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POLICY AND PROCEDURE

Procedure:
Missing Student  
Policy No.:

6.4

Department:

Student Services/Safety and Security
Contact:

Vice President for Student Services
Policy

Great Basin College is committed to the safety and security of all students attending each campus and center.  A student will be determined to be missing if they are absent from their college residence or campus for more than twenty-four (24) hours without any known reason. This policy has been developed in order to assist in locating any student determined by the College to be missing upon completion of the investigative procedures listed below.  This policy complies with Section 488 of the Higher Education Act of 2008.

Procedures

Anyone who believes a student is missing should report their concern immediately.  On the Elko campus reports should be made to the Director of Environmental Health, Safety and Security, a Security Officer, the Housing Coordinator or the Vice President of Student Services.  Concerns at all Centers should be reported to the Campus Director or Manager, the Director of Environmental Health, Safety and Security or the Vice President of Student Services.  Upon receipt of a report of concern that a student may be missing, if the report was not directly to them, both the Vice President of Student Services and the Director of Environmental Health, Safety and Security shall be notified so an investigation may be conducted.

All housing students at the beginning of each semester will be requested to provide the Housing Coordinator with current emergency contact information.  In the event a student is determined to be missing the designated person will be notified within 24 hours.  All non-housing students have the option of providing their emergency contact information at the Great Basin College main website under the Admissions tab or in person at the Elko Campus Admissions office or their Center’s main desk.  Students are advised that their emergency contact information will be kept confidential and only used in the event of an emergency or if they are reported missing.
	1.0  Notification


Any member of the Great Basin College community that believes a student is missing shall immediately report their information to the Elko Campus Security Department or their Center’s Director.  Included in the reported information shall be:

1. The student’s full name, if known, plus any nicknames.

2. Any known contact information such as cell phone number, home phone, class schedule, residence address.

3. The date, time and location the student was last seen.

4. The name and contact information of the person making the missing student report.

5. General information about the suspected missing student (e.g. appearance, clothing, employment, friends, etc.)

6. Any concerns about changes in behavior or mental health or substance abuse.

Upon obtaining as much information as possible the Security Officer or Campus Director will notify the Vice President of Student Services and the Director of Environmental Health, Safety & Security who will oversee the investigation of the missing student report.

	2.0  Investigation


The Director of Environmental Health, Safety & Security will immediately begin an investigation into the report of a missing student.  The investigation will include:

· Inspection of the student’s residence if they live in on-campus housing.

· Attempts to contact the student via any known cell or home numbers.

· The student will be sent an email to contact the college immediately.  

· Interviews of the student’s Resident Advisor, roommate(s) and friends will be conducted to see if they may be aware of the student’s activities, location or plans.

· The student’s class schedule will be reviewed and a Security Officer will meet the class to determine if the student attends or if anyone in the class may know their whereabouts.  

· Professors will be contacted to attempt to determine when the last class attendance or web campus entry occurred.

· If the student has a vehicle registered with the Housing Coordinator or it can be identified by friends Security will search all college properties for the vehicle.

All results of the investigation will be reported to the Vice President of Student Services.

	3.0 Action


Upon completion of the investigation, if the location of the missing student has not been determined and the student has been missing 24 hours or if there appears to be a reason to believe foul play has occurred the Vice President of Student Services will authorize a report being filed with the local police agency.  

All Great Basin College locations have a good working relationship with their local Police and Sheriff agency.  Each campus will normally request that those agencies respond for any criminal complaints.  The same Police agency will be contacted in the event a missing student report should need to be filed.

The Vice President of Student Services or her designee will notify the individual listed as emergency contact.  “If a student is under 18 years of age, and not an emancipated individual, the institution is to immediately contact the custodial parent or legal guardian of such student” [cited from Section 488 (j)(1)(A)(i)(II)].

The Vice President of Student Services will determine when the College President should be notified as well as other campus executives and the PIO.  Should the Vice President of Student Services be absent from the campus the person designated as the Administrator in Charge will assume her responsibilities.
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