
Missing Student Policy 

The Aims of the Policy 

The school wants to avoid a situation where any pupil is missing, but to react quickly if 

one does occur so that the safety and welfare of the pupil is maintained. All staff should 

know and implement the policy, which covers searching for and if necessary reporting 

any boarder missing from school, recording any incident, the action taken and the 

reasons given by the pupil for being missing. 

Procedure  

Form teachers must complete their regular morning and afternoon registrations so that 

there is no possibility that an absence could remain undetected over a long period of 

time. 

It is essential to emphasize regularly the importance of: - 

Completing registration in accordance with the good practice outlined in the Staff 

handbook. 

When a pupil is absent without a suitable explanation during any lesson or any part of 

the day, Reception must be notified immediately, so that enquiries may be made. A list 

of pupils with unexplained absence (i.e. marked N) will be reviewed at 9.15am and 

2.30pm. These will be followed up by the Receptionist in liaison with the Headmaster 

and/ or Head of Upper School/Head of Lower School. 

In the event of a member of staff’s suspecting a pupil is unaccounted for, the 

following procedure must be adhered to: 

1. Contact a member of SLT. (It is the Headmaster or Head of Upper School/Head of 

Lower School who will normally take charge of the procedure so contact them 

immediately).  

2. Start a log of the incident in the missing persons’ book located in [Reception]. 

3. Contact the staff in charge of the last activity that the pupil was known to have 

 been involved in. 

4. Organise a search (this will be done by the Headmaster or SLT). 

5. Try to contact the pupil via his or her mobile telephone number (using the list 

kept on the 3sys system). 

6. Contact the pupils’ friends. 

7. After discussion the or whoever is deputising for him, if he is absent from 

 school, will contact the police on [0300 123 2345 and then dial 08853]. The 

 following information will need to be provided to the police: 

a. Name of the pupil. 

b. Date of birth. 



c. Length of time unaccounted for. 

d. Last known location. 

e. Detail of clothing worn, if known. 

f. Home address and parent/guardian contact details. 

g. Possible reason for absence. 

h.  Any medical conditions. 

8. Medical information (from the school database (PASS)) may be required, and the 

  sanatorium/medical officer/ nurse may also need to be contacted. 

9. The Headmaster or the person deputising will contact the pupil’s parent(s) or 

guardian(s), using the details on the school database.  

10. When the pupil is found, inform the Headmaster/Head of Senior School/Head of 

Lower School, his or her parents and the police immediately. It is likely that the 

police will not accept telephone assurance  and will visit the pupil to confirm that 

he or she is safe. 

11. Complete the log on the incident in the missing persons’ book, including the 

action  taken and the reasons given by the pupil for going missing. 

Has It Been Successful? 

The following questions will be asked by the reviewing group to ascertain the success of 

the policy.  

• Is everyone aware of the procedures to be followed? 

• Have new members of staff, teaching and non-teaching, made aware of the 

policy? 

• Have we reviewed carefully any actual uses of the policy where pupils have been 

 missing and the lessons that may have been learned? 

 

In the event of there being a regular occurrence by a child, a panel led by the DSL will 

be set up to address and find the reasons for the pattern. This will be conducted and 

liaised alongside the parents and the LADO. Action points will be put in place to ensure 

that any pattern is broken. The safety of the child is of paramount importance and all 

possible action points must be put in place to ensure that the incident does not happen 

again. 

 


