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1. Purpose 
The safety and welfare of every student is paramount. This policy sets out the 
procedures to be followed if a student cannot be located, leaves supervision without 
permission, absconds from the school site, fails to arrive at school as expected, or is not 
collected at the end of the school day. 
As a specialist school supporting children and young people with Special Educational 
Needs and Disabilities (SEND), including autism, learning disabilities, communication 
difficulties and complex needs, Seva Education Health & Care Ltd recognises that some 
students may be particularly vulnerable due to their individual needs. The school 
therefore adopts a proactive and risk-based approach to preventing students from going 
missing and responding swiftly should such an incident occur. 

 
2. Scope 
This policy applies to: 

• All students attending the school. 
• All employees. 
• Volunteers. 
• Agency staff. 
• Contractors working with students. 
• Educational visits and off-site activities. 

 
3. Legal Framework 
This policy has been developed with reference to: 

• Education Act 2002 
• Keeping Children Safe in Education (Current Version) 
• Working Together to Safard Children (Current Version) 
• Education (Independent School Standards) Regulations 2014 
• Children Act 1989 
• Children Act 2004 
• Equality Act 2010 
• Health and Safety at Work etc. Act 1974 
• SEND Code of Practice 

 
4. Definition 
A missing student is any student who: 

• Cannot be located during the school day. 
• Leaves supervision without permission. 
• Leaves the school premises without authorisation. 
• Fails to arrive at school when expected and whose whereabouts are unknown. 
• Cannot be accounted for during educational visits. 
• Cannot be located during evacuation or emergency procedures. 

 
5. Principles 
The school will: 

• Always place the welfare of the student first. 
• Respond immediately to any report of a missing student. 
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• Ensure staff understand their responsibilities. 
• Work closely with parents, carers and external agencies. 
• Maintain accurate records. 
• Review incidents to reduce future risk. 

 
6. Prevention 
The school will reduce the likelihood of students going missing by: 

• Maintaining appropriate staffing ratios. 
• Completing individual risk assessments where required. 
• Identifying students who have previously absconded or attempted to leave 

supervision. 
• Ensuring gates, fencing and access controls remain secure. 
• Supervising arrivals, departures and transitions throughout the school day. 
• Sharing risk information with all relevant staff. 
• Providing appropriate levels of supervision based on each student's assessed 

needs. 

 
7. Roles and Responsibilities 
Headteacher 
The Headteacher is responsible for ensuring: 

• This policy is implemented. 
• Staff receive appropriate training. 
• Serious incidents are reported appropriately. 
• Parents and external agencies are informed where necessary. 
• Incidents are reviewed. 

 
Designated Safeguarding Lead (DSL) 
The DSL will: 

• Assess safeguarding risks. 
• Determine whether police involvement is required. 
• Liaise with Children's Services where appropriate. 
• Maintain safeguarding records. 
• Review incidents. 

 
All Staff 
All staff must: 

• Remain vigilant. 
• Supervise students appropriately. 
• Report concerns immediately. 
• Follow this policy without delay. 
• Never assume another member of staff has reported the concern. 

 
8. Procedure – Student Missing Within School 
If a student cannot immediately be located: 
The member of staff must: 

• Remain calm. 
• Check nearby classrooms, toilets and known locations. 
• Ask nearby staff whether the student has been seen. 
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• Inform the School Office immediately. 
• Inform the Senior Leadership Team. 

The Senior Leadership Team will: 
• Coordinate an immediate search. 
• Deploy staff to search all areas. 
• Check CCTV where available. 
• Check visitor records if appropriate. 
• Ensure all external exits are monitored. 

Staff searching should maintain communication using agreed school procedures. 

 
9. Student Leaves the School Site 
If a student is believed to have left the school premises: 
The Headteacher or delegated senior leader must immediately: 

• Confirm the student has left the site. 
• Assess the student's level of vulnerability. 
• Contact parents or carers. 
• Contact the Police without delay where the student's safety may be at risk. 
• Notify the Designated Safeguarding Lead. 

Police should be provided with: 
• Student's name. 
• Description. 
• Clothing worn. 
• Medical conditions. 
• Communication needs. 
• Known destinations. 
• Recent behaviour. 
• Photograph if available. 
• Any identified risks. 

 
10. Student Fails to Arrive at School 
Where a student expected to attend has not arrived: 
The School Office will: 

• Check attendance records. 
• Contact parents or carers. 
• Establish whether transport difficulties have occurred. 
• Escalate concerns to the DSL if the student's whereabouts remain unknown. 

Where safeguarding concerns exist, Children's Services and/or Police may be 
contacted. 

 
11. Student Not Collected 
Where a student has not been collected: 
The school will: 

• Supervise the student safely. 
• Attempt contact with all authorised contacts. 
• Continue supervision by appropriate staff. 
• Escalate concerns to Children's Services where necessary. 

The welfare of the student will remain paramount throughout. 
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12. Educational Visits 
Prior to every educational visit: 

• Appropriate risk assessments will be completed. 
• Student-specific risks will be identified. 
• Staffing ratios will reflect individual needs. 
• Head counts will be undertaken regularly. 
• Students requiring close supervision will receive it. 

If a student becomes separated from the group: 
• Remaining students will be safeguarded. 
• Staff will immediately search the immediate area. 
• Venue staff will be informed. 
• Emergency services will be contacted where appropriate. 
• Parents will be informed as soon as practicable. 

 
13. High-Risk Students 
Some students may present increased vulnerability due to: 

• Autism. 
• Learning disabilities. 
• Communication difficulties. 
• Sensory needs. 
• Trauma. 
• Medical conditions. 
• Previous absconding behaviour. 

For these students the school will: 
• Complete individual risk assessments. 
• Agree supervision levels. 
• Share strategies with staff. 
• Review support regularly. 

 
14. Communication with Parents 
Parents or carers will be informed as soon as reasonably practicable where: 

• A student cannot be located. 
• A student leaves the premises. 
• Police involvement becomes necessary. 
• The incident has concluded. 

Communication will be factual, timely and supportive. 

 
15. Recording 
All incidents will be fully documented, including: 

• Date and time. 
• Persons involved. 
• Search undertaken. 
• Actions taken. 
• Agencies contacted. 
• Outcome. 
• Lessons learned. 

Records will be stored securely in accordance with the school's Data Protection Policy. 
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16. Post-Incident Review 
Following every significant incident the Headteacher and DSL will review: 

• Why the incident occurred. 
• Whether procedures were followed. 
• Whether supervision was appropriate. 
• Whether additional control measures are required. 
• Whether individual risk assessments require amendment. 

Learning will be shared with relevant staff. 

 
17. Training 
All staff will receive training on: 

• Safeguarding. 
• Supervision. 
• Missing student procedures. 
• Emergency response. 
• Individual student risks. 

Training will form part of induction and annual safeguarding updates. 

 
18. Monitoring 
The Headteacher will monitor: 

• Missing student incidents. 
• Patterns or trends. 
• Compliance with procedures. 
• Policy effectiveness. 

The policy will be reviewed annually or sooner following changes in legislation, 
guidance or significant incidents. 

 
 
Equality Statement 
This policy will be implemented fairly and consistently, having due regard to the Equality 
Act 2010. Reasonable adjustments will be made where necessary to meet the individual 
needs of students. 
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Seva Education Health & Care Ltd 
Missing Student Incident Report Form 
Related Policy: Missing Student Policy 
Completed By: ______________________________________ 
Date Completed: ____ / ____ / ______ 

 
SECTION 1 – STUDENT DETAILS 
Student Name: 

 
Date of Birth: 

 
Year Group/Class: 

 
Primary SEND Need(s): 

 
Communication Method (e.g. verbal, PECS, Makaton, AAC): 

 
Medical Conditions: 

 
Does the student have an Individual Risk Assessment relating to 
absconding/wandering? 

☐ Yes 

☐ No 

If yes, reference: 

 
 

SECTION 2 – INCIDENT DETAILS 
Date of Incident: 
____ / ____ / ______ 
Time student was last seen: 

 
Location last seen: 

 
Member of staff supervising: 

 
Activity taking place at the time: 

 
 

SECTION 3 – HOW WAS THE STUDENT FOUND TO BE MISSING? 
Please describe how it became apparent the student could not be located. 

 
 
 
 

SECTION 4 – IMMEDIATE ACTIONS TAKEN 
Tick all that apply. 

☐ Classroom searched 
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☐ Toilets checked 

☐ Sensory rooms checked 

☐ Outdoor areas searched 

☐ Reception informed 

☐ Senior Leadership Team informed 

☐ Designated Safeguarding Lead informed 

☐ CCTV reviewed (where available) 

☐ External gates checked 

☐ School site secured 

☐ Parents/Carers contacted 

☐ Police contacted 

☐ Local Authority informed (where required) 

☐ Other 

Details: 

 
 

SECTION 5 – SEARCH RECORD 

Time Area Searched Staff Member Outcome 

 
SECTION 6 – RISK ASSESSMENT 
Were any of the following considered? 

Risk Factor Yes No 

Autism/Wandering Risk ☐ ☐ 

Non-verbal/Limited Communication ☐ ☐ 

Medical Needs ☐ ☐ 

Medication Required ☐ ☐ 

Road Safety Awareness Limited ☐ ☐ 

Previous Missing Episodes ☐ ☐ 

Known Destination ☐ ☐ 

Weather Conditions ☐ ☐ 

Other Significant Risks ☐ ☐ 

Please provide further details. 

 
 
 

SECTION 7 – EXTERNAL AGENCIES 
Were any agencies contacted? 

Agency Time Contact Name 

Parent/Carer   

Police   
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Agency Time Contact Name 

Children's Services   

Transport Provider   

Other   

Incident / CAD / Reference Number (if applicable): 

 
 

SECTION 8 – OUTCOME 
How was the student located? 

 
Location found: 

 
Time located: 

 
Condition of student on return: 

☐ Uninjured 

☐ Distressed 

☐ Required First Aid 

☐ Required Medical Treatment 

☐ Other 

Details: 

 
 

SECTION 9 – SAFEGUARDING REVIEW 
Was there any evidence of: 

Concern Yes No 

Neglect ☐ ☐ 

Abuse ☐ ☐ 

Exploitation ☐ ☐ 

Bullying ☐ ☐ 

Mental Health Concern ☐ ☐ 

Criminal Exploitation ☐ ☐ 

If yes, actions taken: 

 
 
 

SECTION 10 – PARENT/CARER COMMUNICATION 
Name of person contacted: 

 
Time contacted: 

 
Method: 

☐ Telephone 
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☐ Face to Face 

☐ Email 

☐ Other 

Summary of discussion: 

 
 
 

SECTION 11 – FOLLOW-UP ACTIONS 
Tick those completed. 

☐ Individual Risk Assessment reviewed 

☐ Behaviour Support Plan updated 

☐ EHCP strategies reviewed 

☐ Staff debrief completed 

☐ Parents invited to meeting 

☐ Safeguarding records updated 

☐ Governors/Proprietor informed (where appropriate) 

☐ Lessons learned shared with staff 

☐ Policy/procedures reviewed 

Other actions: 

 
 

SECTION 12 – LESSONS LEARNED 
What contributed to the incident? 

 
 

What actions will reduce the likelihood of recurrence? 

 
 

Responsible person: 

 
Completion date: 
____ / ____ / ______ 

 
SECTION 13 – AUTHORISATION 
Completed by: 
Name: 

 
Role: 

 
Signature: 

 
Date: 
____ / ____ / ______ 

 
Reviewed by Designated Safeguarding Lead 
Name: 
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Signature: 

 
Date: 
____ / ____ / ______ 

 
Headteacher Review (where required) 
Name: 

 
Signature: 

 
Date: 
____ / ____ / ______ 

 
Record Retention 
This form contains personal and safeguarding information and must be stored 
securely in accordance with the school's Data Protection Policy and Records 
Retention Schedule. Copies should be placed on the student's safeguarding file 
where appropriate. 
 


