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1. Introduction 

 

There may be occasions when young people who are pupils at Fred 

Nicholson School leave site or residence without permission.  This may result 

from impulsivity, distress, anger, frustration or any other emotion or life event 

that the young person finds difficult to manage.   

 

2. Aims 

 

We know from experience that because many of the young people in our 

care have social, learning or communication difficulties & other complex 

needs they can respond to events in a very reactive manner, sometimes 

resulting in flight behaviours. 

It is important to remember that children go missing for a whole variety of 

reasons, and being absent without leave can be indicative of unhappiness, 

distress and even abuse. Therefore, each missing child is an individual case 

and has to be handled in a way, which is most beneficial to the child. It is 

essential that the young person missing is given the opportunity to speak to 

someone other than their primary carers e.g. member of school staff, an 

independent listener or social worker. 

 

3. What is Unauthorised Absence? 

 

Unauthorised absence will be categorised in one of three ways:  

Absenting is where a young person has left the site without permission but 

whose whereabouts are known, and where circumstances suggest that they 

are likely to be at only a low level of risk;  

Missing, whose whereabouts are usually unknown, and where circumstances 

suggest that they are likely to be at risk. 

 

4. Procedures 

 

Once it is certain that a young person has left the premises a senior member 

of staff on duty should be notified.  They will decide how best to respond.  

Above all else, staff should respond in a calm and professional manner, 

presenting the senior with any required information. 

 

Factors that should influence the decision include: 

 

 the young person’s age 

 the young person’s emotional state 

 the young person’s maturity and subsequent level of vulnerability 

 the time of day 

 weather conditions 

 the known intentions of the young person 

 the length of time the young person has been a pupil at Fred 

Nicholson   

 the young person’s personal history 

 the known antecedents  



 
 the behaviour risk assessment or IRMP is already in place 

 any other relevant information  

 

In some circumstances, it may be advisable to allow the young person some 

space and a period of reflection in order to calm or to regain their 

composure.  In other instances where the young person, because of their 

emotional state, poorly developed road safety or social skills would be 

considered to be at risk, staff will  

need to intervene to ensure the safety of the individual.  The intervention may 

include arranging for staff to search the immediate area, if it is safe to do so.  

Staff should only pursue a young person when there is a reasonable chance 

of returning him/her safely, without undue commotion and without leaving 

the other young people inadequately supervised.  

 

No two incidents of this nature will be identical.  However, the Senior will have 

some clear choice points where a decision will have to be taken as to 

whether or not to involve others in the situation.   

 

This could involve: 

 

 discussions and consultation with the staff members on duty 

 discussion with other colleagues not on the shift team, but who 

might have useful information and/or advice 

 

A further influence on the decision making process is the amount of time the 

child has been out of staff sight.  Generally, any timing should start from the 

last time the young person was in direct sight of staff.  It is likely that concern 

would be raised within 15 mins had elapsed and certainly formal 

consideration of issues should take place at the 30 min marking point.  If an 

IRMP exists this should be read immediately to inform decision making as 

arrangements might already be in place concerning plans if  the child leaves 

site. This should then be followed. It is advised that one member of staff be 

the senior lead through  the incident, via which decisions are made and so 

coordinate communication for the duration of the incident. If no IRMP advice 

is in place the Senior  member of staff is empowered and supported in 

making an informed professional decision taking everything into account at 

any time up to and beyond this timescale, however, this timeframe should be 

used to help inform the decision about when to involve outside agencies. 

 

Once the decision is taken the senior member of staff on duty or their 

delegate will notify the police and parents (where appropriate after checking 

the young person’s legal status).  In some cases it will be necessary to report 

the young person missing at an earlier stage, factors such as the time of day 

or night, weather conditions, the vulnerability of the young person and the 

young person’s previous history will all inform this decision.  Staff may decide 

to make inquiries with friends, family and significant others in order to 

ascertain the whereabouts of a young person and to assist the police in their 

duties. 

 

The shift leader or member of staff  will also arrange for other staff to search 

the immediate area if it is safe to do so and that such a search does not 



 
leave other young people inadequately supervised. If members of staff need 

to leave site they can use their own mobile phones in order to stay in 

communication with school and each other while off site. Members of the 

Learning support team , SMT and Senior care team staff can do this. Their 

phones should be checked at the end of the incident to ensure proper usage 

was maintained and anything related to the incident recorded if necessary 

on a school device and cleared from the member of staff’s phone. 

 

Reference should also be made to the local Police Reporting Procedures 

which are available as a separate appendix to this document. (Missing Child 

without Authority)  

 

 

5. Actions on a Young Person’s Return 

 

Once the young person has returned safely to the school/residence, the 

police, the young person’s parents & social worker (where appropriate) must 

be informed of the circumstances of their return by the shift leader on duty or 

designated person.   

 

The young person will be offered food and a hot drink if they have missed a 

meal or have been absent for a number of hours and staff will attempt to 

establish with the young person the reason for their absence.  

 

Staff must make an entry on the Sleuth system and record all facts associated 

with the absence, along with an entry in the absconsion book.  The young 

person’s social worker will be contacted (where applicable) and invited to 

visit the young person to discuss the absence with someone independent of 

the school, where police have been called it is usual they will conduct a 

welfare visit.  Where this is not possible, the reasons will be recorded. 

 

Any report from a young person that they were missing because of abuse at 

the school must be referred immediately to the Head Teacher or Deputy 

Head Teacher. (please see safeguarding/whistleblowing policy for advice on 

LADO procedures). 

 

6. Actions on a Young Person’s Return 

 

Once the young person has returned safely to the school/residence, the 

police, the young person’s parents & social worker (where appropriate) must 

be informed of the circumstances of their return by the shift leader on duty or 

designated person.   

 

The young person will be offered food and a hot drink if they have missed a 

meal or have been absent for a number of hours and staff will attempt to 

establish with the young person the reason for their absence.  

 

Staff must make an entry on the Sleuth system and record all facts associated 

with the absence, along with an entry in the absconsion book.  The young 



 
person’s social worker will be contacted (where applicable) and invited to 

visit the young person to discuss the absence with someone independent of 

the school, where police have been called it is usual they will conduct a 

welfare visit.  Where this is not possible, the reasons will be recorded. 

 

Any report from a young person that they were missing because of abuse at 

the school must be referred immediately to the Head Teacher or Deputy 

Head Teacher. (please see safeguarding/whistleblowing policy for advice on 

LADO procedures)  

 

7. Prevention of Improper Abuse 

 

Staff should be aware of their powers in relation to preventing a young person 

from leaving without permission and these will be regularly reviewed in staff 

meetings and professional development sessions. 

 

Young people who are at significant risk when absent without authority may 

have specific programmes designed to restrict or reduce incidents of 

absence, these measures will have been agreed in advance with the young 

person, parents (if appropriate) and Children’s Services (if appropriate).  All 

such programmes will be recorded in a written format and will be included 

within the young person’s Individual Risk Assessment (residential) and IRMP 

 

When a young person is intent on leaving the building and site without 

permission staff have to consider whether or not Restrictive Physical 

Intervention should be exercised.  If they consider that Restrictive Physical 

Intervention criteria are met staff initially should seek to prevent absconding 

by persuasion and dissuasion.  Any use of Restrictive Physical Intervention 

needs careful consideration as this could heighten the young persons 

responses. 

 

Restrictive Physical Intervention should only be used as a means of 

preventing Improper Absence if all other means have failed, or the potential 

dangers of Improper Absence are so severe as to make impracticable the 

use of alternative strategies.  Physical control should only be used as a means 

of preventing a young person leaving if: 

 

 the young person is so acutely and seriously troubled that it is clear 

he or she is in immediate danger of inflicting self-harm, harming 

others, or damaging property; 

 the young person is young and lesser interventions have either not 

been understood or successful and the student would on 

absconding be potentially in physical or moral danger; 

 the young person is older but socially immature and vulnerable 

and consequently potentially at physical and moral risk;  

 its use is intended to return a young person to a less dangerous 

situation;    

 

 it is described as a course of permitted action in the young person’s 

Care Plan/IRMP 

 



 
 

 

 THE USE OF PHYSICAL CONTROLS IS NOT A SUBSTITUTE FOR 

   USING ALTERNATIVE STRATEGIES TO THWART IMPROPER ABSENCE. 

 

 

8. Missing Child Without Authority 

 

The following details the protocol that staff at Fred Nicholson School will 

follow, as agreed by PC531  Roy Coxon  on behalf of Norfolk Police at a 

meeting at Fred Nicholson School on 2.10.17  

 

 Upon suspecting a Young Person has gone missing from site, 

staff member will report immediately to a Senior Staff Member. 

 Within 15 minutes, a full site search will be undertaken.  This 

should be extensive and include ‘hiding holes’ and the 

immediate vicinity off site.  It is very important this is done calmly 

and without fuss.  Other Young People may not be used in the 

on-site search. 

 Where possible, staff will be dispatched in a vehicle to check 

local roads  

 Search should include Young Persons room (if residential) for 

evidence of things taken / intentions. 

 Site search should be thorough, however up to 30-minutes of 

searching, Police should be called by A designated member of 

staff. 

 Due to the complex nature of our young people consultation 

with Care plans/IRMP where applicable should be referenced 

to identify any risk factors. The lead person will then start a time 

line of events, stating times and events leading up to and during 

the period, the young person was missing from care. 

 On arrival, Police must immediately be given the Missing Young 

Person’s sheet together with full details of search carried out so 

far.  (It is very likely that the Police will want to complete a 

further site search themselves). 

 If Young Person is located off-site by staff in a vehicle, and it is 

unsafe to put the Young Person in the vehicle (YP restraint 

behaviour), then staff should continue to follow and keep the 

Young Person in sight.  Option at this point are:- 

 

1. Continue to follow 

2. Continue to follow and try to persuade to return to    

         vehicle 

3. Call Police for support /help in supporting the Young 

Person to return. 

 

Missing Child/Young Person Detained by Police 

 

(a) If missing child/young person is found/detained by the Police, then a 

confidential preliminary discussion will take place between the most 



 
appropriate officer, at the appropriate place and the young person, 

the purpose of which will be to ascertain why they went missing. 

(b) If the child/young person indicates that they are being abused, then 

the duty inspector will inform the duty social worker and child 

protection procedures will commence in line with LSCB (Local 

Safeguarding Children Board) guidelines. 

(c) If there appears no cause for concern, the young person will be 

returned to their place of residence. 

 

The family or appropriate adult should be informed as soon as is practically 

possible along with Social Workers where applicable. 

 

Wherever possible a child should be collected by Fred Nicholson staff or a 

family member. 

 

When a child returns of his own volition or is found and persuaded to do so by 

staff, the Police, and the family or appropriate adult must be informed. 

 

The return of the child must be handled with sensitivity. Food, drink and a 

shower should be offered (where appropriate) before the incident is 

investigated further. 

 

Staff may feel it to be more appropriate if the child returns late at night for the 

investigation, and / or the reporting to be done the following morning. 

 

There is no fixed Consequence.  Any return will depend on the individual and 

the circumstance. 

 

A record of the occurrence will be made on the Sleuth recording system and 

and entered in the absconsion book.  

 

It is important that the Young Person’s is spoken to, too ascertain their feelings, 

thoughts and reasons regarding the absence and return to Residence. If 

possible, they should take place at the earliest opportunity & with someone 

independent to the school, where police have been involved they will usually 

conduct a welfare visit.  If a visit is not possible, the reasons for this will be 

documented and suitable member of staff will be allocated.  

 

 

Last reviewed – 

 

Agreed by  

 

K Millen Signature : Date :  

Job Title 

 

Head of Care 

 

Agreed by  

 

PC Roy Coxon 531 Signature : Date :  

Job Title NORFOLK 

CONSTABULARY 

 



 
 

Links to Other Policies 

 Promoting Positive Behaviour 

 Safeguarding including Child Protection 

 

Equality Impact Statement 

The Governors have reviewed this policy giving due regard to their 

responsibilities with respect to the equalities agenda, in line with recent 

legislation. They believe that the policy reflects a positive attitude and 

approach to all members of the school community. 

 

 

 

Policy Approved by: 

 

Chair of Committee    

 

*To be ratified on 14.10.20 

 



 
APPENDIX A 

 

MISSING YOUNG PERSON SHEET 

 

 

 

 

 

 

 

 

RISK FACTORS : ____________________________________________ 

_____________________________________________________________ 

_____________________________________________________________ 

 

DESCRIPTION :  HAIR ________________  EYES _______________ 

  HEIGHT ______________   WEIGHT ____________ 

  COMPLEXION _______________________________ 

  MARKS/SCARS ______________________________ 

 

CONTACTS :   PARENT / CARER ____________________________ 

__________________________________________ 

    

  SOCIAL WORKER_____________________________ 

  __________________________________________ 

    

  OTHERS (specify friend/relative etc)___________________ 

  __________________________________________ 

 

PREVIOUS :   WHERE FOUND (if previously gone missing) _______ 

__________________________________________ 

COMPLETED BY 

Name : 

 

Signature : Date :  

Job Title : 

 

A – Urgent with Sirens 
Highly vulnerable  

 

B – Urgent without 

sirens 
Vulnerable but understanding of 

personal/road safety 

 

C – Non-emergency  (eg 

sited but OK) call 101 
 

 

 

 

 

 

PHOTO 

NAME OF YOUNG PERSON 

 

_____________________ 

 

_____________________ 
 

 

D.O.B. _____/____/_____ 

POLICE C.A.D   No : _____________ 



 
APPENDIX B 

TO BE COMPLETED AT TIME PERSON OBSERVED MISSING 

 

CLOTHING :  _______________________________________________ 

(Complete at time of call _______________________________________________ 

to Police) _______________________________________________ 

 

MOBILE PHONE :  (Tel No. / network / type etc) ______________________ 

MONEY :   (How much ?) _______________________________ 

 

CARE FACTORS :   ___________________________________________ 

  ___________________________________________ 

 

MEDICATION :   ___________________________________________ 

___________________________________________ 

  

MEDICATION TAKEN :  ___________________________________________ 

         ___________________________________________ 

          

FREQUENCY  (Previous Incidents) :  __________________________________ 

WHERE FOUND (Previous Incidents) :  __________________________________ 

CONTACTS (Previous Incidents) :  __________________________________ 

 

Must be reviewed termly or amended immediately if significant changes. 

 

Risk Factor of A or B – immediate 999 call 

Risk Factor of C – call to 101 

 

ACTION REQUIRED WHEN YP MISSING :- 

Copy to CARE FILE 
 

Completed by  NAME : DATE : 

Copy to SLT 
BEFORE handing to 
Police 

Completed by  NAME : DATE : 

Completed by 
NAME : 
 

JOB TITLE : SIGNATURE : DATE : 

 

Where a young person is in the care of the local authority (LAC) the children’s 

home should be informed immediately along with the social worker.   

 
 


