Registration Absence Protocol

Doors Open at 8.40am Junior Building
Doors Open at 8.50am Infant Building

Registration Closes at 9.00am

Registers are then
checked using
SIMS, ParentMail
and Voicemail
messages by
9.30am

Absences that are unreported are then contacted as below
Check to see if the child has sibling in school and check their attendance too
1) SMS Sent to primary contacts to contact the school regarding the childs absence.

2) After 20 mins of no response, telephone call is then made to contacts in order of priority on the
childs contact list.

If no response, raise
immediately with a
DSL to risk assess

DSL to decide whether a home visit is necessary or a referral to MASH/Police for a welfare visit
based on all information available and whether there are any safeguarding or attendance
concerns.

If there are no concerns, the LA Policy will be followed (See appendix 1)




Appendix 1
Children First

Northamptonshire NCChome News Events Payments Maps Servicess AtoZ~ Accessibility

Schools and education

Children missing from
education

There are significant child protection implications when the whereabouts of a
child is not known. The local authority has a duty to locate, track and monitor
children missing from education and support them in returning to education.

What are a school's responsibilities when a child
Is absent?

You should always assess the child’s safeguarding risk at their own address

using thresholds and pathways. For example, is there a risk of forced marriage, child
sexual exploitation, domestic abuse, radicalisation, honour based violence? If the
judgement is the child is at risk of harm, contact the police or social care immediately.

If a pupil is absent, all schools have a responsibility to contact the parent or carer on the
first day of absence and continue to make every effort to locate the pupil. WWhen you
have identified the child is not in school, please follow the procedure below.

Day 1 - Phone call

A staff member trained to do so, telephones the child’s home to seek reasons for the
absence and reassurance from a parent or carer that the child is safe at home.

Response from parent Next step from school

There is no answer at the Call back. Risk assess after 2 hours
home or on mobile

numbers
The parent/carer Ask for reason for absence and record on your
answered the call, the school's attendance management system

child is safe with them

The person answering is ~ The school’s designated lead for child protection
not the parent/carer and should be consulted on a risk assessment and the

the school is not degree of vulnerability of the child
reassured that the child is "
at home or safe o ™Risk assessment and CME checklist (PDF

404KB)
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The parent/carer School to advise the parent to:

answered the call, the

child is » Contact the local police station to inform them
not with them or safe and that the child is missing

the parent is concerned » Contact all people and places the child is known

to talk to and visit to tell them that the child is
missing and ask if they can help to find the child,
by providing information which may shed light
on the child’s whereabouts or actively searing
for the child

o Contact the family GP and Accident and
Emergency Centres near where the child lives
and goes to school, in case he/she has
sustained an injury and been taken in for
medical treatment

» Report back to school if the child is found or
remains missing

Day 2 - Follow up phone call

A subsequent telephone call must be made either from the school landline or preferably
a mobile phone.

Day 3 — Write/email parents

Write or email to the parent in plain English, asking for contact to be made with the
school immediately. Please give the parents/carers 3 working days to make contact and
if you are aware that English may not be the parent’s first language, copy the letter into a
language that may be more accessible.

Day 5/6 - Home visit

Arrange a visit to the home address ensuring that risk assessments are in place
Once you have completed these checks (or within 10 days,
whichever is earlier)

If the child has not been seen and the parents or carers have not made contact with
either, schools must report the child as missing from education.
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How do | report a child missing from
education?

Please complete the online contact form:

Report a child missing from education

Note: This form is for Northamptonshire schools only. If you are from another local
authority, please email us at cmetracking@northamptonshire.gov.uk.

What happens when I've completed a form?

We will refer the case to one of our CME Tracking Officers who will complete further
investigations and feedback to schools.

Our CME Tracking Officer will let you know (usually within 10 working days) if the child
can be removed from your school roll.



%\ Northamptonshire
\Nest County Council

Safeguarding Children Missing Education Process for Schools

Result of Call

Action

There is no answer at the home or on mobile
numbers

Call back. Risk assess after 2 hours

The parent/carer answered the call, the child is
safe with them

Ask for reason for absence and record

The person answering is not the parent/carer
and the school is not reassured that the child is
at home or safe

The school’s designated lead for child
protection should be consulted on a risk
assessment and the degree of vulnerability of
the child

The parent/carer answered the call, the child is
not with them or safe and the parent is
concerned

School to advise the parent to:

e Contact the local police station to inform
them that the child is missing

e Contact all people and places the child is
known to talk to and visit to tell them that
the child is missing and ask if they can help
to find the child, by providing information
which may shed light on the child’s
whereabouts or actively searing for the child

o Contact the family GP and Accident and
Emergency Centres near where the child
lives and goes to school, in case he/she has
sustained an injury and been taken in for
medical treatment

o Report back to school if the child is found or
remains missing

If the judgement on Day One is that there is no reason to believe that the child is at rlsk of harm
school continues to make enquiries and informs Education Inclusion & Partnership on Day Ten that
the chlld is missing education.




Criteria

Is there good reason to believe that the child may be the
victim of crime?

Does the child have a formal child protection plan?

Is the child in care i.e. looked after by the local authority?

Is the planned or current LA children’s social care or LA
adults’ social care services involved? e.g. section 47 enquiry
about to start

Is there a person present in or visiting the family who poses
an on-going risk to children, or who is suspected of
previously harming a child?

Is the child at risk of sexual exploitation?

Is the child at risk of radicalisation?

Has there been LA children’s social care or LA adults/ social
care or Criminal Justice System involvement in the past?

Risk

Action

Inform Police and/or children’s social
care immediately

Are there religious or cultural reasons to believe that the
child is at risk? e.g. FMG or forced marriage.

Is there any known history of drug or alcohol dependency
within the family?

Is there any known history of domestic violence?

Is there concern about the parent/carer’s ability to protect
the child from harm?

Was there any significant incident prior to the child’s
unexplained absence?

Has the child been a victim of bullying?

Does the child need essential medical or health care?

Was the child noted to be depressed prior to the child’s
unexplained absence?

Has the child gone missing with their family?

Have the parents been subject to proceedings in relation to
attendance?

Is there a history or poor attendance?

Has there been any change in the child/family’s financial
circumstances?

Age of the child

Give consideration to the vulnerability

of the child and following risk
assessment inform one or all of the
following:

e Police

e Safer School Officer

e Children’s Social Care

e Local Authority Designated Officer

e Education Welfare Service

e School Nurse

Use other services to help with your
risk assessment, including the above.




