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Safeguarding status of this policy  

This policy sits alongside the Child Protection and Safeguarding Policy and the Attendance Policy. It 

provides the School’s safeguarding and operational response when a pupil is unexpectedly absent, 

cannot be accounted for while in the School’s care, or may be at risk of becoming a child missing 

education. Safeguarding concerns always take priority over attendance or disciplinary processes.  

  



Missing Pupil Policy 2026-2027 

 

 

3  

  

1. Policy statement and ethos  

1.1 St James Senior Boys’ School is committed to ensuring that every pupil is safe, 
known and accounted for. A pupil who cannot be located, or whose absence is 
unexpected or unexplained, may be at risk of harm and must never be treated as 
a routine administrative matter.  

1.2 Regular attendance is an important protective factor. Repeated or prolonged 
absence can be a warning sign of abuse, neglect, criminal or sexual exploitation, 
mental health difficulty, substance misuse, family difficulties, radicalisation or 
other harm. Early, proportionate action is therefore central to this policy.  

1.3 The immediate objective whenever a pupil is missing is to locate the pupil and 
return them to effective supervision as quickly and safely as possible. Once the 
pupil is safe, the School will consider why the incident occurred and what support, 
safeguarding action or procedural changes are required.  

 

2. Scope and definitions  

2.1  This policy applies to all staff, volunteers and pupils of St James Senior Boys’ 
School and to School-organised educational visits, fixtures, expeditions, trips and 
residential activities. The operational missing-pupil procedures apply to all pupils, 
including any pupil aged 18; statutory child-safeguarding duties apply to children 
under 18.  

2.2 For the purposes of this policy:  

Missing pupil means a pupil who is expected to be under the School’s supervision 
or at an agreed location but whose whereabouts cannot be established.  

Unexpected or unexplained absence means an absence for which the School has 
not yet received a satisfactory explanation or where the pupil is not where 
records indicate they should be.  

Child absent from education refers to a registered pupil who is absent from school. 
A pupil may be persistently or severely absent without being a child missing 
education, but repeated or prolonged absence may create safeguarding concerns.  

Child missing education (CME) has the statutory meaning: a child of compulsory 
school age who is not a registered pupil at a school and is not receiving suitable 
education otherwise than at a school.  

2.3 This is a day-school, non-EYFS policy. Boarding and EYFS provisions in the ISBA 
model have therefore not been included. Residential school trips are covered by 
section 10.  

 

3.  Legal and guidance framework  

3.1 This policy has been prepared with regard to the School’s duties and the current 
guidance in force for 2026–27, including:  

Keeping Children Safe in Education 2026 (DfE, September 2026);  

Children Missing Education: statutory guidance for local authorities and schools 
(DfE, September 2025);  

Working Together to Improve School Attendance (DfE, July 2026);  

Working Together to Safeguard Children 2026 (DfE, March 2026);  

The School Attendance (Pupil Registration) (England) Regulations 2024;  
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The Education Act 1996, the Children Acts 1989 and 2004, and the Education 
(Independent School Standards) Regulations 2014; and  

DfE guidance on health and safety on educational visits.  

3.2 KCSIE 2026 requires the School’s safeguarding systems to include a response to 
children who are absent from education, particularly on repeat occasions and/or 
for prolonged periods. All staff must read KCSIE 2026 Part One in full and must 
know the School’s safeguarding procedures, including this response.  

3.3 The statutory CME guidance requires schools to make immediate enquiries where 
an on-roll child’s absence is unexplained, to undertake initial proactive work to 
locate a child at risk of becoming CME, and to continue to work with the relevant 
local authority on reasonable enquiries where necessary.  

 

4.  Roles and responsibilities  

4.1  Safeguarding is everyone’s responsibility. Any member of staff who becomes aware 
that a pupil may be missing or unexpectedly absent must act immediately and 
must not assume that someone else has dealt with the matter.  

4.2 The Head has overall responsibility for the implementation of this policy and for 
serious incident management and external communications.  

4.3 The DSL and deputies provide safeguarding oversight, assess risk, coordinate or 
advise on referrals to children’s social care and the Police, and ensure that the 
wider circumstances of a missing or repeatedly absent pupil are considered.  

4.4 The Attendance Champion and attendance/reception staff are responsible 
for effective daily attendance processes, first-day follow-up, accurate registers, 
statutory returns and escalation of unexplained absence in accordance with this 
policy and the Attendance Policy.  

4.5 Heads of Year and the pastoral team support enquiries, searches, communication 
with pupils and families, and follow-up support. Estates staff may be asked to 
check the site, exits, grounds and CCTV where available and appropriate.  

4.6 The Educational Visits Coordinator and Trip Leader are responsible for ensuring 
that off-site procedures, emergency contacts, registers and pupil-specific risk 
information are in place and followed.  

4.7 The Trustees and Governing Body should satisfy themselves that appropriate 
arrangements are in place and that the policy is reviewed regularly.  

 

5.  Admission and attendance registers  

5.1 The School maintains electronic admission and attendance registers in accordance 
with the School Attendance (Pupil Registration) (England) Regulations 2024 and 
the Attendance Policy.  

5.2 The attendance register is taken at the start of each morning session and once 
during each afternoon session, at the same time for all registered pupils. 
The School records whether each pupil is present and, if absent, the appropriate 
national attendance or absence code.  

5.3 Registers are legal records. Every entry in the admission and attendance registers 
is preserved for six years from the date on which the data was entered. 
Amendments must retain the original entry and record the amendment, 
reason, date and person making it.  
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5.4 Where an unexplained absence is initially recorded using Code N, the School 
will establish the reason as soon as possible. Code N must not remain indefinitely 
and will be amended to the correct code as soon as the reason is known and no 
later than the period required by the current attendance guidance.  

 

6.  Unexpected or unexplained absence  

6.1 Parents/carers are expected to notify the School promptly when a pupil will 
be absent and to provide the reason. The School will have robust first-day 
processes to follow up absence where no reason has been provided.  

6.2 When a pupil is unexpectedly absent, Reception/attendance staff will promptly 
check, as relevant:  

• messages and absence notifications from parents/carers;  

• late-arrival and signing-in records;  

• medical centre / School Nurse information;  

• approved educational visits, fixtures, external appointments 
and authorised off-site activities;  

• the pupil’s timetable and the teacher/form tutor; and  

• any known change to collection, transport or attendance arrangements.  

6.3 If the absence remains unexplained, the School will contact the parent/carer on 
the first day. Where reasonably possible, the School will hold more than one 
emergency contact number for each pupil and may use those contacts where the 
primary contact cannot be reached.  

6.4 If contact cannot be established, information is inconsistent, or there are known 
vulnerabilities or other reasons for concern, the matter must be escalated 
promptly to the DSL or a deputy. The response will be risk-based and may include 
further reasonable enquiries, liaison with known professionals, a welfare 
check/home visit by an appropriate service or authorised school staff following 
local procedures, a referral to children’s social care, and/or contact with the 
Police.  

No fixed waiting period  

Where there is reason to believe a pupil is in immediate danger or at risk of harm, 
the School will act without delay. Staff must not wait for a set period of absence 
before escalating to the DSL, children’s social care or the Police.  

  

7.  Children absent from education, persistent absence and CME  

7.1 A pupil who is still on the School’s admission register is not, solely by reason of 
persistent or severe absence, a child missing education. However, repeated or 
prolonged absence can be an important safeguarding warning sign and will be 
considered alongside the pupil’s wider circumstances.  

7.2 The School will work with pupils and families to understand barriers to attendance 
and put support in place. This may involve the pastoral team, SEND support, the 
Mental Health and Wellbeing pathway, medical professionals, Family Help, 
children’s social care or other agencies as appropriate. The School will avoid 
treating safeguarding or welfare-related absence as a purely punitive matter.  

7.3 If an on-roll pupil’s whereabouts or circumstances are unclear, 
the School will immediately make proportionate enquiries to establish their 
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whereabouts. If enquiries lead the School reasonably to believe that the pupil will 
no longer attend and the parent has not provided written notice of another school 
or suitable education otherwise than at school, the School will refer the matter to 
the pupil’s home local authority CME team as soon as possible.  

7.4 The School will continue to undertake reasonable enquiries after a CME referral 
and will maintain regular communication with the local authority until it is 
mutually agreed that the enquiries are complete or that there are no further 
reasonable actions the School can take.  

7.5 Reasonable enquiries will be proportionate to the circumstances and risk. Examples 
are set out in Appendix C. Information will be shared lawfully and on a need-to-
know basis for safeguarding and education purposes.  

7.6 A pupil’s name will only be removed from the admission register where a lawful 
ground in regulation 9 of the 2024 Regulations applies and all conditions for that 
ground are satisfied. Absence alone does not permit informal removal from roll.  

7.7 In particular, where the relevant ground concerns a pupil who has not returned 
within ten school days following an authorised leave of absence, or who has been 
continuously absent for twenty school days in the circumstances specified by the 
Regulations, the School and local authority must carry out the required joint 
reasonable enquiries before deletion. Where the pupil is located, the statutory 
conditions must still be met before the name is removed.  

 

8.  Local authority reporting and admission-register duties  

8.1 The School will make the statutory returns required by the 2024 Regulations and 
current attendance/CME guidance. The detailed operational process is set out in 
the Attendance Policy and management information system procedures.  

8.2 These include, where applicable:  

a new-pupil return to the local authority within five days when a pupil is added to 
the admission register at a non-standard transition point (and at standard 
transition points if required by the local authority);  

a deletion return when a pupil’s name is lawfully removed from the admission 
register, no later than the time required by the Regulations;  

attendance returns for pupils of compulsory school age who fail to attend regularly 
or who have been absent for a continuous period of ten school days with absence 
recorded under the relevant unauthorised codes, at the frequency agreed with the 
local authority; and  

a sickness return where the statutory threshold of 15 consecutive or cumulative 
school days of illness is met or expected to be met.  

8.3 If a new pupil fails to attend on the agreed starting day, the School will 
follow up the absence immediately and make reasonable enquiries 
to establish the pupil’s whereabouts. If the School cannot locate the pupil, the 
relevant local authority will be notified promptly.  

8.4 Where a pupil lives in a different local authority area from the School, the School 
will work with the pupil’s home local authority and, where appropriate, Surrey 
County Council to ensure effective joint working.  
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9.  Pupil missing from the School site  

9.1  Any member of staff who discovers that a pupil is missing, or sees a discrepancy 
suggesting that a pupil cannot be accounted for, must inform 
Reception immediately. Where there is an immediate safeguarding concern, the 
DSL/deputy and a senior leader must also be contacted without delay.  

9.2  Reception will immediately coordinate initial checks. These normally include:  

• confirming that the pupil is not legitimately absent, late, signed out, in the 
medical centre, at an approved activity or on a trip;  

• contacting the teacher/form tutor and checking the pupil’s timetable and last 
known location;  

• checking with appropriate friends or peers when this can be done calmly and 
without causing unnecessary alarm;  

• informing the DSL/deputy, Head of Year/Assistant Head (Pastoral), and Estates 
as appropriate; and  

• establishing the time the pupil was last seen, clothing/description, any known 
destination, vulnerabilities, relevant medical or safeguarding information 
and likely means of leaving site.  

9.3  If the pupil remains missing, a coordinated search of the School site will begin 
without delay. Search areas may include classrooms, toilets, changing areas, 
common rooms, grounds, secluded spaces, sports areas and other places the pupil 
may reasonably be. Estates may check gates, exits and CCTV where available. Staff 
must not leave other pupils unsupervised in order to search.  

9.4  A named senior member of staff will coordinate the response and keep a 
contemporaneous incident log. Search activity will be allocated rather than 
duplicated, and staff will report back to the coordinator at agreed short intervals.  

9.5  The pupil’s parent/carer will be informed as soon as appropriate to the 
circumstances. If there is evidence that the pupil has left the site, the pupil cannot 
quickly be located, or any risk factor increases concern, the DSL/senior leader will 
consider immediate Police involvement. This decision is based on risk, not on a 
fixed elapsed time.  

9.6  Staff searching beyond the School site must do so only where this is safe 
and authorised. They must not place themselves or other pupils at risk. If a pupil 
may be near a railway, water, major road, transport hub or other hazardous 
location, the Police/emergency services should be contacted immediately rather 
than staff undertaking an unsafe search.  

 

10.  Pupil missing on an educational visit or off-site activity  

10.1The Trip Leader must ensure that an accurate register, emergency 
contact details and relevant pupil-specific medical/safeguarding information are 
accessible throughout the visit. The School’s Educational Visits Policy and trip-
specific risk assessment also apply.  

10.2 If a pupil is discovered to be missing, the Trip Leader will immediately:  

• conduct a headcount/register to confirm the identity of the missing pupil and 
account for all other pupils;  

• place the remainder of the group in a safe, supervised location 
and maintain adequate supervision;  
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• establish the pupil’s last known location, time last seen, clothing and any 
relevant risks;  

• alert the venue manager or responsible local staff and organise a proportionate 
search of the immediate vicinity;  

• contact the School’s designated emergency contact / senior leader and the DSL 
or deputy as soon as possible; and  

• consider Police/emergency-service involvement immediately, based on the 
pupil’s age, vulnerability, environment, likely route and any safeguarding or 
medical concerns.  

10.3There is no mandatory 15-minute waiting period. Where the 
circumstances indicate immediate danger or significant vulnerability, emergency 
services must be contacted straight away. In the UK, 999 should be used where 
there is immediate danger; otherwise, Police advice/reporting should be sought 
through the appropriate non-emergency route.  

10.4 Parents/carers will be informed as soon as reasonably practicable, normally 
without delay, while taking account of any Police advice. The party will follow the 
instructions of the Police, venue and School emergency contact. Overseas visits 
will use the appropriate local emergency services and the School’s overseas 
emergency procedures.  

10.5 For residential visits, rooming arrangements, curfews and night-time supervision 
must be clear. If a pupil is missing from residential accommodation, the same risk-
based principles apply and the Trip Leader must consider the increased risk 
associated with the time of day, unfamiliar environment and access to transport 
or public areas.  

 

11. Police, children’s social care and emergency escalation  

11.1 The welfare of the pupil is the paramount consideration. Police or children’s 
social care involvement must not be delayed simply because a site search has not 
been completed or because a particular number of minutes has not elapsed.  

11.2 Factors that may require immediate or accelerated escalation include:  

• a young or particularly vulnerable pupil;  

• known or suspected self-harm or suicidal ideation;  

• a significant medical condition or need for medication;  

• SEND, communication needs or reduced awareness of danger;  

• known exploitation, abuse, domestic abuse, substance misuse or criminal risk;  

• previous missing episodes or a known pattern of absconding;  

• evidence that the pupil has deliberately left site or travelled away;  

• extreme weather, darkness, unsuitable clothing or hazardous surroundings;  

• a location near railways, water, major roads, transport hubs or other 
immediate hazards; and  

• any information suggesting the pupil may be with a person who presents a risk.  

11.3 Where there is reason to believe the pupil is in immediate danger or at risk of 
significant harm, the School will contact the Police and make or consider an 
immediate referral to children’s social care in accordance with the Child 
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Protection and Safeguarding Policy. The DSL will lead liaison where practicable, 
but any member of staff may make a referral where necessary to protect a child.  

 

12.  Action when a pupil is found  

12.1 When the pupil is found, staff will first ensure their immediate physical and 
emotional safety. Medical attention will be obtained where necessary. The 
Head/senior leader, DSL, parents/carers and Police will be informed 
as appropriate.  

12.2 The pupil should be met calmly and without immediate judgement. Once settled, 
the DSL or an appropriate pastoral member of staff will speak with the pupil to 
understand what happened and whether there are any safeguarding or welfare 
concerns.  

12.3 The School will consider whether the incident may relate to bullying, abuse or 
neglect, exploitation, family difficulties, mental health or self-harm, substance 
use, SEND, difficulties with learning or relationships, fear of sanctions, or another 
barrier to being in school. The pupil’s views will be heard and recorded 
appropriately.  

12.4 Any disciplinary response will be considered only after the safeguarding and 
welfare assessment and will be proportionate and in accordance 
with the Behaviour, Rewards and Discipline Policy. A missing episode must not be 
treated simply as defiance where there may be an underlying need or risk.  

12.5 A review will consider whether an individual safety/risk plan, pastoral 
intervention, attendance support, reasonable adjustments, mental-
health support, referral to external agencies or changes to trip/site procedures 
are required. Repeated missing episodes will trigger a wider safeguarding review.  

 

13.  Pupil not collected on time  

13.1 This section applies where the School has an agreed responsibility for a pupil to 
be collected, including after an activity, fixture or trip. It does not alter 
normal authorised independent-travel arrangements for older pupils.  

13.2 If a pupil is not collected at the agreed time, the School will keep the pupil safely 
supervised and will contact the parent/carer. If contact cannot be made, 
the School will use additional emergency contacts. Where practicable, more than 
one emergency contact will be held for each pupil.  

13.3 If collection remains unresolved as the premises are closing, or earlier if there is 
a safeguarding concern, the member of staff will contact the DSL/deputy or senior 
leader. The School will consider contacting the relevant local authority children’s 
social care service and/or the Police to make safe alternative arrangements.  

13.4 A pupil will never be left alone or simply sent away because collection has not 
occurred. Staff will not make informal private arrangements to take a pupil home 
unless this is expressly authorised under the School’s safeguarding/emergency 
procedures.  

13.5 Repeated unexplained late collection or failures to collect will be recorded and 
reviewed by the DSL as a potential safeguarding concern.  

  



Missing Pupil Policy 2026-2027 

 

 

10  

  

 

14.  Recording, information sharing and confidentiality  

14.1 A full written record will be kept of any significant missing-pupil incident and of 
safeguarding concerns arising from unexplained or prolonged absence. The 
safeguarding record will be made on CPOMS; operational records may also 
be retained in the School’s attendance or incident systems as appropriate.  

14.2 The record should include, as relevant:  

• pupil name, date and time the concern was identified;  

• where and when the pupil was last seen and by whom;  

• checks and search areas completed, by whom and at what times;  

• risk factors considered and decisions made, including reasons;  

• attempts to contact parents/carers and emergency contacts;  

• contact with Police, children’s social care, local authority 
CME/attendance teams or other agencies;  

• the time and circumstances in which the pupil was found or the incident 
resolved;  

• the pupil’s explanation and views;  

• any medical, safeguarding, pastoral or disciplinary follow-up; and  

• lessons learned and changes to procedures or risk assessments.  

14.3Information will be shared on a need-to-know basis in accordance 
with safeguarding duties, data-protection law and the School’s information-
sharing procedures. The School will not allow data-protection concerns to prevent 
necessary and proportionate safeguarding information sharing.  

14.4 Media enquiries and communication with the wider parent or pupil body in relation 
to a serious missing-pupil incident will be managed by the Head or a person 
delegated by the Head, taking account of Police and safeguarding advice.  

 

15.  Staff training and communication  

15.1 All staff will be made aware of this policy and the School’s response to children 
absent from education as part of safeguarding induction and updates. KCSIE 2026 
Part One must be read in full by all staff.  

15.2Staff with particular responsibilities – including Reception/attendance staff, 
DSL/deputies, Heads of Year, pastoral staff, Estates, the EVC and Trip Leaders – 
will receive role-specific briefing or training as required.  

15.3 Before educational visits, Trip Leaders will ensure that staff know the missing-
pupil procedure, emergency contacts, allocation of supervisory responsibilities and 
any individual pupil risks relevant to the visit.  

 

16.  Review and quality assurance  

16.1 This policy will be reviewed at least annually and sooner where there is a 
significant incident, change in statutory guidance, change in local 
safeguarding/CME arrangements or evidence that the procedure requires 
improvement.  
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16.2 Following any significant missing-pupil incident, the Head and DSL will consider 
whether a formal debrief is required. The review will focus on safeguarding, 
supervision, communication, record keeping and lessons for future practice.  

16.3The School will monitor patterns of missing episodes and 
unexplained, persistent or severe absence. Patterns relating to individual pupils, 
cohorts, times, locations or activities will be considered through attendance and 
safeguarding processes.  
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Appendix A: Immediate missing-pupil response  

Step  Action  What staff should do  

1  Notify  Tell Reception immediately; if immediate risk, contact the DSL/deputy 
and senior leader at once.  

2  Confirm  Check register, late/sign-out records, medical centre, 
trips/fixtures and timetable. Establish last known location and time.  

3  Risk assess  Consider age, SEND, medical/mental-health needs, safeguarding 
history, previous missing episodes, location and likely route.  

4  Coordinate 
search  

Senior lead coordinates. Search site/venue 
methodically; maintain supervision of other pupils; Estates/venue staff 
check exits/CCTV where available.  

5  Escalate  Contact parents/carers and Police/children’s social care according to 
risk. Do not wait for a fixed period if risk is significant.  

6  Record  Keep a contemporaneous log of times, searches, calls, decisions and 
information received.  

7  When found  Check welfare/medical needs; update relevant parties; DSL/pastoral 
conversation; record on CPOMS and review underlying causes.  
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Appendix B: Information for the Police  

Where the Police are contacted, the School should provide as much of the following as is 
available and relevant:  

• full name, age/date of birth and a recent photograph;  

• physical description, height, clothing and any distinguishing features;  

• time and place last seen and by whom;  

• home address and parent/carer contact details;  

• mobile telephone/device information if relevant and lawfully available;  

• medical conditions, medication and immediate health risks;  

• SEND, communication needs, mental-health needs or other vulnerabilities;  

• known safeguarding concerns, exploitation risks or people/places of concern;  

• previous missing episodes and likely destinations/routes;  

• travel card, bicycle, vehicle, cash or other means of travel where known; and  

• actions already taken by the School, including locations searched and people 
contacted.  

• Police escalation  

• Use 999 where there is immediate danger or an emergency. In other missing-person 
circumstances, use the appropriate Police non-emergency reporting route. There is no 
requirement to wait 24 hours, 15 minutes or any other fixed period before reporting a 
child missing.  
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Appendix C: Reasonable enquiries / CME checklist  

Where a pupil’s whereabouts or educational destination are unclear, reasonable enquiries 
may include the following, depending on the circumstances. The list is not exhaustive and 
enquiries must be proportionate to risk.  

• contact all known parent/carer and emergency contact details;  

• check information already held by the School, including changes of address, proposed 
school moves and sibling information;  

• liaise with the pupil’s home local authority CME/attendance team and, where relevant, 
another local authority;  

• contact professionals already known to be involved with the child/family, including 
social workers, Family Help or health professionals, where appropriate;  

• check with the school or local authority to which the child is believed to have moved;  

• where appropriate, ask the local authority to check School to School (S2S), Get 
Information About a Pupil (GIAP) and other lawful databases;  

• consider whether a home visit is appropriate, following local risk-assessment 
arrangements;  

• consider appropriate enquiries with relatives, neighbours, housing providers or sibling 
schools through the local authority where lawful and proportionate; and  

• consider Police, children’s social care or other agency involvement where the child’s 
safety or welfare may be at risk.  

• The School will continue to cooperate with reasonable enquiries after a CME referral 
and will not remove a pupil from roll unless a lawful ground for deletion applies and 
all statutory conditions are satisfied.  
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Appendix D: Current guidance and linked policies  

Current external guidance used in preparing this policy:  

• Department for Education, Keeping Children Safe in Education 2026 (September 2026).  

• Department for Education, Children Missing Education: statutory guidance for local 
authorities and schools (September 2025).  

• Department for Education, Working Together to Improve School Attendance (July 
2026).  

• Department for Education, Working Together to Safeguard Children 2026 (March 
2026).  

• School Attendance (Pupil Registration) (England) Regulations 2024.  

• ISBA / HCR Law, Missing Child Policy & Procedures model policy (February 2025), 
adapted for a day, non-EYFS senior school and updated to the 2026 statutory position.  

• This policy should be read alongside the following St James policies and procedures:  

• Child Protection and Safeguarding Policy;  

• Attendance Policy;  

• Educational Visits Policy;  

• Behaviour, Rewards and Discipline Policy;  

• Mental Health and Wellbeing Policy;  

• SEND Policy;  

• Staff Behaviour Policy / Code of Conduct; and  

• Health and Safety / First Aid procedures.  

 


