[image: GCC%20logo]SCHOOL CME REFERRAL FORM – CHILD WHOSE FAMILY WHEREABOUTS ARE UNKNOWN
(This form should not be used for matters of persistent absence – please contact the Inclusion Service inclusionservice@gloucestershire.gov.uk for all absence queries)






	Your Details
	Name:

	Date:

	
	School


	Child and family details 
	Forename(s):

	Surname

	
	DOB: 

	Gender:

	
	Date last in education
	
	Date last seen
	

	
	Parent(s) names and all contact details (please include last known address)






	Supporting details
(Please tick if appropriate)
	Child in Care
	

	
	Formerly/Currently known to Social Care
	

	
	Special Educational Needs
	

	
	Traveller
	



	Checklist 

	Action 
	Date completed
	Outcome 

	Carry out first day calling (if this is an automated system the school should make telephone contact manually)
	
	




	Attempt to get in touch with all known emergency contacts (at various times of day)
Provide contact details
	
	





	Gather further information including details of siblings from other agencies, wider school community (e.g., staff, other pupils, friends) 
	
	





	Home visit within 5 school days if appropriate
	
	





	Social Media searches – e.g. contact details of a parent or school noted on Facebook
	
	









	Any other additional information relevant to this referral: 




If a child is subject to a child protection plan, is a child in care or there are reasons to be concerned for the child's safety, inform Social Care immediately and follow GSCB procedures.

If child is not located following checks, please send referral form to the Access to Education team, no later than the tenth day of absence and continue checks as appropriate. The Access to Education team will make further enquiries and attempts to locate the family including contacting other LAs and CME Officers. In rare cases where the child cannot be located the CME Officer will publish a message on the national Schools 2 Schools secure website. The school should then create a CTF using XXX XXXX.  


Please securely return this with any attachments or relevant information to: 
	
Access to Education Team, Shire Hall, Westgate Street, Gloucester, GL1 2TP 
Email: missingpupils@gloucestershire.gov.uk
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