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Internal Behavioural Education Process

Missing Student Procedure

Office staff check the following:
• Class timetable – check with class
• Exam timetable
• Music lessons

• Sporting events

• OT or Speech appointments
• Health Bay

• LE

• RTC

Office to advise DP if student is still unaccounted for

DP contact IT to ping student location on technology

DP contact Principal ASAP (RTC staff to send text with information) and immediately 
begin search of the school

DP remain in contact with Principal regarding any updates.

DP to determine at what point contact is made with emergency contacts and/or 
contact with emergency services

Office staff are informed of absence

NB: If student is located 

at any point in the process 

and is found to be truant, 

please follow procedure for 

truancy.

Student is noted as absent by 
Office staff Student is noted as absent by a teacher

As with all behavioural processes, there is discretion as to which of the options above 
are utilised. There will also be circumstances that fall outside of these parameters. Each 
situation should be carefully considered and DP consulted if another pathway is deemed 

more suitable for the circumstances.

DP outcomes may also take into account previous behaviour, reviews and wellbeing.


