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ESAS- Child not attending and not seen checklist
1. Follow your attendance policy
· Liaise with your setting’s attendance lead, to discuss actions and next steps.
· Ensure that you are adhering to the guidance and legislation in Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk).
2. Contact parent/carer
· Contact both parents- If parents are separated and both parents are having contact with the child, both should be contacted and both involved in discussions.
· Contact all appropriate named people on your contact list.
· Contact parent/carer in a range of ways (text, phone, letter, email).
· Ensure the communication method being used is appropriate- Has the parent/carer got any known literacy difficulties, speaks English as a second language etc.

3. Visit the home address

· Make more than one visit and visit at different times of the day- Does it appear that someone is at the address? Those curtains that were closed on your initial visit, are they now open? A vehicle on the drive?
· If a safeguarding concern is confirmed where a crime may have been committed, contact the police (999 urgent/101 non-urgent) and Staffordshire children’s advice and support service (SCAS) 0300 111 8007.
· If there is not an evidenced safeguarding concern on the visit, but you do not get any response, ensure a note is left to say that you have attended. Ask parent/carer to respond by a given date, advising that other agencies may be contacted if they do not response, giving the reasons for this.
· If the child is believed to be home alone and is at risk of significant harm (i.e. a young child, child with SEN needs)- The parent/carer should be contacted, if they do not respond, the police must be called.

4. Make further enquiries

· Contact education setting of sibling - Do they have concerns about attendance? Do they have different contact details for parents? If their child is not in school, have they been given a reason of why their child is not attending which alleviates your concerns? If the child is attending, could they help you contact parent/carer? If the other setting has a concern, consider a professionals’ meeting.
· Contact other agencies who are involved- Amongst others, this may include FPS, mental health and wellbeing teams, health and social work teams. Link up with the worker- Have they seen the child? When? Are they aware why the child is not attending?



· Contact housing provider- If the property is not privately owned, link up with the housing association/council housing provider. Are they aware if the family are still residing at the address? Any concerns?
· Speak to neighbours- When visiting the address, if neighbours are present, have they seen the family?
· Speak to the friends of the child- Have they seen the child or had any contact?

5. If you have still not seen the child or the child has been seen but is still not attending:

· Have you determined that the child is classed as a child missing education (CME)? - Follow CME process, which at 10 days of a child not attending the reasonable enquiries process should be initiated. If there are evidenced safeguarding concerns, that meet the level 4 threshold, SCAS must be contacted.
· Could the child be a missing child? If you have exhausted the above actions, and the child has not been seen or confirmed as well (parent/carer/friend etc), consider reporting the child as a missing child to the police.
· Parent/carer has advised that they wish to electively home educate child and no evidenced safeguarding concerns- Follow EHE procedure, by sending a school exit form (sharing any concerns / additional information) and copy of the parental de-registration letter to electivehomeeducation@staffordshire.gov.uk. Once this has been confirmed as received, you must deregister the child from school roll. If there are safeguarding concerns, that meet the level 4 threshold, parent should be notified and SCAS should be contacted. If the child is assessed as not receiving an appropriate home education, a school attendance order will be started, and the parent will be directed to re-register the child at school.
· Child seen but not attending and parent/carer is engaging - Consider early help support (Mental health and wellbeing in schools’ teams, Early help assessment, earliest or early help). Work with parents to arrange alternative ways of seeing the child and any barriers.
· Child seen but not attending and parent/carer is not engaging- If a child is severely absent (missing 50% or more) consider educational neglect and complete a GCP2 on professional judgement. If deemed that there is educational neglect which meets the level 4 threshold, make parent aware and make a referral to Staffordshire children’s advice and support service 0300 111 8007. SCAS will require a copy of the GCP2 and evidence of the actions you have taken to exhaust all avenues to support the family and get the child back into education.
· Follow Staffordshire’s attendance processes and refer for statutory action.






Useful links

· Working together to improve school attendance (publishing.service.gov.uk)
· Mental health issues affecting a pupil's attendance: guidance for schools - GOV.UK (www.gov.uk)
· Toolkit for schools to communicate with families to support attendance. (gov.uk)     

Staffordshire specific guidance

· School Non-Attendance Information and Guidance Booklet One
· School Non-Attendance Exploration and Action Planning Booklet Two
· Statutory action request - Staffordshire County Council
· Children missing from education - Staffordshire County Council
· Elective Home Education - Staffordshire County Council                                                       
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