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Please complete and return this form by email to cme@birmingham.gov.uk with details of pupils who have unauthorised absence whose whereabouts cannot be traced. Please contact the CME team on 0121 303 4983 for background checks before completing this form. 
This form should not be used for matters of persistent absence (see guidance notes below).
	CHILD’S DETAILS

	SURNAME*
	

	FIRST NAME*
	

	GENDER*
	
	DOB*
	
	YEAR GROUP
	

	UPN*: 
	

	CURRENT ADDRESS* 
(include post code)
	

	PARENT’S NAME/PHONE NO*
	

	CURRENT/PREVIOUS SCHOOL*
	

	DATE LAST ATTENDED:
	

	PUPIL STATUS*

(Please tick/delete as appropriate) 
	Looked After Child 
Formerly/Currently Known to Social Services  

Special Education Needs 

Traveller


	
	        YES
	          NO

	Does the child have a history of non-attendance?


	
	

	Is there a pattern of unauthorised term time leave?


	
	

	Is this child subject to Private Fostering?


	
	

	Do you have any supporting documentation to support relocation out of Birmingham? Please attach.


	
	


	YOUR CONTACT DETAILS

	NAME

	

	JOB TITLE

	

	TEAM NAME

	

	TEL NO

	

	EMAIL

	

	DATE

	


	ACTIONS TAKEN PRIOR TO REFERRAL

	OUTCOME OF HOME VISITS

	DATE
	AM
	PM
	ADDRESS VISITED: 

(if different from above)
	WHO DID YOU SPEAK TO? 

(State relationship to the pupil as well as 

forename and/or surname)

	
	
	
	
	

	
	
	
	
	


	SAFEGUARDING RISK APPRAISAL (TO BE COMPLETED BY DSL)

	Risk Assessment* (are there any known concerns/safeguarding risks; is this child known to Children’s Social Care/subject to a Child protection assessment/plan?) 
	

	Date any concerns referred to MASH:
	

	Outcome of referral to MASH:
	


	OUTLINE CURRENT CIRCUMSTANCES

	


Please return completed form to: cme@birmingham.gov.uk  

DO NOT SEND CONFIDENTIAL INFORMATION UNSECURED. PLEASE ENSURE THAT YOU USE AN ENCRYPTION SERVICE. 
GUIDANCE NOTES

· This form should be used for reporting pupils of statutory school age who are absent from school for no longer than 5 consecutive days without authorisation and whose whereabouts are unknown.

· For general reference consult the Department for Education’s statutory guidance on children missing education 2016.
· This form should not be used for reporting pupils who are absent from school without authorisation who remain resident at their known address or have moved to another known address. 

· Pupils who leave school and transfer to another school, or who leave school to another district and parents confirm their new address, should be reported to the School Admissions Service via the SECURE ONLINE PORTAL‘In-year notification of pupil movement’

· Under the Education, Pupil Registration Regulations, schools and academies have a duty to carry out ‘reasonable enquiries’ into the whereabouts of pupils who meet the criteria for referral via this form. The enquiries schools and academies are expected to undertake are outlined in the checklist with their outcomes recorded on this form.

CHECKLIST

In most circumstances, the school’s enquiries will commence from the first day of unauthorised absence. Have you:

· Called the CME team for background checks on the family e.g. schools attended by siblings?

· As the DSL ensured that any safeguarding concerns have been promptly referred to the Children’s Advisory Support Service (CASS) on 0121 303 1888?

· Tasked appropriate staff to check with all members of staff who the pupil may have had contact with?

· Checked with the pupil’s friends, siblings and known relatives at this school or other schools?

· Tasked appropriate school staff to conduct telephone calls to ALL numbers held on the pupil file?

· Tasked appropriate staff to conduct home visit(s) to the last known address of the pupil?

· If possible, enquired of neighbours as to the location of the family?

· Sent a letter to the last known address and recorded the outcome?

ALSO:

· If there is good reason to believe that a crime may have been committed, have you made a prompt referral to the Police? E.g. this is a very sudden, unexpected situation and/or there are cultural reasons to suspect that the pupil is at risk or there have been past suspicions concerning the pupil and family which, together with the sudden disappearance, are worrying? 

· If the pupil is subject to a Child Protection plan or investigation, has the social worker been informed of the pupil’s absence?

· Similarly as above if the pupil is ‘looked after’?

In the three instances above, CASS should be informed immediately.
For office use only
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