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Child absent from school
without prior notification from their parents/carers
This form should be completed by all primary, secondary, special and early years’ establishments under the management of East Dunbartonshire Council, as well as East Dunbartonshire ‘Partnership’ centres
	Stage 1 – Steps to be taken by school to locate a child

	Step 1
	Check that Teachers/Early Years workers have notified office staff/Centre Manager of all absences immediately

	Step 2
	Before completing this form, please check the list of notified absences to make sure that the child’s parents/carers have not already contacted the school/centre. 
This form should be completed when a child fails to attend school/centre and there is no prior notification of absence given by the parents/carers.  The form is designed to provide a continuous record of all action taken by the relevant Educational Establishment/Service to locate a child who fails to attend under the above circumstances.  It is important that all action steps are recorded on one form.  Additional supporting information can be attached to the form, where appropriate. 
Most cases of un-notified absence will be resolved after completing steps 1 to 5 of Stage 1 below.  Schools should only complete the steps required to locate the child and establish the reasons for the absence.
Copies of completed forms (PM 3/39/F01) should be stored on the child’s personal record.

	Step 3
	Relevant employee(s) notify the Head Teacher/Centre Manager/designated person that a child is absent without prior notification from parents.

	Step 4
	Office staff note the following details:

	
	
	
	

	Name of Establishment:
	Click or tap here to enter text.

	
	

	Date of concern:
	Click or tap here to enter text.
	
	

	Child’s name:
	Click or tap here to enter text.
	
	

	Year/Stage:
	Click or tap here to enter text.	D.o.B.
	Click or tap here to enter text.
	
	
	
	

	Step 5
	Office Employees/Centre Manager make telephone call to parents.

	Outcome (please tick one of the following boxes)

	☐	Parents/carers contacted and give explanation for absence (please note in space below) – No further action by school/centre.

	☐	Parents/carers contacted and unaware of their child’s absence from school
NB: Head Teacher/Centre Manager/designated person to be informed immediately.  
Head Teacher/designated person (with Parents/Carers/Child Protection Co-ordinator, where applicable) completes steps 10, 11 and 14 and depending on vulnerability/ needs of the child considers making contact with Police and Social Work Services (as appropriate).

	☐	Unable to make contact with parents/carers.
In schools, Head Teacher/designated person is notified. 

	Reason Given for Absence:

	Click or tap here to enter text.
	
	
	
	

	Step 6
	Office Employees/Centre Manager make telephone call to emergency contact person(s)

	Outcome (please tick one of the following boxes)

	☐	Contact made with emergency contact person(s) and explanation given for absence (please note in space below) – No further action by the school/centre.  Office staff notify Head Teacher/designated person.

	☐	Contact made with emergency contact person(s) who do not know the whereabouts of the pupil and are unable to give any explanation for the absence - Office staff go to Step 7.

	☐	Unable to make contact with emergency contact person(s) – Office staff go to Step 7.  

	Reason Given for Absence:

	Click or tap here to enter text.
	
	
	
	

	Step 7
	SCHOOL ONLY
Office staff refer the concern immediately to the Head Teacher/designated person (Form PM 3/39/F01 is given to Head Teacher/designated person for further completion).

	
	
	
	

	Step 8
	SCHOOL ONLY
Head Teacher/designated person contacts the cluster’s Home Link Officer(s) and requests an immediate home visit.  
PARTNERSHIP CENTRES ONLY
Centre Manager puts in place arrangements for a home visit at the end of the day.

	
	
	
	

	Name of Home Link Officer/Employee who will undertake the home visit:

	Click or tap here to enter text.
	
	
	
	

	Step 9
	Where applicable, Head Teacher/Centre Manager/designated person alerts the school’s Child Protection Co-ordinator to the possibility of a ‘missing pupil’.

	Name of school’s/centre’s Child Protection Co-ordinator:

	Click or tap here to enter text.
	
	
	
	

	Step 10
	Head Teacher/Centre Manager/designated person (in conjunction with the Child Protection Co-ordinator, where applicable) undertakes a brief review of the child’s needs/circumstances.

	Is the child known to be a vulnerable child/young person because of (for example):

	☐	Additional Support Needs

	☐	Looked After Child/Care Experienced child (see step 11 below)

	☐	Concerns about Domestic abuse/substance use in the family (see step 11 below)

	☐	Child protection concerns (e.g., on CP register and/or under the care of social work) (see Step 11 below).

	☐	Vulnerable child

	☐	Cultural issues

	☐	Traveller family

	☐	History of exclusions

	☐	Medical condition(s)

	☐	History of long holidays

	☐	History of erratic school/centre attendance/truancy

	Any other relevant information (e.g., shared custody):

	Click or tap here to enter text.
	
	
	
	

	Step 11
	Head Teacher/Centre Manager/designated person (in conjunction with the Child Protection Co-ordinator, where applicable) considers the need to contact Social Work Services.

	
	
	
	

	Where there are child protection concerns, contact Social Work services to establish if there are any child welfare concerns which could be unknown to the school OR because there are known child protection concerns (including family Domestic Abuse/substance use) and/or because the child is Looked After by the Local Authority. 

	
	
	
	

	Where contact with Social Work was made, please complete the following:

	Name of contact Social Worker:

	Click or tap here to enter text.
	Time and date of contact with Social Work Services:

	Click or tap here to enter text.
	Summary of advice/information given by Social Work Services to the school:

	Click or tap here to enter text.
	
	
	
	

	Step 12
	Head Teacher/designated person seeks urgent feedback from Home Link Officer/Centre Employee following home visit.

	What is the outcome of the visit made to child’s home by Home Link Officer/Employee?

	Click or tap here to enter text.
	
	
	
	

	Where the Home Link Officer/Employee has seen the child and established the reason(s) for absence, the Head Teacher/designated person reminds parents of the requirement on them to notify the school of any absences relating to their child.

	
	
	
	

	Step 13
	Head Teacher/Centre Manager/designated person makes urgent referral to the Police where it is not possible to establish the whereabouts of the pupil and parents/carers OR Employees have spoken to the parents but have been unable to locate the child or are not convinced that the child is safe.

	
	
	
	

	Step 14
	CENTRES ONLY:
Centre Manager informs the Quality Improvement Manager (Early Years and Childcare) that a child from a ‘partnership’ early years centre is considered to be ‘missing’.
[bookmark: _Hlk149727369]The Quality Improvement Manager (Early Years and Childcare) notifies the Chief Education Officer, ensuring the partnership Centre Manager has taken the necessary steps detailed.

SCHOOLS ONLY
Head Teacher/designated person makes a Stage 2 (Local Search) referral to the Chief Education Officer.

	
	
	
	

	The school should complete the following details before emailing this form to the Chief Education Officer/QIM.

	
	
	
	

	Full pupil name:
	Click or tap here to enter text.	D.o.B.
	Click or tap here to enter text.
	
	
	
	

	Other names (where applicable):
	Click or tap here to enter text.
	
	

	Unique Pupil Identifier (UPI):
	Click or tap here to enter text.
	
	

	Current Address:
	Click or tap here to enter text.
	
	

	Previous addresses (where known): 
	Click or tap here to enter text.
	
	

	Name of school:
	Click or tap here to enter text.
	
	

	Parents/Carers Names: 
	Click or tap here to enter text.
	
	

	Parents/carers address if different to the pupil’s address (please give reasons for the different addresses – i.e., pupil is Looked After & Accommodated etc.)

	Click or tap here to enter text.
	
	

	Parents/Carers Telephone number(s): 
	Click or tap here to enter text.
	
	

	If the child is Looked After give the name of the lead professional within the local authority:
	Click or tap here to enter text.
	
	

	Name of Head Teacher/designated person making the referral:
	Click or tap here to enter text.
	
	

	Date and time of referral to Chief Education Officer:
	Click or tap here to enter text.


Stage 2 – Local Search Co-ordinated by the Chief Education Officer / Centre Manager
	Step 15
	Chief Education Officer (EDC Establishments)/Centre Manager (Partnership Centres) co-ordinates Stage 2 Local Search

	
	
	
	

	Action steps to be taken by Chief Education Officer/Centre Manager (e.g.):

	☐	Confirms involvement of Police

	☐	Liaises with Social Work to discuss appropriate intervention by Social Work Employees.

	☐	Liaises with other agencies e.g., Housing / Health to establish if the pupil/family is known to them.

	Other relevant information:
Click or tap here to enter text.

	Stage 3 – Referral to Children Missing from Education (Scotland)

	
	

	Step 16
	Chief Education Officer (EDC Establishments) / Centre Manager (Partnership Centre) completes form PM 3/39/F02 and makes referral to *CME (Scotland) following advice from the Police.
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