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Forest School

1 INTRODUCTION

This policy should be read in conjunction with:

Critical Management Plan

Bchaviour Policy (Prep and Senior)
Artendance and Punctuality Policy
Supecrvision Policy

Safcguarding and Child Protection Policy
Educational Visits Policy

Forest School accepts its responsibility for all pupils when in its care, whether on sitc or off sirc.
Part of that responsibility requires us to know ar all rimes, as far as is rcasonable, the whercabouts

Of our PUPIIS WC thCl’CfO['C havc S}TSL'CH]S in PIRCC:

1.1 for parcnrsf carcrs to advisc us that child will be absent from School or from a School activity
or trip;
1.2 for pupils:
1.2.1 to sign in at reception if they have been delayed and missed morning registration,

idcally parcnts and carcrs would have notified the School Office beforchand if their
child is going to be lare into School

1.2.2  tosign in or out of School if they have permission to arrive late or leave carly (approval
is authorised by the relevant Head of School if Senior School)

1.2.3  for staff to register pupils’ presence or absence for every registration (including PM
registration), lesson, games session, activity or trip to determine who is on or off site.
This should follow the processes also outlined in the Attendance and Punctuality
Policy.

1.2.4  for us to be able to identify and then respond swiftly to any unexpected absence from
School or during the School day, or on a School activity or trip. Please scc the

Artendance and Punctuality Policy for further information.

1.3 A pupil missing is defined as:

When a pupils whercabouts cannor be established and where the circumstances are out of
characrer or the context suggestions the young person may be subject of a crime or ar risk of

harm ro themselves or others.

2 PREPARATORY SCHOOL PROCEDURES

2.1 Parcntal notification of pupil abscnce from School

2.1.1 For planncd absence, such as for a medical or other appointment, parcnts should ask
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permission in advance by using the absence request link

bteps://forms.office.com/c/REzBnYYd87 or by emailing the Prep School office.

2.1.2  For unplanncd absence, for cxample in the casc of illness, parents should fill in the

abscnee request link https://forms.office.com/c/RFzBnYYd87 or contact the

Preparatory School office by cmail or telephone.

2.2 Signing in and out

2.2.1 Ifapupil arrives in School after 8.30am or lcaves before 15:30 (Pre-Prep - PP) or 15:40
(Preparatory School - PS) for whatever rcason, they must sign in or out at the

Preparatory School Office.
2.3 Rcgistrations

2.3.1 Accuratc and up-to-datc rcgistration data is csscntial within the context of this
policy but also in the casc of firc.

2.4 Form registration

2.4.1  All pupils arc registered by their form rutor at 08:35 and relevant teacher ac 13:05.

2.4.2  Should a pupil arrive at School for an carly morning club that will mean their absence
from registration, the member of staff takjng the club will complctc their register using
the club register on Teams or SOCS.

2.4.3 Should a pupil be with a School Nursc during a registration period, it is the nursc’s
r(:sponsibilir}r to let the office know.

2.4.4 In the casc of a lesson taken by subjcct spccialisr tcachers of Gamecs, Swimming and
PE, the member of staff is asked to record as present only those physically there at the
lesson, gamcs scssion, activity, club or trip and not to aCcept rcasons for abscnce given
by another pupil. The only exception to this is where a pupil has conracted the teacher
in advancc in order to attend a music lesson, in which casc the member of staff cnters

‘C’ by that pupil’s name.

2.5 ldentification of and response to uncxpected abscence

2.5.1 Absence at morning registration: Form and lesson registers are checked for absentees
at 9.00am by the Preparatory School Office. If a pupil is marked absent at form
registration and no request for absence has been reccived, parents are contacted.

2.5.2  Absence from Period 4: Registers are also checked for absentees at 1.10pm by the
Preparatory School office. Where a pupil is marked present ar morning registration
and is not present in Period 4, with no request for absence having been reccived, an
inital scarch is made.

2.6 Gamcs lessons

2.6.1 Staff taking Games lessons will also sign our the pupils that arc leaving the site (cither
to go to the Park or another venuc) at the Preparatory School Office. This information
is kept with the firc registers.  For pupils who will be off site for a form registration,
the School offices update the form register with a ‘P’ {(approved sporting activity) so
the Tutor is awarc of the rcason for abscnce.  The member of staff should carry a
mobile phonc in order to keep in touch with school.

2.7 Co-Carricular Clubs
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2.7.1  For Clubs taking placc after School the member of staff running the club takes the
club register (on Teams) and is responsible for these pupils in the casc of an
cmergency or evacuation. It is the responsibility of the member of staff to bring all
remaining pupils back to the Preparatory School Building for collection by their
parcnts if they have not been collecred from the club by an adult. They must also
take any pupils to After School Care (ASC) if they arc cither not collected or booked
in. Pupils must not be left alone for any rcason nor allowed to return unaccompanicd.

2.8 Visits

2.8.1 Registers arc taken on departure and prior to return for visits; morning and cvening
and following cach activity for residendal visits via Operoo. Sce Educational Visits
policy.

1.9 Outdoor Education — Little Foresters, Welly Walks, ctc.

1.9.1 Registers/ headcounts arc taken on departure to the forest. The member of staff leading
the activity should carry a mobile phone to keep in touch with school.

1.9.2 Pupils must walk in pairs, with an adult at the front and an adult at the back (if
possiblc). The lcading adult should ensurc all pupils arc kept together in line and stop at various

points to cnsurc this is happcning.

1.9.3 During activitics, pupils must be made aware of the boundarics and arcas they can and

cannot go into.
L.

194 PUPilS must bC tOld EhC}T arc nor to l]Cﬂd back o SCl]OOl or lC&VC EhC arca on El]Cil' own

3 MISSING CHILD MANAGEMENT PLAN (MCM) — PRE-
PREP

DURING SCHOOL HOURS

3.1 Assoon as a pupil is deemed to be missing without reason from a class, activity or club:
The member of staft will check the following options with the Prep School Office:
* Artendance
* Music lesson
* Medical Centre
* Club
* Activity
* Place2Be
* Learning support
* Sign in/sign ourt book

3.2 Ifatthis time a child is deemed missing, the Head of Prep and Deputy Head Pastoral (DHP)
and the Head of Pre-Prep must be contacted by the Prep School Office. Pre-Prep staff must
also be notificd, cither in person and/or through a TEAMS announcement on the ‘Alerts’
channcl: “PP Missing Child Activated — inscrt name of pupil. Any Prep School staff not
teaching should make their way the PS office” to assist in scarching, Office staff will provide
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3.3

3.4

3.5

3.6

checklists of the scarch arcas, attach a phoro of the missing child onto the Tecams

announcement, and closcly monitor Tcams posts for updatcs.

If a Reception child is missing, Reception staft and pupils will assemble in the Reception
playground.

Ifa Year 1 or 2 pupil is missing, Year 1 and 2 staff and pupils will assemble in the Pre-Prep
playground.

Then, teaching assistants will count the pupils in their form, whilst tcaching staff perform a
scarch inside the building (Years 1-2: Pre-Prep building/ Reception: Prep Building), raking
carc to scarch cupboards, small spaces and toilct arcas.

When the building interior has been scarched, teaching assistants will rerurn the pupils to
their form rooms. In their year-group teams, teachers will begin the scarch of their designated
arcas, which must take no longer than 15 minutes and all arcas must be scarched by the
wholc of the year group team of teachers. All staff must take with them a mobile telephone
(in order to comment on the original announcement on Teams) and the checklist of the

arcas to scarch.

Area A Music School, SLC and Chapel (Recepiion Teachers or available staff as directed)
Avea B Dining Hall (including toiless), Cloisters, Upper Library and Deaton Thearre (Year 1

Teachers or available staff as divecred)

3.7

3.8

3.9

Area C Preparatory Schoal Jms’kﬁng, Martin Centre and immediate outdoor areas Cb[dyg‘mund
and Johnian’s field) (Year 2 Teachers or available staff as directed)

During this time the Deputy Head Pastoral (DHP) or the Head of Pre-Prep will begin to
vicw the CCTV of the school sitc at the time in question.

If after the arca scarch, the pupil is still deemed to be missing, teachers rerurn to the
Preparatory School office to report back. The Police and then the parents of the pupil will
be telephoned by a member of PSLT whilst the school scarch widens and review of CCTV
continucs by staff.

PS Office will begin to record the timeline of events on the MCM Log (sce below).

4 MISSING CHILD MANAGEMENT PLAN — PREPARATORY

SCHOOL

DURING SCHOOL HOURS

4.1

As soon as a pupil is deemed ro be missing without reason from a class, Activity or Club:

4.1.1 Member of statt / Y5/6 pupil will check the following options with the Preparatory

School Office:
* Attendance
* Main Reception
* Music lesson
* Club
* Activiry
* Medical Centre
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4.2

4.3

4.4

4.5

4.6

4.7

5

5.1

* Place2Be
* Learning support
* Sign infsign out book

If at this timc a child is decemed missing, the Head of Prep and Deputy Head Pastoral (DHP)
must be contacted by the Prep School Office. Prep staff must also be notified, cither in
person and/or through a TEAMS announcement on the ‘Alerts” channcl. “Prep Missing
Child Activated — insert name of pupil. Any Pre-Prep School staff not teaching should make
their way the PS office” to assist in scarching. Office staff will provide checklists of the scarch
arcas, attach a photo of the missing child onto the Tecams announcement, and doscly

monitor Tcams posts for updares.

In the casc of a missing Preparatory School child, all staff and pupils will assemble in the
front playground, form tcachers will count the pupils in their form whilst designared
Preparatory School Leadership Team (PSLT) staff will perform a scarch of the inside of the
building, taking carc to scarch cupboards, small spaces and toilet arcas. PSLT must take with
them a mobile telephone (in order to comment on the original announcement on Teams)

and a checklist of the arcas to scarch.

The staff listed below will bcgin the scarch of their dcsignarcd arcas, which must take no
longer than 15 minutes. All pupils and form teachers will return to their form rooms. All
staff must take with them a mobile tclcphonc {in order to comment on the original

announccment on Tcams) and a checklist of the arcas to scarch.

Avea A Music Scheol, SLC and Chapel (Teacher of Music, Head of Drama, Year 6 TA or
available smﬁ as divected)

Area B Dining Hall (including roiless), Cloisters, Upper Library and Deaton Thearre (Head
of Science, Dance Teacher, Year 5 TA or available staff as divected)

Avea C Pre-Prep building, Martin Centre and immediate outdoor areas (Johnian’s field
area) (Head of Computing, Head of Mandarin, Head of Art or available siaff as directed)

During this time the Deputy Head Pastoral (DHP) will begin to review the CCTV of the

School site at the time in question.

If after the Arca scarch, the pupil is still deemed to be missing, teachers return to the
Preparatory School office to report back. The arca scarch must take no longer than 15
minutes. The Police and then the parents of the pupil will be welephoned by a member of
PSLT whilst the school scarch widens and review of CCTV continucs by staff.

The PS Office will begin to record the tmeline of events on the MCM Log,

MISSING CHILD MANAGEMENT PLAN (MCM) - OUT OF
HOURS

Brcakfast Club

All pupils must be signed in by an adult to Breakfast Club in the Dining Hall. Should a pupil go
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missing during Breakfast Club time, the supervising staff will telephone the Preparatory School
officc. An immediate scarch of the Dining Hall arca by catcring and out of hours’ care staff will
commence. Should the child not be located within five minutes the MCM Out of Hours plan
must be invoked.

5.2 End of Day

Pupils arc dismisscd and a register is taken to ensure all pupils have left the site (collecred, taken
to the school bus, gone to a club or attending ASC). Registers (‘dismissal sheet’) will be marked

accordingly.

Should a pupil go missing during dismissal, the member of staff responsible for dismissing that
form/group will check the following options with the Prep School Office:

* Attendance

* Music lesson

* Medical Centre

* Clubs

* Learning support

* Sign in/sign out book
Should the pupil’s whercabout still be unknown, the Preparatory School Officc must be
contacted in order to phonc the parcnts and check if thcy have been pickccl up. Ifit transpircs
that the pupil left without signing out, a detention will be issucd.
If the child is not with the parent, the MCM Out of Hours plan must be invoked.

After School Carc

After School Carce

5.1.1 Pre-Prep (PP) pupils who have not been colleeted, will be brought to the ASC arca at the
cnd of the day (3:45pm) or to the Reception classrooms if it is raining.

5.1.2 At 16:00, Prep pupils who have not been collecred will go to the PS Office foyer. The
members of staff on playground duty until 16:00 will perform a sweep of the playground arca
when all remaining pupils are brought inside. Pupils will be supervised by the member on ACD
duty. At 16:15 any remaining pupils will be sent to ASC.

5.1.3 All pupils must be signed in and out of after school care. Should a pupil go missing during
this time, the MCM Out of Hours plan must be invoked.

MCM Out of Hours Plan:

If at this timc a child is deemed missing during wrap around care, the Head of Prep and the rest
of the PSLT must be contacted by the Prep School Office. All staff must also be notified, cither
in person and/or through a TEAMS announcement on the ‘Alerts” channel. “Pre-Pre/ Prep
Missing Child Activated — insert name of pupil. Any available staff who arc on sitc at this time
should make their way the PS office” to assist in scarching. Office staff will provide checklists of
the scarch arcas, artach a photo of the missing child onto the Teams announcement, and closcly
monitor Tcams posts for updates. Office staff will lock the black Prep School gates and notify
the front reception office and SLC to closc all gates and keep these closed until the scarch is over,
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All pupils on sitc should be taken to the back playground if they arc in the Prep School building
or the Pre-Prep playground if they arc in the Pre-Prep building. Members of staff supervising
these pupils will stay with them at all times unril the scarch is complered and they arc rold they
can go back into the building,

During this time a member of PSLT will review CCTV if possible.

A member of the PSLT will take charge and delegate the available staff to check different arcas of
the school, using the checklists provided. This PSLT member will be designated the MCM Out
of Hours Plan lcad for this incident. Once staff have scarched an area, they should alert Teams

that this arca has been scarched.

The scarch must take no longer than 15 minutes. The Police and then the parents of the pupil
will be telephoned by a member of PSLT whilst the school scarch widens and review of CCTV

continucs by sraff.

5 MISSING CHILD MANAGEMENT PLAN — OUTDOOR
EDUCATION

As soon as a pupil is deemed to be missing without reason from an outdoor activity:

ThC mcmbcr Of staffwill gathcr thC Ol’hCl’ ]JLlPilS tOgCl’hCl’ and takc a l'CgiStC['.

Then the member of staff will check the following options with the Preparatory School Office:
* Attendance
* Main Receprion
* Music lesson
* Club
* Activity
* Medical Centre
* Place2Be
* Learning support
* Sign infsign our book

If at this timc a pupil is deemed missing, then the MCM plan or the MCM Out-of-hours plan
should be invoked. (scc above)

As well as following the MCM/ MCM out-of-hours plan:

The member of staff and pupils raking part in the ourdoor education activity must stay where
they arc. If there is another staff member present, this staff member begins a scarch of the

immediate and surrounding arcas, taking with them a mobile phone to report back to school.

The PSLT member who has taken charge to delegate staff, will send a minimum of 2 staff
members to check the outdoor arcas (Johnians ficld, forest car park, pond, walking trail to the

park and Littlc Acorns arca).
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Checklists:

Prc-Prep Arcas
1) Pre-Prep Building: Form Teachers

Playground

(Ground toilcts

Stairwell and landings — including Medical Centre
Tree tops

Upstairs toilets

Art room

1H

1K

10

1

2K

2F

2B

20

Bridge to Prep School
Hcad of Pre-Prep Office

2} Whole-School Arcas:
2a) 1H and 10O Tcachers

o Music School
o SLC and car park
o Chapcl

2b) 1W, 1K and 2K Tcachers

O OB 0 0 0O O Wk —0 0 0 O

Dining Hall (including toilets)
Upper Library

o O O

Cloisrers
o Decaron Theatre

2¢) 2B, 20 and 2F Tecachers

o Prep School Building
o Martin Cenrtre
o Outdoor arcas, playgrounds, Gilderdale car park, Johnians ficld

Prep School Arcas:
3) Prep School Building: PSLT

3a) Qutside

o Front playground
o Back playground
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o

Gilderdale car park

3b)  Ground Floor (including landings)

O =0 O 0 O

PS Office

SLH’s officc
Adulr coilet
Reception roilets
RB

RK

RR

RS

.3H
. 3M
L 3Y

Reception Playground
PS Work Room

DH offices x2
Mecting Room
Stationcry Cupboard
Landing

Costumec cupboard

Lift

3¢) 17 Floor (including landings)

13.
14.
o
15.
16.
o
e
17.
18.
o

©)
@)
©)
@)

o

Library

Computing Room
Languages Room

4P

Learning Support Room
4C

RoR room

Adulr toilet

Pupil toilets

PA to Head of Prep Office
Waiting Arca

Head of Prep Office
Lift

3d) 2" Floor (including landings)

o
19.
20.
o

21.

Head of Pre-Prep Office
Scicnce Room

Art Room

S5W

5H

Missing Child Policy
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22.5]

o Adult toilet

o Pupil woilets

o Senior Depury Head’s Office
o 6A

o 60

o Bardell Hall

o Lift

3c)  Prep School Roof

o) Landings

o Kirchen
o Roof
o Lift

4} Wholc-School Arcas:

43) Music Teacher/ Head of Drama/ Yi6 TA

o Music School
o SLC/ car park
o Chapcl

4b) Hecad of Scicnoe/ Head of Dance/ Yr5 TA

Dining Hall (including toilcts)
Upper Library

o O O

Cloisrers
o Decaton Theatre

4c)  Hcad of Computing/ Head of Mandarin/ Head of Art

o Pre-Prep Building
o Martin Centre
o Outdoor Arca (playgrounds and Johnians ficld)

Missing Child Policy
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Missing Child Management Plan
Prep: Years 3-6

A child is
missing.

Prep School Office to Check:

Attendance, music lesson, clubs, activities, medical centre, learning support,
Place2Be, sign in/out book

Notify:
Head of Prep, DHP, Prep staff (via TEAMS)

Pupils brought to PSLT perform search DHP reviews CCTV
playground. within Prep building.
Teachers do a head Specialist staff search
count. their designated areas.

When completed:
Teachers bring pupils back to
classrooms.

. . . DHP continues to
Child still missing after 15 min: review CCTV.

PSLT member calls Police
PSLT member calls parents

PS office records
timeline of events.
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Missing Child Management Plan
Pre-Prep: Years R, 1 and 2

A child is
missing.

Prep School Office to Check:

Attendance, music lesson, clubs, activities, medical centre, learning support, Place2Be,
sign in/out book

Notify:
Head of Prep, Head of Pre-Prep, DHP, Pre-Prep (via TEAMS)

Pupils brought to Form teachers perform search Head of Pre-Prep or
playground. TAsdo a within Pre-Prep building for Yr1/2 DHP reviews CCTV.
head count. or Prep building for Reception.

When completed:
TAs bring pupils back to classrooms.
Teachers begin wider search.

Child still missing after 15 min:
PSLT member calls Police DHP continues to
PSLT member calls parents review CCTV.
PS Office records
timeline of events.
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Missing Child Management Plan — Qut of Hours

Wrap-around Carc

A child is
missing.

Prep School Office to Check:

Attendance, music lesson, clubs, medical centre, learning support, Place2Be,
sign in/out book

Notify:
Head of Prep, PSLT, Prep staff (via TEAMS)

Pupils in Pre-Prep building go to Available staff perform A member of PSLT
PP playground, pupils in Prep search of Prep School, reviews CCTV
building go to back playground. Pre-Prep buildings and
Stay with supervising adults. wider school areas.

When completed:
Supervising staff bring pupils back
to their area.

PSLT continues to
Child still missing after 15 min: review CCTV.

PSLT member calls Police PS office records
PSLT member calls parents timeline of events.
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Missing Child Management Plan — Qutdoor Education

A child is missing.

The member of staff will gather up pupils and take a register.

Ask the Prep School Office to Check:

Attendance, music lesson, clubs, medical centre, learning support, Place2Be,
sign in/out book

If the child is deemed missing, invoke the MCM or MCM Out-of-hours plan
and follow those steps.

The member of staff and pupils
stay where they are.
If there is another member of
staff present, they begin
searching the area.

PSLT member in charge
will send a minimum of 2
staff to search the forest

area.

When completed:
Supervising staff bring pupils back
to the Prep School.
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9 SENIOR SCHOOL PROCEDURES

9.1 In the cvent of a pupil not being present at a lesson, registration or activity:

9.1.1 Parcnral and carcr notification of pupil absence from School

9.1.2 For planncd abscnce, such as for a medical or other appointment, parents and carers
should ask permission in advance by writing to or emailing the relevant School
Office, this will only be approved by the relevant Head of School as outlined in the
Artendance and Punctuality Policy

9.1.3 For unplanncd abscnce, for cxample in the casc of illness, parents and carcrs should
contact the relevant School Office by email or telephone.

9.2 Signing in and out

921 Ifa pupil arrives in School after 08:3%am or leaves before 16:00pm_, for whatcver
rcason, they must sign in or out at Reception, as appropriate. The reception and or
the School Office staff then update the clectronic registration data. Where a pupil
wishes to sign out during the School day, and Reception has not reccived notification
from the School Offices that permission has been granted from the relevant Head of
School, Reception will conract the relevant School Office who will contact home; the
pupils will not be released until the office is satisficd that the absence is for a legitimare
rcason of which the parent/carer is awarc.

9.2.2 The cxception to this is for Sixth Form pupils, who may sign out of School between
12.50pm and 13.50pm. The Head of Scction (DDSL) and Deputy Head Pastoral
(DDSL) arc informed of any pupil who has not signed back in by the end of lunchtime
and the missing child management plan is activated.

9.3 Bcfore School and Registrations

Before official School operational hours, the reception is open from 7AM. A member of the
Senior Leadership Team is always on duty until 18:00pm. The Reception and Office Staff have
this information to support them if nceded. In addition to this the reception has a member of

staff allocated from 7am to 6pm.

Accuratc and up-to-date registration data is cssential within the contexr of this policy but also in
the casc of fire. Registration should always take place at the start of a lesson, games or activity
session. Pleasc rcad the Attendance and Punctuality Policy on further information regarding our

intcrnal attendance and puncruality processcs.

It is the responsibility of the member of staft concerned to register the presence or absence of all
pupils at any lesson. The register should be taken within the first 5 minutes of the lesson. The
member of staff is asked to record as present only thosc physically there at the lesson, games session,
activity, trip cte. Under normal circumstances this will be using the clectronic registration process
(iISAMs). If for any rcason this is not available (if for example the lesson Is taking place away from
a classroom, or a computer is not working), the member of staff must take a paper register and pass
this information to the relevant School Office or offices or to Reception, cither by cmail, by

tclephonc or by sending a pupil as soon as possible. At the very least such a paper record must
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Sl]OW thC namec Of L'l]OSC abscnt, or COHH[’H] tllCl'C arc no abscntccs. ThlS isa profcssional ‘ELHCl lcgal

responsibility of all.

9.4 After School

9.4.1 If parcnrs and carcrs conract the School at the end of the day because their child has
not come out of School or has not returned home, the Senior Leadership Team member
of staff on ‘Scnior Duty’ is contacted by Reception or School Office, once it has been
cstablished as far as possible that the pupil is not on the School site.  If the pupil cannot
be found, parents and carers arc advised to contact the Police.  The Designated
Safcguarding Lead, relevant Head of Scction, Deputy Head of Pastoral, the Bursar and
Warden must be informed.

9.4.2 Gamcs lessons and Sports Fixtures - Registers for sports fixtures arc updated by the
Sports Administrator. Team shects arc printed and added to the firc registers. Staff arc
cxpected to updare registers for pupils away from the main site. If pupils arc offsite
during rcgistration, the Sports Administrator updatcs prior to the fixcure. For pupils
in, c.g. EPP or swimming and onsite, we arc sent the registers and update as present

after moming rcgistration.

9.5 Activitics

9.5.1 For acrivitics taking place after School the member of staff running the activity takes a
register of thosc present and is rcsponsiblc for thesc pupils in the casc of an cmergency

Or cvacuarion,

9.6 Educational Visits

9.6.1 chistcrs arc taken on dcparturc_, during travel and prior to rcturn for clay visits;

morning and cvening and following cach activity for Residential visits.

9.7 Idcntification of and responsc to unexpected absence

9.7.1 Absence at morning registration: Morning registration and lesson registers are checked
for abscntees at 9.20am by the Main School Office. If a pupil is marked absent at
registration and also on the lesson register for Period 1 and no request for absence has
been received, parents and carers arc contacted at 9.30am the lacest.

9.7.2 In most cascs the parents and carers would be advised to contact the Police if the
child did not make it into school. In particular circumstances the Depury Head
Pastoral (DDSL) or Heads of Sections (DDSL) may inform the Police if we fecl the
child is at risk of harm to themsclves or others, based upon any contexrual
safcguarding information.

9.7.3 Abscnce from Period 5: Registers arc also checked for absentecs at 2.30pm by the Main
School Office. Where a pupil is marked present at morning registration and is not
present in Period 5, with no request for absence having been reccived, a scarch is made.
Parcnts and carcrs and thereafter the Police will be the conracted if all rcasonable

scarches have been made and the pupil has not been located.
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9.7.4

9.7.5

9.7.6

The Depury Head Pastoral (DDSL) or Scnior School Office will inform the staff
within the Child Missing Management Team (6.9.4) via cmail and or telephone
communication.

The School Office will print off a photo of the missing child and available pastoral
staff will assist in the site scarch. This may include members of the Estates Team.
In the casc of lessons and games lessons on site, a record of those marked absent in
cach lesson is posted on ISAMS by the School Office to refer to and act on. If a pupil
is marked present on the registration register but is absent from an activity, trip or
gamcs scssion off site, it is the responsibility of the member of staff registering the
abscnce to conract the relevant School Office. In all cascs, office staff will then do
any or all of the following until the pupil is found:

6.9.4 Missing Child Management Process and Tcam Members

Tecam Mcmbers consist of:

e DBursar

23. Head of Scctions (DDSL) (depending on year group of pupil/s)

e School Office Manager
e Dcputy Head Safeguarding (Wholce School Designated Safeguarding Lead)
e Dcputy Head Pastoral (DDSL)

e Dircctor of Compliance, Health and Safery
e Warden
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Stage 1: # Ifa pupil has been
marked absent for a
lesson, but was marked in
completed accurately by checking with for registration.

the tutor or subject teacher.

Ensure the register has been

Stage 2:
Contact the Music administrator,
Matron and the Learning Support
Department. Ensure the pupil has
not signed out of reception.

Stage 3:

Begin a physical search of the school site.
Inform the Missing Child Mangement
Team.

Stage 4:

If the pupil remains unaccounted for, parents/carers are contacted
and if the pupil was present in school before being unaccounted for,
the school will contact the Police and inform parents. If the pupil
did not arrive in school, parents will be advised to contact Police.

In addition to the above please note the following:

24, Stage 2 may also include checking Place2Be, the Medical Centre, the Library and
speaking to pupils Head of Housc. This may also include speaking to peers of the
pupil that is missing (dependent on the context of the situation).

e Stage 2 most likely includes notifying the IT Department to check any last know logins
as well as CCTV that can assist in narrowing down the scarch or the pupil/s last known
location.

e Timclines should be considered on a casc-by-casc basis.

o  Staff will usc professional judgement and risk asscss the urgency of the siruation to help
inform the timeframe required in establishing the pupil/s whercabouts before notifying
the police.

o If the situation has reached stage 4 the Missing Child Management Team will confirm
actions as a tcam in a centralised mecting point (usually the Pastoral Office).

25. If the search is ongeing the school will continue to liaise with the police and act

in accordance with them.
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