          Form a.    LEAVING  SCHOOL  FORM  FOR  PARENTS       School Name
I           If your child is leaving (except at the end of Year 6 when he or she has a confirmed and accepted place at a High School) 

            PLEASE can you fill in this form AND RETURN TO THE SCHOOL OFFICE. If you are not sure of these details yet, 

            please let us know as soon as possible, but fill in this form as fully as you can before you leave.  In all circumstances, 

            the school is expected to transfer information as quickly as possible to the new school; and both the school and the Local 

            Authority have to try to find out where your child is if he or she stops attending and we do not know the details of the new 

            school or other educational provision.  This may include contacting Social Services or the Police if you have not given us 

            the information and we are unable to contact you.  This is because in a very few cases children have disappeared or been     

            harmed. By filling in this form and enabling us to keep in contact with you, you are ensuring we do not need to refer to other  

            agencies, and that their time is not wasted, nor are you contacted unnecessarily, and that in those few more difficult cases, 

            those resources are used to follow up where needed.

	FULL NAME(S) of PARENT(S)/CARER(S) and PLEASE PRINT NAMES AND  SIGN

Mother……………………………………………………………………..

Father………………………………………………………………………

Other (state relationship)………………………………………………….



	                                                     THANK YOU FOR YOUR HELP

FOR SCHOOL USE ONLY – DATE FORM RETURNED TO SCHOOL OFFICE………………

	NAME OF PUPIL…………………………..       DOB…………….    CLASS………

MY CHILD WILL BE LEAVING THE SCHOOL on    (date)…………….     
a.  

Moving house

b.

Returning to country of origin

which is

c.

Other  - please give details

BECAUSE WE ARE  

	NEW ADDRESS  

 ……………………………

Or, if not known, the town or at least the country you are moving to…………

 NAME and ADDRESS OF NEW SCHOOL if known      



	WILL YOU KEEP THE SAME MOBILE PHONE NUMBERS   - Yes       No                                               

 Please confirm your numbers: or list new numbers 

     a.    mother’s  mobile number………………………………..

     b.    father’s  mobile number…………………………………

 

	.

IF  POSSIBLE,  PLEASE  GIVE  US  THE  NAME,   ADDRESS,   AND  

     PHONE NUMBER OF A FRIEND OR RELATIVE IN THE UK WHO IS           

     NOT MOVING AND WHO YOU WILL BE STAYING IN TOUCH WITH.   

     We will only contact them if we need information about your child’s new School and we cannot    

     contact you.  In most cases, this is not necessary because the new school contacts us and the pupil   

     information is transferred.
      Name……………………….                           Phone Number……………..

      Address…………………….                           Mobile number……………..



	ATTACHED  TO  THIS  FORM  IS  A  SCHOOL  COMPLIMENTS  SLIP.        

     Please can you give it to your new school and ask them to contact us.




        Letter b.

School Reasonable Enquiry Letter 1 with 2/3 copies (3rd copy to Children’s Social Care or SAFE if known to be open case)

School Headed Paper

Parent Name

Or Occupier or Landlord

Address 







date

 Dear Parent (or Occupier or Landlord)

CHILD’S  name………………………………dob……

Your child last attended school on …………….and we have not heard from you, nor been able to contact you  or your emergency contact numbers by phone, to find out 

the  reason for absence and likely return date.

Please can whoever receives this letter (the parent, friend, occupier or landlord) contact the school as a matter of urgency to tell us what the situation is.  

Please inform us if the family have moved, or gone away or on holiday; and let us have their new address, or their phone numbers so we can establish contact; or give us details of any relatives or friends who may be able to assist.  If the child is attending a new school then please let us know.

If there are any difficulties please get in touch and we will try to help find support for you so your child can return to school as soon as possible.

The school and the Local Authority are required to carry out enquiries to find a child who stops attending school.  If we do not receive an adequate reply to this letter within one week then the school is required to advise the Local Authority.  An Attendance Worker will visit the home and may contact Social Services and/or the Police in the course of their enquiries.

Your child’s absence is being marked unauthorised and we will be considering removing his/her name  from the school roll after 4 weeks. 
Thank you for your co-operation

Yours sincerely

Head Teacher

Cc pupil file

     School Attendance Worker

Letter c.

School Reasonable Enquiry Letter 2 with 4 copies

School Headed Paper

Parent Name

Address 







date

Dear Parent

CHILD’S  name………………………………dob……

Your child last attended school on …………….and we have not heard from you, nor been able to contact you  or your emergency contact numbers by phone, to find out the  reason for absence and likely return date.  Nor have we received a response to a letter sent to your home address asking for information.  Your home has been visited and enquiries carried out.  The matter has been referred to the Local Authority.

As further information has not been forthcoming and your child has now had at least 13 days of unauthorised absence and you appear to be no longer resident at the above address, I am writing to advise you that your child’s name will be removed from the school roll unless you get in touch within one week of the date of this letter (after 20 school days of unauthorised absence).  At the same time your child’s name is being entered on Ealing’s Register of Children Missing Education.  His/her name has already been entered by the school on the Department of Education’s national Lost Pupil Database.

If you subsequently return to the area, and receive this letter, please get in touch to let us know.   If your child has returned, then to obtain a school place, you have to apply through your home Local Authority.  For Ealing residents please contact the  In-Year Admissions Team at Perceval House on 8825 6339 (between 9 and 12 each morning) or visit the website at www.ealing.gov.uk/admissions for information and advice.

Yours sincerely

Head Teacher

Cc pupil file

     School Attendance Worker

     Childrens Social Care/SAFE for information (if appropriate)

     Children Missing Education Lead

Letter d.  Attendance Worker Reasonable Enquiry Letter 1

School or Schools Service (LA) Headed Paper  

Parent Name

Or Occupier or Landlord

Address 







date

Dear Parent or Occupier or Landlord

CHILD’S  name………………………………dob……

Your child last attended school on …………….and the school has  not heard from you, nor been able to contact you  or your emergency contact numbers by phone, to find out the  reason for absence and likely return date;  nor has the school received a response to a letter sent to your home address asking for information.  I visited your home without an appointment but could not gain access.  The matter has been referred to the Local Authority and enquiries are in progress. This will include liaising with Children and Families (Social Services) and the Police if it is not possible to establish where your child is now living.

Please can whoever receives this letter (the parent, friend, occupier or landlord) contact me on the above number as a matter of urgency to tell us what the situation is.  

Please inform us if the family have moved, or gone away or on holiday; and let us have their new address, or their phone numbers so we can establish contact; or give us details of any relatives or friends who may be able to assist.  If the child is attending a new school then please advise me of the details.

If there are any difficulties please get in touch and I will try to help find support for you so your child can return to school as soon as possible.

If I have not heard from you by    date one week ahead     then I will visit the home at  time  on that day.

Thank you for your co-operation

Yours sincerely

School Attendance Worker

Cc school for pupil file

	Form e -  SCHOOLS  REASONABLE  ENQUIRY  FORM   (to be completed prior to removal from roll)      p1/2      
Use where pupils have stopped attending, and contact has not been made, and where next school/educational provision is not known 

(Pupils who have stopped attending but who have not moved are non attenders  NOT CME; they must remain on roll and be dealt with as non attenders)

If not resolved by school, pass to Link Attendance Worker (primary schools)  or to Frank Jenkinson (high schools) to progress, and copy to  CME Lead Penny MacDonagh for further checks and action. 

SCHOOL NAME ………………………………..        School attendance lead …………………………………….




	Part 1.

Child’s / Children’s Names  

CHILD 1……………………………………………….DOB………………School………………………..

CHILD 2……………………………………………….DOB………………School…………………………

Address  ……………………………………………………                                     Post Code………………

Other siblings known?    YES  / N0     if Yes   who/where …………………Add to Notes Section on page 2
LAST DAY OF ATTENDANCE……………….      Attach attendance certificate and pupil details from Sims


	ENQUIRIES MADE…   (All schools)

Landline……………………………………….dates rung and outcome………………………………    

Mobile 1……………………………………….dates rung and outcome………………………………………  

Mobile 2……………………………………….dates rung and outcome……………………………… 

Emergency contact 1……………………….. dates rung and outcome……………………………………………

Emergency contact 2………………………   dates rung and outcome……………………………………………

School letter sent to home on date………………………………………………………




	ENQUIRIES MADE…   (High Schools)  Worker’s name…………………………….   

Home visit made      Date  Home visit and card left……………………………………………..

Accommodation appears uninhabited?    Yes  /  No  ;      Bins empty  Yes  /  No ;      Post piled up    Yes  /  No                                                       

Estate Agent sign outside  Yes  /  No    If yes, name and phone number ………………………………………..                                  

Neighbours information if any?  ……………………………………house number……………………..

Letter sent and date …………………………………………………     date(s) ………………………………………….

Outcome / Other info 




	Other information   

Was absence following a holiday?  Yes  /  No   -                       If yes  –  authorised  /  unauthorised

Any previous long absences or holidays                                    Yes    /      No

Known to Childrens Social Care (social services)                     Yes    /      No

Child protection/safeguarding concerns? 

        Yes    /      No

If yes to above, name of social worker………………………………

Vulnerability eg Domestic Violence, SEN, temp accommodation, mobility,  ……………….

Travellers    Yes    /      No                            Asylum seekers      Yes    /     No

Other relatives or friends known locally?       Yes    /      No         Details……………………………..

Any other information or concerns (attach extra page if necessary) …………………………………………………………………

Mainly for high schools, do other pupils have information eg Facebook?………………………………….
Parent  and  Pupil Email address ………………………………………………………………………..

Previous  school ( where known)…………………………………………………………….
Ethnicity………………………..

	Date when this form passed to ESW (primary) or Frank Jenkinson (high)…………………  

Cc Penny MacDonagh CME Lead

                                                                                                                                                                             Continued


	                                                                                                                                                                                             p2/2

ATTENDANCE SERVICE   REASONABLE ENQUIRY    Worker’s name …………………………………..

     Tribal checked for siblings (postcode) ……………………………………..

     Phone calls made and dates……………………………………….

     Home visit and card left……………………………………………..

     Accommodation appears uninhabited?    Yes  /  No  ;   Bins empty  Yes  /  No ;   Post piled up    Yes  /  No                                                       

     Estate Agent sign outside  Yes  /  No    If yes, phone number ………………………………………..                                  

     Neighbours information if any?  ……………………………………house number……………………..

     Letter sent and date …………………………………………………




	Notes / Outcomes




	School advised of outcome and asked to post on S2S (if appropriate)……………………….date………………..

Form passed to CME for further checks, tracking and registration as CME ………………… date………………..

At this point if Pupil Registration Regulations are met, pupil can be removed from roll. The school and LA must both be satisfied that child is not living at the address on the school register, and is not living at a new address from which it would be reasonable to continue attending the same school. 

     Signed …………………………………..   Attendance Worker                              Phone number……………………
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