GUIDANCE FOR HEAD TEACHERS AND BUSINESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION
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PLEASE DO NOT REMOVE A CHILD FROM YOUR ROLL UNLESS YOU HAV E RECORDED AND CAN EVIDENCE ONE OF THE FOLLOWING:
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Child / young person can only be taken off roll after 20 consecutive days of continuous absence and when both the Local Authority and the School / Academy
have exhausted all reasonable attempts to locate the child/family in line with the Education (Pupil Registration) Regulations. Referrals must have been made to
the CMO or EHU as outlined above. All other deletions breach statutory guidance.

Children Missing Officer will confirm when child / family are found, confirming new school / academy allowing the transfer of pupil file to be arranged.

Days 0-10 and 10-20 are guidelines. If all checks are carried out and evidenced referral to Children Missing Officer could be made earlier.




GUIDANCE FOR HEAD TEACHERS AND BUSINESS MANAGERS WHERE CHILDREN ARE AT RISK OF MISSING EDUCATION
Frequently Asked Questions

What do | need to consider and what information do I need to share when I refer a child/young person?
» Do school have safeguarding concerns? If so, please provide details and contact children’s social care if urgent.
 When was the last day the child/young person was in school?
» Have all emergency contacts been exhausted? - addresses, telephone numbers (call / text), e-mail addresses of parents/carers, relatives, friends, work contacts,
extended family (abroad if available)
» Have you completed checks with known services? Is the young person open to: CSC, Family Service, SEN, Health/School Nurse, School Admissions, CAFCASS
* Are there known siblings/family members attending another school?
* Have friends in school seen or heard from the young person? (speak to pupils discreetly, consider accessing social media)
Home visits:
» check the property for any signs of life
* |eave a note explaining why you are trying to make contact, what your expectations of them are, what actions will be taken should they not make contact
» visit during different times of the day
» have neighbours seen or heard from the family?

What does a home visit involve? What do | needtod  07?

Home visits will allow you to gain a sense as to whether the family are still living in Nottinghamshire, and if this is an attendance issue or child missing education in that we do
not know where the family are. Dependent on how well you know the family this could be completed by a door knock, explaining that you are concerned that the young person is
not attending school or if unanswered looking for signs of life, does it appear like the family are still resident?

A colleague passing by the property on their way home from work could look for signs of life. A visit can be done after you have exhausted all the emergency telephone contacts,
written to the family etc. — but an early visit may resolve the issue.

If school do not wish to complete a home visit one can be purchased through the Family Service for £50. Please contact your linked Service Manager.

A child/young person has moved out of county and | do not have a new school to forward the pupil file to, what should | do?

If a family has moved out of the area school should request from parent/carers the name of the child’s new school and new family address . If a school place is not yet obtained
please request the address and share this with CMO who will liaise with colleagues in the area who will confirm local applications or arrange a visit to discuss the young person’s
education whilst in their area. Once confirmed they are known to the new area they become the responsibility of the new LA closing all involvement for Notts. The pupil file can
be transferred once a new school is identified.

What should | bear in mind if a parent/carer choose s to home educate?

Although a parent/carer has the legal right to electively home educate, this may not always be in the child’s best interests, particularly if there are significant safeguarding,
parenting, SEND or other issues. Some parents are not able to deliver a broad and balanced curriculum, others have fallen out with the school or have an older school-refusing
child. Please remember to consult fully with any agencies involved and the EHE team before deciding to off-roll the child. It is sometimes possible that a more appropriate
solution is found than home education.

What do | do if a child is allocated a place at my  school and does not arrive?  (http://www.nottinghamshire.gov.uk/media/109754/factsheet-summer-born-final-2.pdf)
If a child has been allocated a place at your school and they do not arrive as expected they must be placed on the register from the expect  ed date, please follow your
attendance procedures. It is important that these children do not fall through the net. Be mindful of any language barriers. Raise non-attendance with services.

A child is leaving my school and moving abroad, wha t do | need to record?
For children who move abroad, we would as a minimum, request the address that the child would be living at along with the school they will be attending, without this a referral
would need to be made to CMO — we can't record “moved abroad”, “left country”, “Poland”, “USA” etc. without clear confirmation.

If there were safeguarding concerns school would need to raise them without delay.

School would need to consider the reason for the move i.e. is it a planned move? Is it work related? Are there known family abroad? Have parents been open and informative?
Have peers spoken to the child via social media since moving abroad etc. (discreetly).

School should request in writing from parents the details of the new address and name of school etc. (school will hopefully have sufficient contact details other than just mum
and dad’s phone numbers, i.e. friends/family in the UK, e-mail addresses, work contacts etc.)

If there are no safeguarding concerns and school have the above information the pupil file should remain with the UK school. A copy of the most recent reports would be
provided to parents to give to the new school.

Where possible we would ask school to make every effort to confirm the young person’s attendance at their new school (there is usually a colleague who can speak English), but
we would need to be mindful of how we do this (usually via telephone), e-mail would not be secure to share confidential information.

My young person is open to a social worker or atten ding a refuge do I still need to follow attendance procedures?
It is important that school have a good relationship with social workers, liaising / sharing information accordingly, but continue to follow internal attendance procedures, school
should not rely on the child’s social worker to inform CMO etc.

When can | remove the young person from my roll?

We would advise that children remain on the school roll until their new school is confirmed or confirmation is received from CMO that the child/young person is known to another
local authority with their CME team taking responsibility for the case. This will ensure that the young person does not slip between services/authorities. Do not phone
admissions teams across the country waiting for chi Idren to arrive in a school.

If a child has moved within Nottinghamshire and is living outside of a reasonable distance to travel to their previous school this should be communicated to the CMO.

For missing children please refer to: http://nottinghamshirescb.proceduresonline.com/files/ch_miss_home_care_jt prot.pdf

We all have a responsibility for a child’s attendan ce, speak to a service, do not assume that somebody else will be dealing with it!

MASH — Multi Agency Safeguarding Hub Traveller Advice (not referrals) Children Missing Officer (CMO) Register Queries (Family Service )
For children at risk of harm or actual harm. lorinda.liversidge @nottscc.gov.uk Glen Scruby South: 0115 854 6438
0300 500 80 90 toni.greenway@nottscc.qov.uk 01623 433170 North: 0115 804 1591
Mash.Safequarding@nottscc.gcsx.gov.uk Missing. CME @nottscc.gcsx.gov.uk West: 0115 8041578
Virtual School - Looked After Children Exclusions Fair Access Special Educational Needs Team (SEN)
Sue Denholm exclusions.ed@nottscc.gov.uk (perm) 0115 977 3679 0115977 3779
0115 804 0644 fixedterm.exclusions@nottscc.gov.uk fairaccess@nottscc.gov.uk casework.teamleader@nottscc.gov.uk
sue.denholm@nottscc.gov.uk

Elective Home Education (EHE) Early Help Unit (EHU) School Admissions  (school use only) Health Related Education Team
01159 772 573 01623 433500 01623 433499 01623 799157
EHE@nottscc.gov.uk early.help@nottscc.gov.uk admissions.ed@nottscc.gov.uk hretoffice@fountaindale.notts.sch.uk
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