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Police: 101 or 999 if immediate risk of harm  

PR and Media Team: 020 7903 3593 and 07787 124792  

Managing Director of Education and Children's Services: Josh Fitzgerald 07561 868941  

Principal: Adam Wadey 01474 814878 

Senior Assistant Head: Lisa Waters 01474 706054 

 

Reviewed: September 2025 

TRY TO LOCATE THE 

MISSING CHILD 

A senior member of staff to 

inform Parents / Carers of 

child 

UNABLE TO LOCATE CHILD 

The offsite Lead to contact 

the School Principal 

If necessary, the Principal to 

contact the Police, Kent 

Missing Person Liaison Officer 

Director of Education & 

Responsible Individual should 

be contacted and given 

regular updates 

Local Social services and if 

applicable, child’s Social 

Worker, should be 

notified 

Media enquiries relating to 

the incident should be 

referred to the NAS PR & 

Media Team 

 

CHILD FOUND 

Check the child to make 

sure they have not 

suffered any injuries 
  

Principal to debrief parent/carer 

and inform Head of Operations, 

Responsible Individual and 

Social Services (if applicable) of 

the incident 

A full incident report should be 

written up and emailed to the 

Head of Operations, Schools 

within 72 hours   

Offer Parents / Carers and child a 

meeting to discuss the incident 

Update Pupil Risk 

Assessment and ISP prior 

to any further offsite trips 

are authorised 

Staff should ensure they have the 

following when they go offsite: 

➢ Pupil Risk Assessment 

➢ Pupil Record Sheet 

➢ Medication & Medication 

Information 

➢ Offsite Activity Risk Assessment 

➢ School mobile phone 
 

Staff to be supported by 

their Line Manager and have 

a full de-briefing once the 

child is safe 


