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1. Introduction

Princes Risborough Secondary School is committed to ensuring that the whereabouts of
all pupils in its care are always known. On occasions when a member of staff identifies
pupils as missing from their expected location without authorisation or explanation,
immediate action is required.
Communications with parents and the appropriate services (particularly the police) are
an integral part of the policy and procedure put in place by PRS
PRS is committed to ensuring that the application of this policy is non-discriminatory in
line with the UK Equality Act (2010).

This policy should be read in conjunction with the following PRS policy documents:
● Attendance
● Child Protection (Safeguarding)
● Educational Visits.
● Bucks - PROTOCOL FOR CHILDREN MISSING EDUCATION
● Children Missing Education Statutory Guidance for Local Authorities September

2016
● KCSIE 2022
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https://bscb.procedures.org.uk/assets/clients/5/Documents/Children%20Missing%20Education%20Protocol.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1101454/Keeping_children_safe_in_education_2022.pdf


The Department for Education’s guidance on Children Missing Education 2016 requires
schools to:

• monitor attendance through their daily register and address poor or irregular
attendance

• inform the local authority of any pupil who fails to attend school regularly, or who
has been absent without the school’s permission for a continuous period of 10
school days or more, at such intervals as are agreed between the school and the
local authority, or in default of such agreement, at intervals determined by the
Secretary of State

• undertake reasonable enquiries to establish a child’s whereabouts and to consider
notifying the local authority at the earliest opportunity when a pupil fails to attend
school on an agreed first day of attendance

• notify the local authority when a pupil’s name is to be removed from the admission
register at a non-standard transition point for PRS under any of the fifteen
grounds set out in Annexe A of Children Missing Education September 2016

• notify the local authority within five days when a pupil’s name is added to the
admission register at a non-standard transition point for PRS

At PRS it is the responsibility of all teachers to keep an accurate record of attendance.
Form tutors should advise the Attendance Officer of any extended, unreasonable or
suspicious absence. The Attendance Officer should liaise with the the designated
safeguarding lead regarding such absences.

2. Procedure

If a student fails to attend school:
• If no absence call received from parent a truancy call/text will be sent.
• If parent calls in to say they believe the student to be in school the following action

will happen

1. The attendance officer will inform learningwalk@prsbucks.com and a physical
search will be made of all key locations, including toilets, fields, corridors.

2. The attendance officer will also email all staff to see if they have seen the
student in school.

3. If the student is not located, we will call back to parents and they will be advised
to call the police.

4. The Designated Safeguarding Lead’s (DSL) and SLT will speak to known friends
to ask them to communicate with student via social media to try to establish
whereabouts.
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mailto:learningwalk@prsbucks.com


A student fails to return after school:
1. Parents will be advised to call police and to speak to friends.
2. The DSL contact email is displayed in main reception after hours.

childprotection@prsbucks.com
3. If a parent emails the DSL they will be supported whilst police endeavour to

locate student.
4. The DSL and deputy DSL is available 24/7 to assist police in providing details of

friends of missing student.
5. MASH missing alert received by DSL and DSL officers
6. DSL to call police and assist in speaking to friends and supplying contact details

of friends.

All LAC and students open to social care:
LAC or student open to social care fails to arrive in school:

1. If the student fails to arrive in school and no reason is provided for their
absence has been received.

2. A manual and text truancy call will be made.
3. Social worker/parent/carers to liaise with each other.
4. The Police will be called if missing.

If LAC or student open to social care abscond:
1. Police/parent/carer /social worker to be advised immediately.
2. DSL /LAC lead to liaise with police/social care/parents/carers until student found
3. DSL to liaise with First Response team (social care) to arrange return to home

interview with student in school, when found.

A student absent for more than 3 school days:
If after three consecutive days of absence parents / carers have not contacted the
school

1. A home visit will take place.
2. If the child does not attend school for the seven days after the home visit and

parents /carers are not communicating with the school then a report will be
made to the Local Authority Child Missing Education Team.

All EAL (Non-White British) Girls/Boys
At the start of every term we will check and call home immediately if any girls who are
non-white British fail to return to school. In particular, any student who may be at risk
of FGM. Home visits will be also be conducted. The same applied for boys in case of any
forced marriage arrangement.
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The Bucks Children Missing Education Officer:
Notification and Referral Procedures The Children Missing Education Officer must be
notified of any children thought to be missing from education through the following
routes:
Contact the Children Missing Education Team on: 01296 383098
Email: childrenmissingeducation@buckscc.gov.uk

3. Appendix 1: Morning Attendance Procedure below
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