MISSING STUDENT PROCEDURES
2013-14 RBSMS
General Procedure:

Teachers take attendance during the first 10 minutes of class.  When marking a student absent in eSembler, verify the "HISTORY" of attendance for the classes that day. If the student was marked present in previous classes, however, is currently missing, call the BACK office (x46511or x46510) to report.

The office staff are trained to immediately call the following locations:  clinic, media, guidance, admin, student services, and the SRO.
If the student is not found, administration is notified.  Administration approves an "all call" announcement.  This alerts all adults on campus to verify if the missing child is within their supervision.  If so, the adult is to contact the back office immediately.  All adults not teaching a class at that moment are to check nearby areas (i.e., restrooms, stairwells, etc.) for the missing student.

If the student is not located within 3 minutes, administration will contact the parent and the School Resource Officer immediately.  In addition, administration will either write the referral or ask the teacher reporting the missing student to write the referral for skipping.  

