
Child absent from school 

Known absence in advance 

Absence logged on SIMS 

by attendance 

Unknown absence 

Has parent communicated absence with reason 

by 09:30 on day of absence 

Yes 

No 

Send truancy notification to parents with 30 

minutes to respond 

Contact made from parents with 

no concerns 

Contact made from parents with        

concerns as student should be in school 

Attendance to check timetabled 

lesson to see if child is in school 
Is the student  found? 

Yes 

No 

Attendance to inform 

parents 

Parents informed and requested to keep 

phoning/track child 

Attendance to inform D-Duty and On-Call 

DSL 

Pastoral to speak with friends to see if 

they have had contact with the student 

Student still not located/found to 

be safe 

Parents to phone police and log 

as missing child 

No contact from Parents 

Attendance to phone all contacts 

on SIMS 

Attendance to email parents and 

inform DSL 

Still no contact and no information 

from friends 

Attendance to consult with DSL and 

phone police to register missing child 

Safeguarding and Attendance 


