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MISSING STUDENT CHECKLIST

	Date of Event:
	

	Location:
	

	Coordinator:
	


TABLE 1: CHECKLIST

	ACTION or EVENT
	RESPONSIBLE
	NOTES
	DATE AND SIGN OFF
	STATUS

	1. Student notified as missing to CEO (or alternate) by staff, students, friends, family or Police
	Staff, students, friends, family or Police
	
	
	

	2. CEO (or Dean or Operations Manager as alternate) assumes role of ‘Coordinator’
	CEO or Operations Manager or Dean
	
	
	

	3. Coordinator answers immediate response questions
	Coordinator
	
	
	

	a. What happened?
	Coordinator
	
	
	

	b. What makes the event critical?
	Coordinator
	
	
	

	c. When did the incident occur?
	Coordinator
	
	
	

	d. Where did it happen?
	Coordinator
	
	
	

	e. Who was involved?
	Coordinator
	
	
	

	f. Who needs assistance?
	Coordinator
	
	
	

	g. What are the most appropriate actions?
	Coordinator
	
	
	

	h. 
	Student Support Officer
	
	
	

	i. 
	International Student Support Officer
	
	
	

	4. Add actions to this checklist as required and initiate actions. Ensure that there is an action to close off this checklist.
	Coordinator
	
	
	

	5. Record in Critical Incidents Register [FRM310]
	Coordinator/
Operations Manager
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