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POLICY STATEMENT ON STUDENT MISSING FROM SCHOOL 

 
 

Children Missing from School 
 
Under the amendments made in September 2016 to Regulation 8 of the Education (Student registration)(England) 
Regulations 2006, all schools must notify their local authority when they are about to remove a student’s name 
from the school admission register.  The name of any student that leaves Cobham Hall is made known to The 
Access to Education Department at Kent County Council:  Tel 03000 412121 email sophie.preece@kent.gov.uk. 
 
Any child that is known to be missing education is referred to Kent County Council by completion of the online 
Child Missing Education (CME) form at https://www.kent.gov.uk/education-and-children/schools/school-
attendance/children-missing-education.  Any concerns about attendance figures are raised with the Inclusion and 
Attendance Service at 03000 418532. Heads of School monitor attendance weekly and the Deputy Head liaises 
regularly with Heads of Year and the registration officer.  
 
Where a student has not returned to School for 10 days, and the whereabouts of the student is unknown, the 
School will inform the Access to Education Department at KCC.  After another period of 10 days has elapsed, the 
student will be removed from the attendance register. 
 

Procedure: Missing Day Student 
 
A student may be identified as missing: 
• After an absence at morning registration is not confirmed by the School Office contact with home.  
• By comparing students in a class with the day's absence sheet.  
• On reconciliation with the afternoon registration.  
• By a report of a missing student by a fellow student or member of staff. 

 
Any member of staff discovering a discrepancy must immediately notify the School Office who will: 
• Contact and make the necessary checks such as with the tutor/teacher to assess whether the absence is 

expected.  Check all lists of trips out of School and check the signing out book.  
 

If the student is still found to be missing, the School Office will immediately: 
• Inform the Head and/or LT members, who will initiate and oversee a search of the site.  
• Coordinate and make the necessary search over the school grounds.  
• Advise all teachers due to teach or tutor the student later that day that they must immediately inform the 

office if the student appears.  
 

If the site search fails: 
• The Head or Deputy Head will arrange for the fire alarm to be sounded and a register of all students taken. 
• The parents will be informed, and a search of local roads will be made by available staff and parents if deemed 

appropriate.  
• On completion of this and any subsequent searches made over the day parents will be involved or continue to 

be informed of progress.  
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• The Head, or in their absence the Deputy Head or Director of Studies, will arrange for the Police to be 
informed. 
 

If the student is found, or the incident is otherwise resolved: 
• The Head and LT will be directly informed by the School Office.  
• The Police will be informed if they have been involved.  
• The Deputy Head or appropriate Head of School will provide a written report which will be kept on the 

student's file.  
 

Procedure: Missing Boarders 
 
Introduction 
At Cobham Hall we strive to provide the best possible pastoral care for the girls in our charge.  We have in place a 
comprehensive registration and signing out system that operates in all three houses. 
 

• In addition to twice daily school registrations, House registration takes place at the following times:- 
7.00 - 7.45am  Bligh 
5.45 – 6.20pm  Bligh 
7.00pm   Brooke 
Bedtime in all houses 
 

• Girls are required to report to the duty staff in their house on their return from an off-site activity or Exeat. 

• There are signing in and out procedures in each of the three houses.  These are used by the girls and checked 
regularly by staff. 

• A record is kept of all students’ mobile phone numbers in house studies. 
 
During school hours 
During the school day, the procedure is the same as that for a missing day student, but includes: 
• Contact the Boarding Housemistress.  
 
Out of school hours and after an Exeat or off site activity 
A Boarder may be identified as missing if their whereabouts cannot be confirmed visually, from information 
provided by other trustworthy students with regard to their movements, the signing out book or telephone 
contact with them or their parent/guardian. (Or is over an hour late returning from an Exeat or off-site activity 
and no contact has been made). 
 
Staff discovering a discrepancy must: 
• Notify the Boarding Housemistress, the Head of Boarding and/or the duty Leadership Team staff member  
• Attempt to ascertain whereabouts from friends.  
• Attempt to contact the student on her mobile phone.  
• Check with all staff for any known circumstances that might have led to the student being missing. 
• Arrange a check of the School grounds.  
• Check the weekend travel arrangement form or other forms regarding school trips. 

 
If a student is still missing, the staff should: 
• Inform the Head, or in their absence the Deputy Head or Director of Studies who will arrange for the fire alarm 

to be sounded and a register of all students taken.   
• Contact their parents/guardians (with due regard for time zones).  
• If necessary, a search of local roads, shops, potential haunts etc. should be made where appropriate.  
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On completion of this and any subsequent searches made, the Head and parents/guardians will continue to be 
informed of progress. The Head, or in their absence the Deputy Head or Director of Studies, will arrange for the 
Police to be informed. 
 
If the student is found, or the incident is otherwise resolved: 
• The Head, parents/Guardians, Deputy Head or Director of Studies will be directly informed by the Boarding 

staff.  
• The Police will be informed if they have been involved.  
• The Head of Boarding will provide a written report which will be kept on the student's file.  
 
After the Incident 
The Senior member of staff involved will sensitively discuss with the student's parents the events surrounding the 
disappearance of the student.  A member of the Leadership Team will carry out a full investigation taking written 
statements from all the staff present at the time.  

 
The incident report will detail: 

• The date and time of the report. 

• What staff/students were in the group/class. 

• When the student was last seen in the group/class/boarding House. 

• What had taken place in the group/class/boarding house since the student went missing and the time it is 
estimated that the student was missing.  

• A conclusion is drawn as to how the student went missing and, if appropriate, procedures (including risk 
assessments and training) may be updated.  

• If the incident is classed as a serious incident, a Leadership Team review will take place as soon as practicable. 
 
Related Policies and Documents 
 

• Safeguarding policy 
 

 


