MISSING PUPIL CHECKLIST, ACTION FOR SCHOOLS (APPENDIX A)

To be completed by schools when;

· A pupil has gone missing
 and no contact can be made with parent/carer to establish reason for absence 

· Ceased to attend the school and forwarding address of the family is not known

· When a child has not returned from holiday within 10 schools days of the expected date of return
 

If a child is subject to a child protection plan, is a child in care or there are reasons to be concerned for the child' safety, Social Care must be informed immediately and the SET procedures followed.

	Pupil

	Pupil's name:
	
	DOB:
	
	UPN:
	Male / Female

	School:
	
	Ethnicity (please state if not known):

	Last known address;
	

	
	Please delete as appropriate

	
	Child in Care:
	Yes
	No

	
	Subject to a child protection plan:
	Yes
	No

	Parent/carer name:
	
	Traveller Family
	Yes
	No

	Telephone number(s)
	
	


	Date last attended school:
	


	Siblings

	Name(s) and DOB: (please state if no siblings are known)



	School sibling(s) attend:



	Following checks with sibling(s) school, are they currently attending? (please include any relevant information provided by school)




	Checks to be made within 1 - 10 days of absence (checks should be started no later than the 5th day of absence)



	
	Date
	Time
	Name of person contacted 
	Number
	Response / outcome 

	Carry out first day calling (if this is an automated system please make telephone contact manually)
	
	
	
	
	

	Attempt telephone contact with all known emergency numbers
	
	
	
	
	

	Write to last known address and address of emergency contact if known (please attach a copy)
	
	
	
	
	


	Any further information from other agencies, wider school community (e.g. staff, other pupils, friends)




If child is not located following checks, please send checklist to EWS allocation panel, no later than the tenth day of absence
 and continue checks as appropriate (Do not remove child from roll until advised by LA EWO)

	Checklist completed by:
	

	Position:
	

	Date passed to EWS allocation panel (please attach copy of attendance record:
	


� A pupil is deemed to be missing from school when the school do not have reasonable grounds to believe the pupil is unable to attend by reason of sickness or any unavoidable cause and  have failed, after reasonable enquiry, to ascertain where the pupil is





� and the school does not have reasonable grounds to believe the pupil is unable to attend school by reason of sickness or any other avoidable cause


� The proprietor of every school shall make to the LA a return giving the full name and address of every registered pupil who has been absent from school, where the absence has not been treated as authorised for a continuous period of not less than ten school days (The Education (Pupil Registration) (England) Regulations, 2006)





