RVC - Flowchart for dealing with a missing employee
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Guidelines for dealing with a missing RVC
employee during their contractual working

Employee —seen on campus
but has gone missing
unexpectedly

If not already aware, inform line manager,
ask surrounding work colleagues, attempt
phone contact, conduct search of work
area including safe/favourite areas.

Inform Security of situation & liaise with
them to check ID swipe access and CCTV
footage

Employee not found/no contact
established

For a missing employee consult HR.
HR may use emergency contact details
to help establish employee’s
whereabouts

No contact made and
emergency contacts are Contact Yes - employee
unaware of employees located.
location.

Refer to absence policies,
Togetherall-Online mental
health support and Optima

Health EAP if employee needs

additional support or

counselling.
Is the Employee deemed to be
vulnerable? i.e. could cause harm
Incident lead contacts the to self or others
police and keeps all involved No

No - For non- vulnerable
persons involve police
after 24 hours

informed of progress. Including
relevant Heads of Department

No — Incident handed over to the police
by security. When the police arrive on
campus, RVC security staff should provide
grab bags for the relevant buildings,
containing floor plans, access cards,
details of local hazards, etc.

Employee
located? Yes - employee
located.

Refer to absence policies,
Togetherall-Online mental
health support and Optima

Health EAP if employee needs

additional support or

counselling.

Employee
located?

Incident Lead submits details onto SafetyNet incident
reporting system. Incident lead should liaise with HR

Case handed over to
police with RVC ongoing
support.

to organises support (e.g. counselling) for any
employees involved in the incident

Incident Lead co-ordinates
incident review and
report. Including any

lessons learnt

Missing RVC employee

Employee - not reported for
work and not been in contact

If not already aware, inform
the employees line manager
immediately

The line manager should attempt
telephone contact with the employee
to establish their whereabouts.

Inform security of situation in
case the employee returns to
their place of work

If contact is not possible — consult HR
so emergency contact details can be
retrieved to help establish employee’s
whereabouts.

No contact made or if
emergency contacts
are unaware of
employees location.

mm G d Yes, employee
located.

Refer to absence policies,
Togetherall-Online mental
health support and Optima

Health if employee needs

additional support or
counselling.

Is the Employee deemed to
be vulnerable? i.e. could cause
harm to self or others

Yes
If the manager is worried about the

employees mental welfare and
believe they may harm
themselves, ascertain their
location, maintain telephone
contact and request Police

Notify police after all attempts to assistance at the employees

contact employee and their location.
emergency contacts have been
exhausted.

v
For non-vulnerable
employees involve
police after 24
hours

For missing RVC employees out of hours contact:

Security Hawkshead: 01707 666 258

Security Camden: 020 7468 5121
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