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Staff Flow Chart for Children Absences

Child Absent (Unexpected Absence) - Child does not attend a scheduled session
1. Confirm expected attendance
Staff check:

(s the child expected to attend today?
U ls the child recorded on the attendance register?
[1Has any authorised absence been communicated?

2. No reason for absence received
Staff member responsible for attendance:

1 Mark attendance register accurately as absent
1 Record absence as unexplained
O Inform the Designated Safeguarding Lead (DSL) or Deputy DSL

3. Contact parent/carer
Attempt contact using agreed communication methods:

U Telephone call
L] Text/message system
O Email (where appropriate)

Record:

¢ Time of contact attempt

e Person contacted

e Response received

o Reasonforabsence
4. Unable to contact parent/carer
Contact emergency contacts.

1 Record all attempts made
O Inform DSL
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5. DSL reviews situation

Consider:

Previous attendance concerns
Safeguarding concerns

Child vulnerabilities

Previous unexplained absences
Family circumstances

Risk of harm

6. Safeguarding concern identified?

YES

DSL follows safeguarding procedures:

[1Seek advice from Local Authority safeguarding team if required

[0 Consider referral to Children's Services

1 Contact emergency services if there is immediate risk

NO

Continue monitoring attendance and communicate with parent/carer.

7. Record and review

Ensure records include:

[0 Date and time of absence

1 Reason provided (if known)
] Actions taken
[ Staff involved
U Follow-up actions required
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Staff Flow Chart Child Missing from the Setting

Child cannot be located
1. Immediate action:
Staff member:

O Inform DSL/Manager immediately
1 Do not leave other children unsupervised
I Confirm child's identity and last known location

2. Search the immediate area
Staff check:

1 Classrooms

U Toilets

[ Offices

JOQutdoor areas

[ Quiet/safe spaces

1 Any known areas the child may access

3. Secure the setting
Site Lead/DSL:

[ Check entrances and exits

L] Review signing-in/out records

1 Establish when and where the child was last seen
1 Allocate staff to search safely

4. Child located?
YES

1 Check child's wellbeing

U Inform DSL

[1Record incident

1 Review circumstances and consider preventative action

NO
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5. Escalate immediately
DSL/Site Lead:

] Contact police and report missing child
U Inform parents/carers
[ Provide police with relevant information:

e Child's name and age
e Description/clothing
¢« Photograph (if available)
e Lastknown location
¢ Medical or additional needs
o Possible destinations
6. Ongoing response

I Follow police advice
1 Maintain supervision of remaining children
[1Record all actions and decisions

I Notify relevant safeguarding professionals where required

7. After the child is found
DSL/Site Lead:

I Ensure child is safe and supported

U Inform relevant parties

O Complete incident records

1 Review risk assessments and procedures
U Identify learning and preventative actions

Signed: K.Dean



