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Rationale:

While every effort is made to ensure the safety and welfare of the boarders in Rockwell College Residence, the College recognises the fact that due to the size of the campus and its location, there may be an occasion when the whereabouts of a boarder cannot be accounted for. There are systems in place for parents signing pupils out and for pupils receiving permission to leave the premises. The College properly logs all these and the cooperation of parents/guardians/agents is vital in ensuring the accuracy of these records.

This document outlines the steps to be followed in the event that a boarder is missing from Residence and the absence cannot be accounted for. It has been formulated in consultation with boarders and staff of the Residence and College management. 

Procedures :

In the event that the staff discovers that a boarder is missing after school hours or during the night, the following procedures will apply:

· The Senior Dean will take charge and coordinate the search.
· The Senior Dean will carry out a thorough search of the Residence including rooms, bathrooms and common areas and will use the intercom to page the boarder missing.
· The Senior Dean may phone the boarder, or may take a decision to get a friend to make the call or use facilities such as ‘location finder’ as may be appropriate in the circumstances. 
· If the phone call yields no results, the Dean will check with other boarders and ask them if they have any knowledge of the missing boarder’s whereabouts, or where he is most likely to be.
· He will then check with the boarder’s parents, in the case of Irish boarders, to ensure that he has not left without signing out. 
· The missing boarder’s circle of friends will be asked if they noticed any changes in the mood of behaviour of the missing boarder over the previous few days, or if he/she said anything that could give cause for concern.
· All available staff will conduct an initial search of the Residence and immediate surroundings. 
· The Dean will supervise the formation of search parties and allocate specific search areas. Senior boarders may be asked to assist in the search.
· He will contact the Residence Manager to inform him that the boarder is missing.
· The Senior Dean can task an individual to review CCTV tapes to ascertain the last sighting of the boarder.
· If the search of the premises and environs  proves fruitless, and if the review of the CCTV either does not show the boarder on the grounds, or shows the boarder exiting or near an exit, then the Residence Manager will be informed. 
· The Residence Manager will contact the Principal to confirm that the boarder is missing. Parents will then be contacted if they have not been contacted up to this point. Contact with parents will be by phone preferably and by email only if necessary.  If the parents are abroad this step may need to be delayed.  The Chairperson of the Board of Management will also be contacted at this stage.
· The Residence Manager will contact the Gardaí after consultation with the parents (where appropriate) to provide the guards with the following information:
· The Boarder’s name
· The Boarder’s age
· An up to date photograph if possible
· The Boarder’s height, physical description and any notable physical idiosyncrasies.
· Any disability, learning difficulty or special educational needs that the Boarder may have.
· Any medical conditions that the Boarder may have.
· The Boarder’s home address and telephone number and details of her parents/guardians/agents
· A description of the clothing the Boarder is thought to be wearing
· Any relevant comments made by the Boarder.


· All staff and boarders will cooperate fully with the Gardaí in the search. 



Locating the missing boarder: 

Once the boarder is located, his parents, the Principal and the Chairperson must be informed immediately. If the Gardaí are engaged in the search they must also be informed as a priority. 
If the boarder is found in an injured state, the Residence Manager will assess the situation and respond appropriately with one of the following options:
· Call Care Doc
· Ring for an Ambulance
 It may be necessary to drive the boarder to CareDoc or the nearest Hospital. In this instance, the Residence Manager will drive taking one other person for support. The Residence Manager will ring ahead to inform CareDoc  or the Hospital of whom they are bringing in and the estimated time of arrival.


Missing Boarder records: 

The Residence Manager will keep a full written record of any incident of a missing boarder including:
· The Boarder’s name
· Relevant dates and times (e.g. when it was first noticed that the Boarder was missing)
· The action taken by staff on duty to find the Boarder
· Whether the Gardaí or Social Services were involved.
· Outcome or resolution of the incident
· Any reasons given by the Boarder for being missing
· Any concerns or complaints about the handling of the incident
· A record of the staff involved.
· A full written record of the incident will be kept on the Boarder’s file.


Press Enquiries: 

Depending on the outcome of the situation, there may be enquiries from the press. The Principal will prepare a statement in consultation with the Chairperson and will be the only point of contact with the media. 

In the aftermath, the Principal, Manager and staff will hold a Critical Incident Review meeting to determine how the incident happened and what could be put in place to prevent future such incidents.
These procedures will be circulated to all staff.


Ratification and Review:

This Policy has been ratified by the Board of Management and is subject to regular review. 
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