

3. The Programme Leader or Programme Manager will nominate two staff, one male and one 

female, to search the area in the immediate vicinity of the school. All staff will be extra 

vigilant to any potentially suspicious behaviour or persons in and around the school site.  

4. If after 10 minutes of thorough searching, the child is still missing, the police must be called 

by the Programme Leader or Programme Manager. 
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5. If the child is not found in the school, the child’s parents/caregivers will be contacted by the 

Programme Leader or Programme Manager and informed of the situation.  

6. While waiting for the police and the parent/caregiver to arrive, searches for the child will 

continue. During this period, the other members of staff will maintain as normal a routine as 

possible for the rest of the children in the programme.  

7. The Programme Leader or Programme Manager will be responsible for meeting the police 

and the missing child’s parent/caregiver, and will be responsible for co-ordinating any 

actions instructed by the police and do all they can to comfort and reassure the parents. 

8. The Sistema Waikato Music Director will also be informed as soon as is practicable.  

9. If a member of staff finds the child, the Programme Manager/Leader must be told at once. 

Parents, police and other authorities will then be notified.  

10. Subsequent to any such event, risk assessments will be carried out to ensure that the 

incident does not happen again. 

11. Should neither the Programme Manager or Programme Leader be on site at the time of the 

incident, the most senior member of staff on hand at the time is responsible for ensuring the 

procedure is followed.   

Out of School Visits  

1. When a group of children is taken off premises, risk assessments must be completed in 

advance. 

2. A list of children must be carried by staff on the visit. 

3. Regular head counts will be undertaken by staff. 

4. Adult/Pupil ratios will be appropriate to the activity being undertaken. 

5. A mobile phone must be taken on all visits. 

6. If a child goes missing, the other children will be gathered together and a member of staff or 

volunteer assigned to look for the child. An urgent but thorough search should be made of 

the immediate vicinity. 

7. If in an enclosed space, the appropriate staff in that environment can be initially informed 

before calling the police, for instance to give a message over the public address system. 

8. The Programme Manager must be informed immediately, so that the parents/guardians can 

be informed. 

9. If the child is not found immediately, the police must be contacted in the area where the 

visit is taking place. 

10. If a member of staff finds the child, the Programme Manager must be informed at once. 

Parents, police and other authorities will then be notified.  
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11. The Programme Manager will investigate how the incident occurred and will take 

appropriate action to ensure that similar events do not happen again. 


