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Aim

CSVPA, from here on known as 'the School' is committed to appropriately supervise during the school day, outside of regular hours, and 
during off-site activities/excursions, providing a caring, friendly and safe environment for all of our students so the students can learn in a 
relaxed and secure atmosphere. As such, it is the policy of the School to actively investigate, and provide effective support and 
interventions, to students who are reported as 'missing' or who have taken leave without appropriate permissions.

Additionally, we will work to reduce the incidence of students going missing and the risks associated with young people who go missing.

This policy supports the School's safeguarding duties and has regard to Keeping Children Safe in Education 2026, Working Together to 
Safeguard Children 2026, Children Missing Education statutory guidance (updated 2025), Working Together to Improve School 
Attendance, the applicable National Minimum Standards for residential accommodation and the current Cambridgeshire multi-agency 
missing-from-home or care protocol.

All staff should be aware that unexplained, prolonged or repeated absence from education, home or care can be a warning sign of abuse, 
neglect or exploitation, including child sexual or criminal exploitation. It may also indicate mental ill health, substance misuse, trafficking, 
radicalisation, forced marriage or other risk outside the home. Early and proportionate action is necessary to identify underlying 
safeguarding risk and reduce the likelihood of further missing episodes.

Purpose

The purpose of this policy is to provide a clear framework for all staff, including volunteers, who work at the School about the School's 
approach to student supervision and managing incidents of missing students and students who take leave without permission.

It should be remembered that international students are a vulnerable group, who are often isolated from their friends and family who may 
be living thousands of miles away. International students may have an imperfect command of English and/or be unfamiliar with British 
customs. Enquiries from families must be handled sensitively while complying with safeguarding, confidentiality and data-protection 
requirements. Where a student is aged 18 or over, a parent, guardian, next of kin or fee payer has no automatic right to know the student's 
whereabouts or receive personal information.
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Responsibility

Ultimate responsibility for this policy and procedure lies with the Rector. The School has a legal responsibility for the health, safety and 
welfare of its students, staff and visitors and aims to provide a healthy and safe environment that promotes the welfare of all.

All staff and students have a legal responsibility to take reasonable care for their own safety and for that of others.

All members of staff including volunteers but specifically those in the Boarding Team, the Welfare Team, and Course Leaders/Pathway 
Leaders at CSVPA must be aware of the policy, procedures, and sanctions applicable to incidences of missing students or students who 
take leave without permission and apply them accordingly.

The DSL leads any safeguarding response. Outside normal hours the designated boarding or welfare on-call lead coordinates immediate 
action, and during an off-site activity the trip leader coordinates the initial response.

The procedures in this policy may be adapted as necessary. The Rector has discretion in relation to the procedures, subject to 
safeguarding, legal and regulatory duties. No adaptation may delay emergency action, a safeguarding referral or notification to the police.

Supervision Procedures

Supervision during the school day:

 Students are directly supervised in lessons (average class size 10-15 students). During breaks and non-contact periods, staff are 
available throughout the School building to provide indirect supervision and respond to concerns.

 Students may spend free periods outside the School but are expected to remain contactable by mobile phone.
 Attendance procedures and follow up is in place in line with the School's Attendance policy to follow up on students who are missing 

from class. This is conducted by the Student Administration Team and Boarding Team.

Supervision after the school day:

 Day students may leave immediately after their final lesson. Under-18 boarding students are expected to return to their residence 
after their final lesson before going out again. Where a student intends to remain out after class, for example to shop, eat or 
undertake another permitted activity, they must inform the Boarding Team of their intention and remain contactable. Students must 
return to residence by the required evening return/curfew time.

 Boarding supervision includes electronic sign-in/sign-out and movement-monitoring arrangements, regular welfare checks, and 
unobtrusive evening and overnight monitoring supplemented by CCTV.

Supervision Evenings and Weekends in College Buildings (Bridge House and Sturton St)

 During weekday evenings, Bridge House and Sturton Street remain available for students to access meals and undertake 
independent study. The School ensures that there is an appropriate staff presence within the buildings during these periods, with 
oversight arrangements in place to support student welfare and safety.
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 At weekends, Sturton Street is open for student use at designated times. Appropriate supervision and monitoring arrangements are 
maintained while the building is in operation to ensure that students are able to use the facilities safely.

 Supervision during evenings and weekends is proportionate to the age, maturity and independence of the students, and is designed 
to be unobtrusive while ensuring that staff are available to respond to concerns, carry out checks as necessary, and take appropriate 
action where required.

Supervision on Education Visits and Trips

 Risk assessments and appropriate staff-student ratios support safety on off-site activities. Refer to the School Educational Trips and 
Visits Policy for detailed procedures.

Staff Training for Supervision

Additional training is required for those in specific roles and for those who supervise some specific activities, for those who are looking after 
boarders in their out of class time, and for those who are taking trips off-site. There is training by experienced staff at induction and there is 
a process of ongoing formal and informal development for all new boarding staff.

The Boarding rota ensures that the staff supervising boarders are sufficient in training and experience, as well as in number.

Knowing the Whereabouts of Students

 There is a formal but unobtrusive register taken of students at many points during the day.
 Under-18 boarders are registered at wake-up and in every lesson. Following the end of lessons, they are accounted for through their 

return to residence or notification to the Boarding Team that they intend to remain out. Electronic sign-in/sign-out and movement 
information is used alongside attendance, welfare checks and direct contact to support oversight of students’ whereabouts.

 Given the CSVPA location, students inevitably are routinely off-campus unsupervised.
 Under-18 boarders who are permitted to spend time off campus must follow the School’s sign-out and permission arrangements, carry 

a mobile phone and remain contactable. The School’s electronic boarding system records sign-in/sign-out and movement information 
to support the Boarding Team’s oversight of which students are in or out of residence and, where required, their stated destination.

 Please see the Exeat Policy for student holidays, overnight trips, and non-school related trips outside of Cambridge.
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Reducing the Risk of a Student Going Missing

General Procedures

The following procedures are aimed at reducing the risk of a missing child:

1. Contact information for students' parents/guardians is kept up to date and complete.
2. Each child's photograph is attached to their electronic student record for easy identification.
3. Students are registered regularly, and any absences are followed up rapidly by staff, specifically, the Student Administration Team 

and Boarding Team.
4. Staffing ratios and processes are designed to ensure appropriate supervision.
5. Robust risk assessments are completed and checked before off-site visits.
6. There are high staff to student ratios on off-site visits.

Start and End of Day, Especially for Day Students

1. Parents are fully aware of the points at which responsibility for the care of their child passes from parents to school staff and vice 
versa.

2. Parents are informed of the independence given to students during free or private-study time, including that students may spend 
this time outside direct School control.

3. Students are registered in lessons throughout the day, and parents understand that students are free to leave school, without 
signing out, after their last lesson of the day.

Graduated Response Where a Student Is Unaccounted For

Not every late return, missed check or unexplained absence is a missing-person incident. The School will use a graduated response that 
reflects the student's age, vulnerability, expected arrangements, contactability and the available information. Staff must not wait for a fixed 
period where there is a genuine welfare or safeguarding concern.

A student may be treated as missing when their whereabouts or safety cannot be established and the circumstances are out of character 
or suggest that they may be at risk of harm, may have been the victim of a crime, or may pose a risk to another person. If a student's 
location and safety are known but the absence is unauthorised, this will normally be managed through the relevant attendance, behaviour 
or boarding procedure.

Stage 1: Overdue or temporarily unaccounted for

Staff should make prompt and proportionate initial enquiries to establish the student's whereabouts and safety. This includes checking 
expected arrangements and attempting direct contact. Staff should consider any immediately known risks, but a separate written risk-
assessment form is not required.

Stage 2: Whereabouts or safety not established

If initial enquiries do not establish the student's whereabouts or safety, or any concern arises, the response should be coordinated by the 
appropriate Boarding, Welfare or senior leader. The age-specific provisions below determine notification, information sharing and further 
enquiries.

Stage 3: Missing or immediate safeguarding concern

Where the circumstances indicate an immediate or heightened risk, staff must move directly to Stage 3. Call 999 in an emergency. 
Otherwise, the DSL/DDSL must consider a report through 101 or the police online missing-person service. There is no mandatory waiting 
period. Age affects the School's responsibilities and information-sharing decisions, but identified vulnerability or risk may require an equally 
urgent response for an adult student.
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The person coordinating an unresolved welfare or missing response must consider and keep under review the available risk information. 
This is a dynamic consideration of risk, not a requirement to complete a separate form for every incident. A written risk assessment or 
safety plan should be completed where an incident is repeated, complex or higher-risk, or where follow-up actions require it. Relevant 
factors include:

 Is the student known to be distressed, suicidal, self-harming, unwell, intoxicated or otherwise at immediate risk?
 Does the student have a disability, health condition, communication need or other vulnerability that increases risk?
 Is the absence out of character, repeated or linked to previous missing episodes?
 Are there known concerns involving drugs, alcohol, exploitation, trafficking, violence, radicalisation or risk outside the home?
 Has the student received threats, warnings, bad news or experienced a recent conflict or significant event?
 What is known about the student's plans, usual routines, relationships, likely locations and access to money or transport?
 Has the student left a message or is there information suggesting coercion, abduction or other third-party involvement?
 Consider the time of day, expected return time, length of absence, weather, clothing, location, local risks and whether the student is 

alone.

OVER 18s

An adult student's absence or temporary failure to respond does not, by itself, make them a missing person. Initial action should reflect the 
student's expected contact pattern, whether the circumstances are out of character, any known vulnerability and the available information. 
Where contact establishes that the student is safe, their autonomy and right not to disclose their precise location must ordinarily be 
respected.

There is no 48-hour waiting period where there is a genuine concern. Where an adult's whereabouts or safety cannot be established and 
there is reason to believe that they may be in danger, vulnerable to harm or may pose a risk to another person, staff may report them 
missing immediately. Call 999 for an emergency; otherwise contact police through 101 or the online reporting route.

For students living in independent accommodation, absence from two consecutive expected days with no response to calls or messages is 
an administrative welfare escalation trigger. It is not a minimum period: staff must begin proportionate enquiries and escalate sooner 
whenever contextual information causes concern.

Adult students have rights to privacy and autonomy. Parents, guardians, next of kin, fee payers, staff and fellow students do not have an 
automatic right to know an adult student's whereabouts.

Personal information may be shared only where the student agrees or another lawful basis applies under the UK GDPR and Data 
Protection Act 2018. Where necessary and proportionate to protect the student or another person from serious harm, information may be 
shared without agreement. The DSL, DDSL or appropriate senior lead should guide the decision, with DPO advice where needed, and the 
rationale must be recorded. Data-protection concerns must not delay emergency or safeguarding action.
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Some adult students do not wish to have contact with immediate family and this should normally be respected. If the student is found safe 
and declines permission to reveal their location, staff should tell enquirers only what can lawfully and safely be shared. Any departure from 
confidentiality must be lawful, necessary, proportionate and recorded in accordance with the Confidentiality Policy.

Attendance staff will monitor daily absence reports. Two consecutive expected days of unexplained absence and failed contact must be 
recorded on the School's safeguarding concern reporting system and notified to the DSL or Deputy DSL, the appropriate welfare or 
boarding lead and a nominated senior leader. Earlier recording and notification are required where there is any concern.

OVER 18 STUDENTS ON RQF LEVEL 6 AND 7 COURSES

Students on RQF Level 6 and 7 courses are encouraged to work independently and manage their own workload. Their course attendance 
pattern may affect when a routine welfare check is expected, but it does not create a separate definition of a missing person.

Three consecutive expected days of unexplained absence with failed contact is an administrative escalation trigger for these students. 
Staff must act sooner where concerns are raised by staff, other students, friends or family, applying the contextual risk factors and the 
same risk-based process as for any other adult student.

Any 17-year-old studying on a BA course is treated as an under-18 student for safeguarding purposes until their 18th birthday.

UNDER 18s

Where an under-18 student is not where they are expected to be, including where they have not returned to boarding at the agreed time, 
staff must make prompt and proportionate enquiries to establish their whereabouts and safety. A late return, missed check or temporary 
failure to respond does not automatically mean that the student is missing.

Initial enquiries should take account of the length and circumstances of the delay, the student's known plans and contactability, any 
vulnerabilities or safeguarding concerns, whether the behaviour is out of character, and any other available information. This is a dynamic 
consideration of risk and does not require completion of a separate risk-assessment form.

Where contact is made and the student's safety is established, the matter may be managed as lateness, unauthorised absence or a breach 
of boarding expectations, as appropriate. Where their whereabouts or safety cannot be established following prompt and reasonable 
enquiries, or where any information indicates an immediate or heightened risk, the DSL or Deputy DSL must be notified and the response 
escalated in accordance with the procedure below. Police must be contacted without delay where the circumstances warrant it; there is no 
mandatory waiting period.

Where CSVPA has agreed welfare oversight of an under-18 student living in independent accommodation, an unexplained failure to attend 
education, meet an agreed welfare contact or return as expected must be followed up promptly. Where contact establishes that the student 
is safe and provides a satisfactory explanation, the matter may be managed through the relevant attendance or welfare procedure.

Where the student's whereabouts or safety cannot be established, the DSL, Deputy DSL must be informed. Parents or guardians should 
ordinarily be contacted where appropriate, unless doing so may increase the risk to the student or is contrary to advice from children's 
social care or the police. Further action must be determined by the circumstances and known risks.

All Students: Graduated Procedure Where a Student Is Unaccounted For

The student's safety is paramount. The response should begin at the appropriate stage and move directly to urgent action where the 
available information warrants it. A report from a friend or relative, an unexpected absence, failed contact or knowledge of a health or 
safeguarding concern may require immediate action even before routine checks are complete.
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Where initial enquiries do not resolve the concern, or any risk indicator is present, the staff member must inform the appropriate on-call or 
senior lead. For an under-18 whose safety remains unconfirmed, or for any safeguarding concern, the DSL or Deputy DSL must be 
informed. A named person must coordinate the response, regulate necessary information sharing and keep a live chronology. If there is 
immediate danger, serious injury, suspected crime, suicide risk or another urgent threat, call 999 first and the DSL or DDSL.

Do not wait for a threshold or exhaust every possible enquiry before escalating. Carry out proportionate initial checks unless doing so 
would delay urgent action. These may include:

 Check immediate risk information, the expected location and return time, when and where the student was last seen and any 
individual safety or support plan.

 Attempt direct contact promptly by phone, text and approved School communication channels; record each attempt and any 
response.

 Check the School's attendance, student-information, boarding, exeat and safeguarding systems, including Reach where relevant, for 
contact details, authorised absence, last registration and known concerns.

 Obtain a current photograph from the electronic student record and note clothing, distinguishing features, medication, communication 
needs and likely travel arrangements.

 Speak with relevant staff, including Boarding, Welfare, Student Administration or facilities staff, course staff and the DSL or DDSL, 
while sharing only information needed for the search and safeguarding response.

 Ask friends and other students whether they know the student's whereabouts or plans and, where appropriate, ask them to attempt 
contact. Treat information as a lead to verify, not proof.

 Search relevant School or residence areas, including the student's room where permitted under boarding room-access procedures. 
Staff must not put themselves or other students at risk.

 Check other School areas and, where relevant, ask staff at another CSVPA site to check their area. Do not enter a private residence 
or undertake an unsafe off-site search; seek police assistance where necessary.

 If prompt and proportionate checks do not establish the student's whereabouts, the DSL, DDSL or House Leader  must contact police 
according to the assessed risk. A high-risk or emergency report must not be delayed while enquiries continue.

 For an under-18 student, contact parents or guardians and any responsible adult or placing authority promptly unless this may 
increase risk or conflict with police or social-care advice. For an adult student, contact with family or third parties must follow the 
privacy and serious-harm principles above.

The response lead must maintain a clear chronology of decisions, searches, contacts, information shared and advice received, including 
the reasons for escalating or not escalating.
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Missing Student Outside Normal School Hours

If a member of staff believes a student may be missing outside normal School hours, they must:

1. Establish the student's expected location and return time, whether others are also absent and any immediate risk information by 
checking with friends, flatmates, colleagues and the relevant systems.

2. Continue attempts to contact the student by phone and approved messaging channels. If initial enquiries do not resolve the 
situation, or any risk indicator is present, alert the Welfare on-call or other designated senior leader.

The Welfare on-call will coordinate sufficient staff to maintain supervision of other students, conduct proportionate checks of the premises, 
continue contact attempts, and keep a written chronology.

If immediate or high-risk indicators are present, call 999 without first completing searches or obtaining seniorl agreement. Otherwise, if 
prompt and proportionate enquiries do not establish the student's whereabouts, report the matter to police through 101 or the online 
missing-person route. There is no 30-, 60- or 90-minute minimum waiting period.

For an under-18 student, inform parents or guardians promptly unless this would increase risk or conflict with agency advice. Parent or 
senior-leader availability must not delay a police report. For an adult, consider the confidentiality principles above when deciding what to 
share with family or next of kin.

When contacting police, provide and record a description of clothing and distinguishing features, a recent photograph, the last-known 
location and time, known risks, medical or communication needs, likely locations, travel information and the enquiries already undertaken.
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Missing Student Whilst on an Off-Site Activity

If the event of a member of staff fearing that a student has gone missing while on off-site School activity:

1. an immediate head count should be carried out to ensure that all others are present.
2. the party leader must stay with the main group and ensure safety of remaining students.
3. attempt to contact the missing student by phone.
4. Notify venue staff or security and agree proportionate search actions. Do not send staff into unsafe areas or compromise 

supervision of the group.
5. where appropriate, a member of staff must notify the venue manager to ensure all exits are supervised or closed.
6. the party leader should contact the school to alert the senior person on site and the DSL or DDSL.
7. Consider and keep under review the available risk information. Call 999 immediately for high or immediate risk; otherwise contact 

local police without a fixed waiting period if the student is not located following prompt enquiries.
8. The designated leader must ensure parents or guardians are informed for an under-18 student, unless agency advice or 

safeguarding risk indicates otherwise.
9. follow police guidance.

Missing Student Failing to Return from Exeat at the Expected Time

Attempt contact by phone and approved messaging channels as soon as a student is late. A late return does not automatically mean that 
the student is missing. If contact establishes that the student is safe, manage the matter proportionately under the Exeat or Boarding 
procedures. If the student cannot be reached, check the approved exeat details, expected journey, responsible adult and known risk 
information. Notify the Welfare on-call lead where prompt enquiries do not resolve the concern or a risk indicator is present, and contact 
police according to the circumstances without relying on a fixed waiting period.

Where a student is recorded as being in the care of a responsible adult during exeat, that adult must be contacted promptly if the student is 
late or cannot be reached.

Reporting a Student Missing to the Police

Police will make their own risk assessment and may request the following information. Have it available where possible, but do not delay 
an urgent report because some details are unavailable:

 All personal details known to you, including their full name, date of birth, address.
 Any details relating to the disappearance; when you or others last had contact with the individual, what they were wearing when they 

disappeared and any other details relating to possible reasons behind their disappearance.
 Any factors that might put the student at risk. This might be age, physical or mental health issues or perhaps the individual may have 

received bad news or been in emotional distress.
 The police may ask for various personal items belonging to the missing individual. This may include mobile phones, diaries and laptop 

computers.
 The police may also want to visit the accommodation and carry out a routine search and ask for a picture of missing student.
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If a 'Missing' Student Returns to School

If the student was reported missing, notify police immediately that they have returned or been located. Inform the Welfare on-call , DSL or 
Deputy DSL, Boarding lead and parents or guardians for an under-18 student as appropriate. Do not defer notification until the next 
morning.

Complete an immediate welfare and safety check, arrange urgent medical attention where needed and respond to any disclosure under 
the Safeguarding and Child Protection Policy. If crime, abuse or exploitation may have occurred, avoid detailed or leading questions and 
seek advice from the DSL and police. Record the student's presentation, their account in their own words and all decisions and actions.

A timely School welfare conversation should explore immediate support, the reasons for the absence, what happened while away and how 
recurrence can be reduced. This does not replace any police prevention interview or independent return-home interview arranged by the 
local authority.

Where an under-18 student has been reported missing, the DSL must ensure the relevant local authority or placing authority is notified as 
required and cooperate with the offer of an independent return-home interview, normally within 72 hours, under the applicable local 
protocol.

Confidentiality

Staff cannot promise secrecy. Information must be shared on a need-to-know basis where necessary for the search, safeguarding or 
support response, in accordance with the Confidentiality Policy, UK GDPR and Data Protection Act 2018. Data protection law does not 
prevent necessary safeguarding information sharing.

Follow-on Procedures

Following the immediate welfare check, the Welfare Team and DSL will consider the student's support needs, any safeguarding referral, an 
updated risk or safety plan and action to reduce repeat episodes. The student's wishes and account must be considered, subject to 
necessary safeguarding action.

Follow-up will be in accordance with the Safeguarding and Child Protection Policy, Student Behaviour Policy, Attendance Policy, relevant 
local multi-agency procedures and advice from statutory agencies.

 Any attendance, boarding or disciplinary response to absence without permission is separate from the safeguarding response. It must 
never delay reporting, discourage a student or peer from seeking help, or be applied without considering the reasons for the absence and 
any harm experienced. Boarding staff must explain sign-out, exeat and missing procedures during induction.
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Students Missing from Education

For any unexpected or unexplained absence, the School will make prompt enquiries to establish the student's whereabouts and welfare 
and will consider safeguarding risk from the outset. Repeated or prolonged absence may be a warning sign of abuse, neglect or 
exploitation and must be considered under the Safeguarding and Child Protection Policy as well as the Attendance Policy.

CSVPA admits British and international students aged 16 and over, who are ordinarily above compulsory school age. Any decision to 
remove a student from the admission register following prolonged unexplained absence must comply with the School Attendance (Pupil 
Registration) (England) Regulations 2024, including the provisions applicable to pupils who are not of compulsory school age. This 
administrative process must not replace or delay any welfare, safeguarding or missing-person response.

For post-16 students, attendance monitoring, follow-up and any sponsor reporting obligations are addressed in the Attendance Policy. 
Regardless of age or course, attendance processes must not replace or delay a welfare, safeguarding or missing-person response.

Policy Review

This policy will be evaluated and reviewed annually. It may also be reviewed following new legislation, statutory guidance, local procedures 
or any relevant incident. It has been developed and implemented in consultation with the School community, including students, parents 
and carers, staff and partner agencies.


