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1.0 Introduction 

All members of the By Design Group Ltd and associated companies (BDG for future reference in this document) staff 
have a responsibility to ensure the safety, security and welfare of the children involved with and not limited to 
residential, STEM, intervention, aspirational camps, and activities. BDG staff are expected to have accurate 
information regarding who is based in their activity area (including dorms, rooms, and tents) and taking part in 
activities under their responsibility.  BDG staff are expected to have accurate information regarding to the drop-off 
and collection of children (young people) involved in BDG activities to on any given day including who is collecting. 
 
It is the responsibility of the Programme / Activity Manager or Deputy Manager to ensure that all children (young 
people) are on the registers and accounted for. 
 
The BDG have a written policy and procedures to ensure the safety of the children (young people) in their care. 
In the unlikely event of a child going a pre-set action plan would come into place. 
 

This BDG Missing and Lost Child Policy refers to all BDG activities including working with young people vulnerable 
adults above KS4 (Key Stage 4 (KS4) is the legal term for the two years of school education which incorporate GCSEs, 
and other examinations, in maintained schools in England normally known as Year 10 and Year 11, when pupils are 
aged between 14 and 15). 
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2.0 Strategies to Promote Safety and Security: 

• Doors and gates are childproof with reminders for staff, parents, carers, guardians, and visitors that doors 
and gates remain shut. 

• Staff, parents, carers, guardians, and visitors are expected to sign in and out. 
• Staffs are aware of persons collecting and password implemented if needed. 
• Premises are secure and steps to prevent unauthorised persons entering the premises. 
• Adequate staff: child ratios 
• Children are supervised at all times. 
• When accessing outside environments perimeter fencing is to be secure and gates (entrance points) to be 

controlled and where possible kept shut (locked) during activities. 
• Headcounts are efficient throughout the day and especially times of transitions i.e., outside to indoors, from 

room to room. 
• Staff in partnership with parents and carers promote ‘how to keep safe’ utilising and reinforcing safe 

awareness practices including stranger danger and road safety.  
 

 

3.0 On BDG Controlled Premises: 

• The member of BDG staff will check with immediate staff and the children when and where the child last 
was seen. 

• Programme / Activity Manager or Deputy Manager or senior staff member will be alerted. 
• All BDG staff would be alerted immediately a child has gone missing, and ensure others such as volunteers, 

students are alerted. 
• BDG staff, contractors or visitors will be requested not to leave the premises. 
• At least two members of BDG staff would remain with the other children. 
• All room registers will be checked. 
• The remaining BDG staff will carry out a thorough search for the missing child. 
• After 15 minutes the Programme / Activity Manager, Deputy Manager or Senior member of staff will 

telephone site / building security team and the police immediately. 
• The BDG Designated Safeguarding Officer or Deputy Designated Safeguarding Officer will be contacted. 
• If a child is definitely missing the parents / carers / guardians will be contacted and informed of the situation. 
• Time, Date, location of disappearance, staff responsible for caring for child at time, what the child was 

wearing and other circumstances surrounding the disappearance will be recorded. 
• Records will be kept of any incident. 
• Programme funders and stakeholders will be informed without delay.  
• All parents and carers will be informed of the incident. 
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4.0 Outside of BDG Controlled Premises 

Prior to an outing / visit: 

• Risk assessments to be carried out prior to an outing. 
• Steff: Child ratio for outside visits to be in line with age-group requirement. 
• Staff to carry mobile phone or assigned mobile phone whilst absent from the BDG controlled setting. 
• Staff will have Emergency contact numbers with them on outings. 
• Children are aware of ‘keeping safe’ expectations. 
• Outings involving large public venues such as an education centre appropriate notification (wristband to be 

considered for young people below KS 3) will be given to all children with the assigned mobile number. 
 
 
 
Incident outside of BDG Controlled Premises: 
 

• The member of staff will check with immediate staff and the children when and where the child was last 
seen. 

• All BDG staff on the outing would be alerted immediately a child has gone missing. 
• Depending on staffing – two members of staff would stay with the remanding children whilst the other staff 

carry out a thorough search for the missing child. A register will be taken. 
• The police would be informed within 15 minutes (shorter if in a busy area) of the alert raised. 
• A staff member on the outing would telephone the Programme / Activity Manager or Deputy Manager if 

they are not present. 
• The BDG Designated Safeguarding Officer or Deputy Designated Safeguarding Officer will be contacted. 
• Management team will contact the missing child’s parent, carer, or guardian. 
• If after searching child cannot be found the rest of the children will make their way back to the BDG 

controlled premises with remanding staff, leaving one behind to continue the search and wait for the police. 
• Time, Date, location of disappearance, staff responsible for caring for child at time, what the child was 

wearing and other circumstances surrounding the disappearance will be recorded. 
• Programme funders and stakeholders will be informed without delay.  

 
 
 
 
5.0 Investigation Procedure 

 

• BDG staff to keep calm and not to let other children become anxious. 
• Programme / Activity management to communicate to all parents and carers. 
• On finding the missing child the Programme / Activity Manager or Deputy Manager will carry out a detailed 

report to include staff written statements. 
• All staff present will be interviewed; Circumstances why and when it occurred. 
• BDG Designated Safeguarding Officer with the support of the Programme / Activity Manager or Deputy 

Manager will carry out full investigation, with an evaluation and change of procedure if necessary. 
• Detailed report to the parent and carer / guardian. 
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• Detailed report sent to programme funders and stakeholders.  
• Detailed report to the police. 
• Further communication to all parents and carers / guardians. 
• With the support of BDG HR function disciplinary action if deemed appropriate. 

 
 
 
 
6.0 Missing / Repeated Absence of a Child 

 

If it is determined that a child has repeated absence from programmes (sustained delivery programmes for a period 
of time consisting of an academic term or longer) without prior acceptable notification than the BDG  has a 
responsibility to ensure that the welfare of the child is upheld and has the responsibility to liaise with other agencies 
such as Health Visitor, Social Worker known to the family to ensure they receive the required support. 

Where a child is repeatedly absent from a sustained delivery programmes the Programme / Activity Manager or 
Deputy Manager has the responsibility to ensure the child is safe and therefore will contact the parent/s, carers, or 
guardians to establish the child’s welfare. 

In such circumstances there may be a child protection concern and therefore the BDG will follow the Safeguarding 
and Child Protection policy and procedures. 

 

 

7.0 Key Contact Details 

The following are the key internal contact details: 

Richard Shaw – Director of NCS and Designated Safeguarding Officer 

Office:  01827 333237 

Mobile:  07788 690717 

Email:   richardshaw@bydesign-group.co.uk  

 

Robbie Ridler – Deputy Director of NCS and Deputy Designated Safeguarding Officer 

Office:  01827 3337237 

Mobile:  07471 351668 

Email:   robbieridler@bydesign-group.co.uk  

 

mailto:richardshaw@bydesign-group.co.uk
mailto:robbieridler@bydesign-group.co.uk
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Stephen Frew – Governance and Compliance Manager and Deputy Designated Safeguarding Officer 

Office:  01827 316297 

Mobile:  07814 384622 

Email:   stephenfrew@bydesign-group.co.uk 

 

Geoff Parsons – By Design Group Executive Chairman 

Office:  01827 316297 

Mobile:  07770 452161 

Email:   geoffparsons@bydesign-group.co.uk  

 

 

 

8.0 Missing and Lost Person (Over KS 4) 

 

Absent or missing person considerations and actions when working with young people and vulnerable adults over KS 
4  (aged 16 and above).  

Considerations: 

• Missing person agitated, suicidal ideation, evidence or suspected self-harm, mental state, behavioural record 
/ history. 

• Missing person at risk of, or vulnerable to sexual exploitation, assault, abuse, or radicalisation. 
• Missing person angry and / or upset or had a disagreement with other person on programme / activity, or 

members of their family / caregivers / guardians, or girlfriend / boyfriend etc. 
• Missing person needing to take regular medication and/or prescribed medication. Pre-existing medical 

conditions, medical plan / form requirements. 
• Evidence or suspicion of drug or alcohol use, history of substance misuse. 
• Referring agency risk assessment / parent, carers or guardian disclosures / young person disclosures on 

programme / school or college referral. 
• Programme / activity in a remote and unfamiliar area and not in their hometown or in familiar surroundings, 

individual gone missing during the night. 
• Missing person seen with other person/s not on programme / activity such as gang in the local area. 
• Physical location, time of day, inclement weather such as severe storms, snow, heavy rain etc. 
• Context i.e., time last seen and / or what they were doing, previous occurrences or past history of 

absconding. 
• If they have left all belongings it may indicate they do not want to be found. If they have taken their 

belongings, it may indicate they do not intend to return to the programme / activity. 
 

mailto:stephenfrew@bydesign-group.co.uk
mailto:geoffparsons@bydesign-group.co.uk
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Context: 
 
Level 1 – Absent / missing person - believed not to be at immediate risk of harm or has not reported-in on the day 
for a non-residential programme / activity element.  
 
Level 2 – Missing Person - may be at immediate risk of harm or police have been notified. 
 
Level 3 – Missing Person - is at immediate risk of harm or police and other agencies have escalated to a major search. 
 
 
Actions: 
 
Step 1 - immediate actions ideally within the first hour: 

a. Follow procedure above and venue missing person procedure. 
b. Risk assess missing person using considerations above. 
c. Call missing person or ask another programme / activity attendee to call them, check missing person’s social 

media. 
d. Ask their friends on programme / activity if they have seen, heard, or received messages / calls from missing 

person. 
e. Check medical forms or care plans to identify any additional factors. 
f. Alert any venue security, reception staff, local activity provider etc. on site to assist with the search including 

checking CCTV - if available. 
g. Initial local search - include all areas including rooms, toilets, bathrooms, quiet areas. Place a member of 

BDG staff at each likely exit – if possible. 
h. Look at the obvious places that missing persons might be drawn to such as secluded areas, fire pits, smoking 

areas etc. 
 

 
Step 2: 

a. Contact with parent/s, carers, or guardians - ask if they have heard from missing person and establish a 
communication plan - ask parent/s, carers, or guardians to notify Programme / Activity Manager or Deputy 
Manager if they hear from them. 

b. Check CCTV footage again if available. 
c. Speak to the rest of the group and check social media. 
d. The BDG Designated Safeguarding Officer or a Deputy Designated Safeguarding Officer will be contacted, 

updated, and kept informed. 

 
 
Step 3: 

a. Notify police if there are safety or welfare concerns. Provide as much detail as possible. 
b. Update the BDG Designated Safeguarding Officer or a Deputy Designated Safeguarding Officer. 
c. Maintain communications with parent/s, carers, or guardians. 
d. Take safeguarding lead advice on calling police for further support / update. Appoint a single point of contact 

for police. 
e. Update BDG Designated Safeguarding Officer or a Deputy Designated Safeguarding Officer at established 

intervals. 
f. Programme funders and stakeholders will be informed.  
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IMPORTANT NOTE: it is not always possible to specify an exact time when to escalate to a level 2 or 3 as unique 
factors will determine the level of concern.  
 
 
Discuss with BDG staff present and use your judgement. If you are concerned enough to call the Police then you 
should also call the BDG Designated Safeguarding Officer or a Deputy Designated Safeguarding Officer. Review the 
situation at regular intervals. 
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