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      ST GEORGE’S SCHOOL

MISSING STUDENT POLICY
St George's School works towards fulfilling aspirations and celebrating personal achievements.  We learn to make choices which shape our future enabling us to have our voices heard, be respected, develop resilience and independence to take our place in society.

Attendance recording:
All teachers ensure that electronic registers are completed promptly 9.15am/1.15pm.
Admin staff will follow up unexplained absence in the first instance.
Parents / carers will be requested to provide updated contact details & records will be maintained.
Attendance data is stored on the school database, through SIMS and CPOMS, and is monitored regularly by the Deputy Head. 

Reporting an unexplained absence:
Students missing from lessons should be reported directly to the Deputy Head/SLT who will check to see if they are absent or whether they are a ‘missing student’.
If a student has left the classroom to work elsewhere then staff should ensure that adequate/effective supervision is maintained.



Missing Students: 
A student who has been registered as present at school but who is absent from a lesson is deemed to be a missing student. Following the report of a missing student the following procedures should be followed:
· Teacher to notify the Deputy Head / member of SLT as soon as possible that a student is missing.
· Teacher or class team member to conduct an initial search of immediate / local area.
· Teacher / Deputy will calmly contact other staff / students who have had contact prior to disappearance to determine when student was last seen.
· Class group to remain on task in class to minimise disruption / anxiety.
· Identified staff requested to search school grounds. 
· If student lives close to school identified staff to visit home to see if student has gone home.
· If initial investigation is unsuccessful a member of SLT will notify parents and the police.
· School will act in accordance with police advice/ social care investigation.
· When missing student is located all involved will be notified.
· SLT to notify Isle of Wight Local Safeguarding Childrens Partnership (IWLSCP)/ Ofsted / Insurers.
· If a student suffers an injury a report would be made under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) to Health & Safety Executive..
· A full incident report should be made, recording all activities.
· Procedures to be reviewed & adjusted as appropriate.

Actions to be followed if a student goes missing whilst participating in an educational visit:
· An immediate head count to be carried out to ensure all other students present.
· An adult to search immediate vicinity. 
· Inform SLT / the Deputy Head that a student is missing by mobile phone.
· The remaining students should be taken back to school if safety is compromised.
· Ask SLT / Deputy Head to contact student’s parents, explain what has happened and procedure to be followed.  Ask them to come to school / venue.
· Contact venue manager (if applicable) and request a search of the premises.
· Visit leader /SLT to contact the police. 
· Head Teacher / Deputy Head to inform IWLSCP/ Ofsted/ Insurers.
· School will co-operate fully with any police investigation or safeguarding investigation by Social Care.
· SLT to inform the Chair of Governors.
· If student injured a report would be made under RIDDOR to HSE.
· A full incident report should be made, recording all activities.
· Procedures to be reviewed & adjusted as appropriate.
Procedure to be followed when a student is found:
· Reassure student.
· Ensure other students understand the importance of staying together, not leaving the school / venue site unless directed by staff.
· SLT will discuss incident with parents and give account of procedures followed.
· All involved will provide written statements which shall be included in the investigation.
· SLT will carry out a full investigation (if appropriate involving Social Care / IWLSCP).
· Media queries should be referred to the Local Authority Communication Dept. 
· Final investigation report will include – time, date, venue, staff / student ratio/ risk assessments, approved EVOLVE form, Educational Visits Approval, length of time student missing, lessons learned for the future.



Procedures to be followed by staff when a student is not collected on time:
If a student is not collected the Teacher will arrange for parents / carers to be contacted. If an hour passes and the student has still not been collected then further contact with parents / carers should be made.
The student will be looked after by SLT until parent / carer arrives.
If there is no response from parent / carers and the school is closing SLT will contact Social Care and the police for advice. 
Staff involved at St George’s will provide a written report.
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