MAIDWELL HALL
POLICY ON MISSING PERSONS

September 2009

SCHOOL ROLL

The master School Roll for staff and pupils is located in the staff office. If the office is locked there is a copy in the Deputy Head’s office. All family and emergency contact numbers are also located here. It is also on the network.

RECORDING

Staff must ensure that all pupils are accounted for at all times of the day. This applies as follows:

· Lesson times

· Meal times

· Reading rest

· Games

· Activities

· Muckabout

· Bedtimes

Absences must be reported and followed up. The school office has a list of pupils absent with permission and collection times for day pupils. These are also published on the Common Room notice board.

When leaving school for a non-school occasion the parents of boarders must sign them out when they leave the school premises and sign in again on return. During normal office hours (8.00am-5.00pm Mon-Fri and 8.00am-1.00pm Sat) this will happen in the office; during out of office hours this will happen in the matron’s office.  Non Parent Visitors also sign in on arrival and sign out on vacating the premises.

REPORTING & SEARCH PROCEDURES

If a child or member of staff is missing and unaccounted for, the following procedures must apply:

1. Inform the school office to check against the day’s authorised absences and picking up times for day pupils.

2. If there is no suitable reason for the person to be absent the Headmaster must be informed, or if he is unavailable, the senior member of the Senior Management team must be informed.

3. If there is no explanation for an absence, the school and/or grounds must be subjected to an immediate and thorough search using all available adults and senior pupils.

4. The senior member of the SMT on duty will coordinate search areas. They must be station themselves in the Front Hall and remain there. A member of staff allocated to a specific area, or prefect if there are not enough members of staff on duty, should be appointed to report back to the member of the SMT. Matrons and the senior member of the SMT should be in touch by walkie-talkie.
5. The search areas will be as follows:

· Area 1: 
Dormitory areas, matronal areas, the washing machine rooms    and French room will be searched by the matrons.

· Area 2: 
Main Hall, Headmaster’s study, Common room, school office, LSD room, under stairs telephone, FV and School room and Deputy Head’s office.

· Area 3: 
Kitchen, pantry, domestics’ lunch room, dining hall, Assistant Head and Director of Boarding office, Oliver Wyatt Hall, cloisters, squash court, swimming pool.

· Area 4: 
Back yard, changing rooms, adult toilets, visitors’ changing room, English room and Bird wing telephone.

· Area 5: 

Science, ICT Art block and surrounds.

· Area 6: 
J
ohn Paul Building.

· Area 7: 
Back drive, Irish Wilderness, Shooting hut, Carpentry hut and maintenance sheds.

· Area 8: 

The Wing.

· Area 9: 

Rose garden and lake surrounds.

· Area 10: 
Orchard, tennis courts and Ist XV field.

· Area 11: 
Colts pitch and 3rd golf hole.

· Area 12: 
Top pitches, pavilion and front drive.

· Area 13: 
Wilderness area.

6. If there is no sign of the missing person the senior member of the SMT will coordinate members of staff to search the following areas outside the school grounds. All members of staff will carry mobile phones and should keep in regular touch with the office, or the search coordinator if the office is closed.

· The A508 south to Lamport and north to Kelmarsh

· The fields beyond Barn Hill, the Colts’ pitch, the Maidwell trail and the field beyond the front drive.

· The Draughton road to Draughton .

· The Railway line north to Green lane Crossing and South to the Lamport Crossing.

7. The next of kin and Police must be informed if the missing person is not found.

8. A full written record of the search should be completed on the MISSING PERSONS pro forma.

MISSING PERSONS

Incident and Search Report Form

(to be completed by the duty member of the SMT)

Date of incident:









                                

Time missing person reported:









Name of person who reported the person missing:






Search coordinator:










Was the missing person found in the initial search within the school boundaries? 









Yes   /   No

If yes, state time, location and the person who found them:

If no, was the person found in the search outside the school boundaries? 









Yes   /   No
If yes, state time, location and the person who found them:

Police informed:    





Yes   /   No
Parents / next of kin or guardians informed:   
Yes   /   No
Comments:

	


