
Flow chart for non-engagement of home learning or pupil has not been seen and school are concerned.  
 
 
 

Pupil is not engaging with remote learning or working from home as required during the 
period that the school is not open to all pupils. Or: Pupil has not been seen (in line with 
pupil rag rating)  

 
 
 

School to make every effort to contact parent to discuss 
home learning and explain that there is an expectation that 
children must continue with their education & that the school 
have a responsibility to ensure pupils are safe & well.  

 
 
 
 

Phone call to parent during 
school hours: (trying all parent & 
emergency contact numbers)  

 
 
 
 

 

School to try to contact parent out 
of school hours  

 
 

 
 

Text message to parent  School Email parent requesting 

requesting call back  response. 

    
 
 
 

Contact established  
and discussion held  
with parent 

 
School to monitor  
for agreed period  

 
 

1st visit made to the family home – calling card should be left at the property if no response requesting 

contact. 2nd visit the following day and all reasonable enquiries to ascertain where the pupil is. 
 
 
 

If property is empty or there are signs that the occupants have vacated the property, a CME 
referral form must be completed and sent to childrenmissingeducation@telford.gov.uk School 
must continue to make ‘reasonable’ enquiries to locate the family 

 
 
 

Despite school efforts there is no response from parent and/or the child has not been seen 
 
 
 
 

School to send ‘Covid specific’ letter 
 

requesting contact.  
 

 
 
 
Any safeguarding concerns at any point in the 

process, advice should be sought from your DSL 

who may seek advice from Family Connect 

 
 

If there is no response from Parent/pupil within 5 working days: 

 
School to complete ASTR & submit to attendancesupportteam@telford.gov.uk to request an AST(C) 

notice/letter to be issued to parents 
 

If there is still no contact from parent/pupil the school should complete the CME referral (as above) 
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