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Missing Pupils Procedure

The Green Room School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this 

commitment.
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Introduction
•Green Room School pupils are registered at the beginning of each school day. If a pupil 
does not register this is followed up by Green Room office staff who also monitor the 
electronic register.
•Parents/Guardians are asked to phone the Green Room office between the hours 
of 8.30-9.00am to speak to a member of staff regarding reasons for their children’s 
absence.
•The registrar marks any unexplained missing pupil with an N in the register. The office 
then checks if the pupil’s absence is known to parents/guardians via a phone call. Staff 
will never rely on the information (relating to the absence) of other pupils.

After the office staff have checked the ‘signed out’ column in the register and there is no 
explanation for the pupil’s absence, they follow the below procedure:

Procedure
•If, upon realisation of absence, the pupil’s absence can not be explained then the office 
will contact parents/carer via telephone.

•If a pupil’s absence can not be explained by parents/carer or the telephone call goes 
unanswered then a ‘sweep’ of the whole school is initiated and, if unsuccessful, the 
parents/carer will be located and informed - at this point, if the pupil’s mobile phone 
number is known, contact should be attempted.

•Interviews can be conducted with friends (or staff) who are close and have regular 
contact with the pupil to discuss the missing pupil’s emotional state.

•If a pupil cannot be found then parents/carers will be informed and The Green Room  
will then work collaboratively with the family to try and locate the missing pupil. 
Permission and co-operation are sought by The Green Room in order to check the 
pupil’s social networking activity in order to provide any indication of the missing pupil’s 
whereabouts.

•Once all these measures have been taken and the pupil is still yet to be located the 
police are informed and from this point - their missing persons procedures are followed.

Once a pupil has been found
•If the reason is not a deliberate intention to miss school, but due to some form of 
distress, sanctions will not apply.

•When the pupil is located, they see the Head of School as soon as possible. All other 
members of staff are kept informed.
•Each case is discussed in the context of it’s own circumstances, however, if the absence 
was deliberate and without good reason there are sanction in the form of privileges 
being lost, depending on the severity of the offence.
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Pupil missing on off-site activities
Typically, the procedure of the facility or site for locating a missing person is used.

Pupils leaving School premises without permission
If a pupil leaves the school premises without permission, a member of staff must follow 
to try and persuade the pupil back. If the pupil is unable to be found or unable to be 
persuaded back to the school, the parents/carers are informed. If the parent/carer is 
unable to contact the child to persuade them back to school, the police are informed and 
from this point their missing persons procedures are followed. 

Sanctions will depend on the individual circumstances and are at the Head of School’s 
discretion. (See  also Behaviour Policy and Discipline and Exclusion Policy)

Repeated absence from school
If a pupil is repeatedly absent or absent for a period of 10 school days or more, or there 
are serious concerns about why a pupil may be absent, an investigation is made in to the 
reasons why by the Designated Safeguarding Lead and Deputy Safeguarding Officer. The 
local authority is informed, any necessary actions taken and any other relevant agencies 
are involved.

Appendix 1

Useful questions to be asked in the case of a missing pupil:

a) When were they last seen?

b) Who were they with?

c) Where might they have gone?

d) Have they signed out?

e) Is there a School activity that they might be on?

f) Have they been ill or injured recently?

g) What emotional state did they appear to be in?

h) Has anything upset them recently?

i) Did they speak to anyone about leaving?



The Green Room School Missing Pupils Procedure Policy    Page 4 of 4

j) Who are their main friends at the Green Room?

k) Do they have a mobile phone and what is the number?

l) Is there any reason to believe they might have been abducted? (e.g. family custody 
dispute; very wealthy/prominent parents.)

Appendix 2
Record keeping: The Green Room will keep a full written record of any incident of a 
missing pupil in Arbor, including: 

• The pupil’s name.
• Relevant dates and times (e.g when it was first notices that the pupil was missing).
• The specific action taken to locate them.
• Whether the Police or Social Services were involved.
• The outcome or resolution of the incident.
• Any reasons given by the pupil for being missing.
• Any concerns or complaints about the handling of the incident.
• A record of the staff involved.
• A full written record of the incident will be kept on the pupil’s electronic file.

Any sanctions will be recorded in the Records of Sanctions for Serious Misbehaviour

This policy is approved by the Head of The Green Room School

Date

Head of School


