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                                                    Missing Persons Policy

Hopefully no student / young person will ever go missing at the airport. If they do, remember most are found within a few minutes of their disappearance. 
However, if a student / young person either goes missing or fails to see the Airport Angel waiting to meet them, it is the responsibility of Airport Angels to locate them and the following guidelines have been devised to clarify actions that should be taken. 
Meeting Airside:
· Airport Angels staff will check with airline staff that all passengers have disembarked the aircraft.
· If Airport Angels have been provided with a contact number for the young person the staff member meeting them will try and call. The driver (if applicable) will also be called so they are aware and can advise our staff member if they arrive Landside.

· The Airport Angel carrying out the service will also call the Airport Angels emergency phone and report immediately. The office can then contact the school or parent allowing our staff member you to concentrate on locating the young person. This will also enable the office staff to provide assistance by another member of staff if required should our member of staff have other young people in their care who need to be looked after while they concentrate on locating the missing young person.  

· Our Airport Angel will carry out a full search of the area in which the young person has come off the aircraft into.

· They will then proceed to immigration with the Meet Sign visible at all times.
· The next possible area in which to locate the young person is at the designated Baggage Reclaim belt for their flight. Our staff member will remain in this area with the Meet Sign until all baggage has been collected.
· The office staff should have advised the Airport Angel at this point if the child has travelled.

· The final point of checking would be Landside Arrivals. Both the Airport Angel and the driver will wait at Arrivals with meet signs that are clearly visible and on display at all times.
· The Airport Angel will also go to the Airport Information desk and leave the child’s name and a contact number for themselves.
· It is the responsibility of the office staff and parent/school to liaise and decide at which point airport security/the police need to be informed. The Airport Angel will be informed and instructed accordingly
 Meeting Landside

· We would usually allow up to 1.5 - 2 hours maximum for a student/young person to arrive in the Arrivals Hall.

· If Airport Angels have been provided with a contact number for the young person the staff member meeting them will try and call. The driver (if applicable) will also be called so they are aware.

· Airport Angels are required to call the emergency phone and report if a young person has not come through Landside within 1.5 Hours. The office staff will then contact the school or parent.  This will also enable the office staff to provide assistance by another member of staff if required should our member of staff have other young people in their care who need to be looked after while they concentrate on locating the missing young person.  

· The Airport Angel will also go to the Airport Information desk and leave the child’s name and a contact number for themselves.
· Both the Airport Angel and the driver will wait at Arrivals with meet signs that are clearly visible and on display at all times.
·  It is the responsibility of the office staff and parent/school to liaise and decide at which point airport security/the police need to be informed. The Airport Angel will be informed and instructed accordingly.

Disappearance of Young Person Whilst in Airport Angels Chaperone Care

Airport Angels are responsible for the young person at all times whilst providing chaperone care within the airport, this can be either Landside or Airside. Should the young person go missing whilst in the care of an Airport Angel, it is the responsibility of this staff member to locate them and the following guidelines have been devised to clarify actions that should be taken. 
· If Airport Angels have been provided with a contact number for the young person the staff member will try and call and leave a message and text.

· The Airport Angel carrying out the service will also call the Airport Angels emergency phone and report immediately. The office can then contact the school or parent allowing our staff member you to concentrate on locating the young person. This will also enable the office staff to provide assistance by another member of staff if required should our member of staff have other young people in their care who need to be looked after while they concentrate on locating the missing young person.  

· Our Airport Angel will carry out a full search of the area in which the young person went missing and advise the appropriate persons in the area.

· It is the responsibility of the office staff and parent/school to liaise and decide at which point airport security/the police need to be informed. The Airport Angel will be informed and instructed accordingly.

Office Procedure

· When a call is made to the emergency phone to advise that a child has gone missing or has not been met, the office staff will advise the school/parent immediately.
· They will remain in contact with the Airport Angel throughout the search for the child and instruct accordingly.

· At the point that both Airport Angels and the school/parent agree that the child is officially missing our Airport Angel will make contact with the Heathrow Police.
· Airport Angels will ensure there is a written account of the events and will require details of the young person from the parents as quickly as possible, including  a physical description : approx. height, build, hair and eye colour as well as clothing he/she was wearing. This this will be required by the police. 

· If the police recommend further action before they get involved, Airport Angels will follow their guidance. 

· If at any stage the child is located Airport Angels will inform all adults involved including the parents, searchers and police if by then involved. 
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