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LCC Inclusion and Attendance – useful contacts and links:

	On/Off Roll changes                  
	rollchanges@lincolnshire.gov.uk 

	Children Missing Education
	cme@lincolnshire.gov.uk 

	Elective Home Education
	ehe@lincolnshire.gov.uk 

	School Attendance Support Team (Including PNAR and RTT)
	attendance@lincolnshire.gov.uk 

	School Attendance Orders
	sao@lincolnshire.gov.uk 

	Legal Panel 
Including Penalty Notice and SAO prosecutions
	legalpanel@lincolnshire.gov.uk 
Attendance@lincolnshire.gov.uk 
Penalty.notice@lincolnshire.gov.uk 

	Operation Encompass
	operationencompass@lincolnshire.gov.uk 

	Education MARAC
	educationMARAC@lincolnshire.gov.uk



LCC other teams – useful contacts and links:

	School Admissions)
	Schooladmissions@lincolnshire.gov.uk

	Fair Access Protocol
	FAP@lincolnshire.gov.uk 

	Penalty Notices
	Penalty.Notice@lincolnshire.gov.uk 

	Cross border Penalty Notices
	Crossborder.PenaltyNotice@lincolnshire.gov.uk

	Free School Meals
	Free_School_Meals@lincolnshire.gov.uk 

	Safeguarding in Schools
	safeguardinginschools@lincolnshire.gov.uk

	Pupil Reintegration Team
	PRT@lincolnshire.gov.uk

	Liaise
	liaise@lincolnshire.gov.uk 

	Ethnic Minority and Travellers Team
	EMTET@lincolnshire.gov.uk 

	Post-16
	Post16@lincolnshire.gov.uk 

	Virtual schools
	Virtualschool@lincolnshire.gov.uk 



Notification Survey links:

Children Missing Education - CME - Pupil attendance and absence notifications – Children Missing Education (CME) - Lincolnshire County Council 
Elective Home Education - EHE - Pupil attendance and absence notifications – Elective Home Education (EHE) - Lincolnshire County Council 
Pupils Not Attending Regularly - PNAR - Pupil attendance and absence notifications – Pupils Not Attending Regularly (PNAR) - Lincolnshire County Council 
Reduced Timetable - RTT - Pupil attendance and absence notifications – Reduced Timetable (RTT) - Lincolnshire County Council 
Alternative Provision: https://www.lincolnshire.gov.uk/school-attendance/pupil-attendance/6 Sickness Returns  - Pupil attendance, absence and alternative provision notifications – Sickness returns - Lincolnshire County Council
Notice to Improve - https://www.lincolnshire.gov.uk/noticetoimprove
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Inclusion & Attendance
[bookmark: _Toc178163274]On/off Roll

[bookmark: _Toc137191075][bookmark: _Toc137538330][bookmark: _Toc137539474][bookmark: _Toc137540854][bookmark: _Toc137552289][bookmark: _Toc178163210][bookmark: _Toc178163275]The on and off rolling of children at non-standard points of the year is maintained by the Roll Changes team when information is sent in regarding your joiners and leavers, either via Perspective Lite, or for those without this system, an appropriate spreadsheet. They make sure every child is tracked into a new setting when an off-roll request is made, or the appropriate steps have been taken through the CME referral process. 

Every school system has an Admissions register section and an Attendance register section within the Management Information System (MIS) e.g. SIMS / Integris / Scholar Pack etc.

[bookmark: _Toc178163276]Contents of the Admissions Register

The DFE Working together to improve Attendance Document 2024 is available here and explains the situation in these words:

Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk)The admission register must contain the personal details of every pupil in the school, along with the date of admission or re-admission to the school, information regarding parents and carers and details of the school last attended. A pupil’s name can only lawfully be deleted from the admission register if a reason set out in regulation 8 of the Education (Pupil Registration) (England) Regulations 2006, as amended, applies.

[bookmark: _Toc178163277]Contents of the Attendance Register
Schools must also take the attendance register at the start of each morning session of each school day and once during each afternoon session. On each occasion they must record whether every pupil is present, attending an approved educational activity, absent, or unable to attend due to exceptional circumstances.

[bookmark: _Toc178163278]Putting a child on roll 
For intake admissions, on national offer day or as soon as school receives the email from LCC School Admissions stating a child has been offered a place at your school we expect you to add the child to the school's admissions register.

All schools must notify the local authority within 5 days of adding a child to the admissions register.

DfE guidelines state the following code can be used until the child is on their attendance register*:

Code Z: Prospective pupil not on admission register 
In all cases where the Z code is being used, schools must ensure that they are following their safeguarding procedures/policy.

To enable schools to set up registers in advance of pupils joining the school to ease administration burdens. 
Most school admissions involve the school or admission authority offering a place to the parent of the prospective pupil (or, in the case of admission to sixth form, the prospective pupil). 
An offer of a place is not an agreement. Before a pupil can be registered at a school the parent (or prospective pupil) must have accepted the offer, either by agreeing the starting day in advance or by the fact of the pupil attending the school on that day. 
In the normal admissions round, when parents have accepted the school place and starting day offered, the local authority can communicate that agreement to schools on behalf of the parent. This can also be the case where the local authority co-ordinate in-year applications for school places. We expect the parent to arrange admission with the offered school within seven school days of the date of their offer letter of a school place.

[bookmark: _Toc178163279]Expected first day of attendance
Schools must enter pupils on the attendance register from the beginning of the first day on which that the pupil is due to attend the school. For most pupils the expected first day of attendance is the first day of the school year.

If a pupil fails to attend on the agreed or notified date, it is schools’ responsibility to establish the reason for absence. School can use the Z code until contact is made with the family and a start date agreed. If no contact is made, then school must follow their attendance procedures and report as Child Missing Education if relevant. (Please see details below regarding a referral to CME.) It is vital that all schools do this so that children do not become lost to the system.

For all children missing education, registration and attendance queries please contact inclusion and attendance on the following email addresses:
· Children missing education queries CME@lincolnshire.gov.uk 
· Registration and attendance queries attendance@lincolnshire.gov.uk 

If schools have not had contact with the family following their standard attendance procedures, and you have supporting information to suspect the family have moved, you will need to follow the CME process (see below). 

[bookmark: _Toc178163280]Updating School Roll
It is vital that information regarding school joiners and leavers are sent to Roll Changes (as per the procedures below), as we need up to date information on education settings for MARAC, Operation Encompass and Police enquires, CME, EHE, FSM, etc. 

Please note: you only need to notify roll changes for leavers and joiners moving at non-standard points of the year and/or if you have not been notified that information is collected by Orchestra. (See details regarding Orchestra below.). Leavers files need to contain details of where the child is moving to going forward.

[bookmark: _Toc178163281]CMJs and CMLs
For most schools, CMJs (Joiners) and CMLs (Leavers) files are schools’ way of notifying us of any changes to your school roll through Perspective Lite. This is not necessary if you have been notified that data is collected via Orchestra (see below for details). If you do not have access to Perspective Lite, please see information below regarding the independent school's spreadsheet. 

Mid-year admissions
When a pupil joins or leaves your school a CMJ or CML file needs to be uploaded to Perspective Lite, so Roll Changes can update Synergy and your SAM. Please ensure that you put in the end date for the CML and include all relevant details of where the child is moving to.

End of academic year
[bookmark: _Int_WHfZEElQ]The majority of pupil moves will not need individual CMJs/CMLs from schools. LCC will run a process for migration of pupils reaching the end of phase of the school they are in i.e.:
· off rolling pupils in N2 at nurseries, Y2 in Infant schools, Y6 in Primary schools, Y11 in Secondary without 6th form and Y13 in Secondary with 6 form, Year groups as appropriate for the special schools (N2, Y2 and Y6, Y11 and Y13 will be taken off your school roll).
· year group roll forward.
· on rolling pupils according to admissions information for where places have been accepted/offered at the next phase.

Any leavers outside those year groups and joiners not in the admissions information will need the usual CML/J files and schools should check their SAM and/or the reports from Perspective Lite as soon as possible in the new academic year to ensure they have the correct pupils (for example mid-year movements).

If your school has a 6th form, then any Year 11 pupils not staying on into Y12 will need a CML file sent.

[bookmark: _Toc178163282]Perspective Lite
For schools using Perspective Lite, you will need to upload CMJ/CML from your school to send to Roll Changes.  For schools that need to upload an excel document to Perspective Lite, please name the document rollchanges-school [DFE number] and put your school name within the document itself. Putting rollchanges in the title of the document ensures that it goes to the right team.

Please do not send Roll Changes for your whole school roll, only your current amendments, otherwise we will not be able to process and will ask you to resend an edited file.

Instructions for Perspective Lite: 
Website: https://www.ncer.org/Login.aspx?ReturnUrl=%2f
Head teachers in schools control accounts for Perspective Lite and should be able to create a new account if needed or re-issue credentials.

To upload CMJ/CML files in Perspective Lite navigate to:
· LA Services Tab
· LA Returns
· Red bar to:  Browse for files
· Then green bar to: Upload and Send files


Support:
· For system support there are a range of helpful guides here:
https://perspectivelite.zendesk.com/hc/en-gb

· For guidance on creating accounts:
Setting up your Users – Perspective Lite (zendesk.com)
User Permissions – Perspective Lite (zendesk.com)

If the holder of the Head account at the school has left, you will need to email the school performance data team with the name and email address of the new head, plus the school’s DfE number so they can ask the system providers to amend the Head’s account.

· For any other queries including navigation of folders and subscriptions you can email the Performance Data Team who will do their best to help or redirect you to appropriate support:
schoolsperformancedata@lincolnshire.gov.uk 

[bookmark: _Toc178163283]Dual registered pupils
Only upload a CMJ file for pupils who are dual registered at your school if you are the main school. If you have a pupil starting at your school as subsidiary, then email the details to Roll Changes email so they can log this.  Pupils who are subsidiary at your school will NOT show on your SAM.

Any e-mails including pupil information must be encrypted – standard e-mails are not secure enough to send pupil details under DPA.

All children, including those from Gypsy, Roma and Traveller families, can be on the register at more than one school. This is known as ‘dual registration’.

A ‘base school’ is the school that a child from a Gypsy, Roma or Traveller family most recently attended during the preceding 18 months, when the family was not travelling. If a school is the base school for a dual-registered child from a Gypsy, Roma or Traveller family, the law says the school cannot remove that child from the register just because they have registered at another school.

[bookmark: _Toc178163284]Independent Schools
Independent schools who cannot access Perspective Lite should complete and email their roll changes on the below spreadsheet to rollchanges@lincolnshire.gov.uk including only current relevant information. 

Please make sure forwarding information of where a child is being educated is also included, otherwise we will not be able to process. If you do not have this information, please follow your attendance procedures and report as CME if appropriate.

[bookmark: _Toc178163285]Special schools
If a child attending a specialist setting wishes to Electively Home Educate, please liaise with the child’s caseworker.

[bookmark: _Toc178163286]SAM
This is the best place to check that LCC have the same pupils listed at your school as your MIS system.  It is a live system so it will show what is currently on our system. Every school should have their own SAM log in details but if you are struggling to log, on please email school admissions.

Instructions for using SAM:
Website: https://lcc.cloud.servelecsynergy.com/SynergyWeb/Login.aspx?ReturnUrl=%2FSynergyWeb%2FSchools%2F

Once logged on, select view FSM Eligibility– this will bring up your complete pupil list. The status will show if they are FSM eligible.  You can use the filters on the left to filter the list to a certain year etc. (Select year you want to filter by then clicking search). However, the best way to filter by years so you can check against your MIS, is to click on the Actions drop down and select Export to Excel – this will bring your whole school list into an excel document which you then filter/sort by year etc and check against pupils in your MIS. – REMEMBER TO EXPORT PUPIL LIST BEFORE DOING ANY FILTERS IN SAM.

If there are any differences between your MIS and your SAM, please can you complete the Roll Changes Amendments form, which can be found on Perspective Lite. Please email this to Roll Changes.

School notification reports are run early on Monday morning and normally published to Perspective Lite on Monday – the data in the reports is up to the Sunday evening and is only correct to the time of running the report. Schools must log in to Perspective Lite to download their files.

The reports for Synergy are put in:
>LA Documents > Education Support > Synergy

There are folders in there for FSM eligibility and School Roll – where the 3 most recent reports are stored.

[bookmark: _Toc178163287]Orchestra
Orchestra automates the collection of data so schools do not have to manually generate and send their CMJ/CML files to Roll Changes, but you will need to supply connection details and wait to be specifically told you no longer need to manually send the files – implementation of this new system will take a while to get through due to the large number of schools in Lincolnshire. Each school will be e-mailed for their connection details at an appropriate time.

[bookmark: _Toc178163288]Leavers Forms
If a child is moving out of county or out of country, please ask the family to complete the form below and send to RollChanges@lincolnshire.gov.uk. If for any reason this cannot be done, or is not fully completed, you will need to register the child as CME, attaching the partially completed form if appropriate as part of the referral. Please note: Leavers Forms cannot be completed by school.

[bookmark: _MON_1726987065]Any queries regarding on/off roll please email rollchanges@lincolnshire.gov.uk

[bookmark: _Toc178163289]Children Missing from Education (CME)

The CME team follow up school investigations where a child has moved, and it cannot be established where the child is currently being educated. They endeavour to locate every child, including those moving out of county or out of the country, in conjunction with information and details provided by schools.
Lincolnshire County Council has a duty under section 436A of the Education Act 1996 to establish the identities of children who are missing from education. The Department for Education publishes statutory guidance for CMEs that local authorities must follow.
[bookmark: _Toc137191088][bookmark: _Toc137538345][bookmark: _Toc137539489][bookmark: _Toc137540869][bookmark: _Toc137552304]These children could be:
· not registered at a school
· [bookmark: _Toc137191089][bookmark: _Toc137538346][bookmark: _Toc137539490][bookmark: _Toc137540870][bookmark: _Toc137552305]their family’s whereabouts are unknown
· [bookmark: _Toc137191090][bookmark: _Toc137538347][bookmark: _Toc137539491][bookmark: _Toc137540871][bookmark: _Toc137552306]not attending or receiving an alternate education provision
· [bookmark: _Toc137191091][bookmark: _Toc137538348][bookmark: _Toc137539492][bookmark: _Toc137540872][bookmark: _Toc137552307]no longer habitually and ordinarily residing at their MIS registered address
[bookmark: _Toc137191092][bookmark: _Toc137538349][bookmark: _Toc137539493][bookmark: _Toc137540873][bookmark: _Toc137552308][bookmark: _Toc178163290]A child is not missing from education, if they are:

· [bookmark: _Toc137191093][bookmark: _Toc137538350][bookmark: _Toc137539494][bookmark: _Toc137540874][bookmark: _Toc137552309][bookmark: _Toc178163291]registered as Elective Home Educated (EHE)
· [bookmark: _Toc137191094][bookmark: _Toc137538351][bookmark: _Toc137539495][bookmark: _Toc137540875][bookmark: _Toc137552310][bookmark: _Toc178163292]on the roll of a school or alternative provision and their whereabouts are known but are not attending
· [bookmark: _Toc137191095][bookmark: _Toc137538352][bookmark: _Toc137539496][bookmark: _Toc137540876][bookmark: _Toc137552311][bookmark: _Toc178163293]on holiday
· [bookmark: _Toc137191096][bookmark: _Toc137538353][bookmark: _Toc137539497][bookmark: _Toc137540877][bookmark: _Toc137552312][bookmark: _Toc178163294]ill
· [bookmark: _Toc137191097][bookmark: _Toc137538354][bookmark: _Toc137539498][bookmark: _Toc137540878][bookmark: _Toc137552313][bookmark: _Toc178163295]have been absent for a long period but are still residing at their MIS registered address
· [bookmark: _Toc137191098][bookmark: _Toc137538355][bookmark: _Toc137539499][bookmark: _Toc137540879][bookmark: _Toc137552314][bookmark: _Toc178163296]are temporarily absent from home but they have indicated they will return.

Looked After Children and Children with a Child Protection or Child in Need Plan.
 
If a child attending your school is LAC then they will have a Social Worker and Virtual Schools Worker. If you receive information that the child may be moving placement and therefore be unable to attend your school you must liaise with the Social Woker and Virtual Schools. The child should remain on roll until you are advised otherwise by the above professionals.
If a child attending your school becomes a potential CME you refer as per the usual process and also contact the Social Woker/Early help Worker. You must not remove form roll until advised to do so by the Safeguarding and Education Welfare Officer.
 
[bookmark: _Toc178163297]Schools check list
Schools must complete reasonable checks before a referral to CME can be made.

Before reporting a CME, you must:
· ensure the child is not residing at the registered address. If they are still living at the registered address they are not classed as a Child Missing Education, they are a non-attending child. Please follow your school’s attendance policy. 
· contact sibling's schools.
· ensure you have any letters or emails ready to upload.
· make reasonable checks to try to establish the whereabouts of the child including a home visit
· have evidence to support that the child is not residing at the MIS registered address

If you have safeguarding concerns, please contact Children's Safeguarding on 01522 782111.

[bookmark: _Toc178163298]Refusing or withdrawing a school place
School must notify LCC if parent is refusing a school place, or you are withdrawing the offer. This is to ensure the child remains in education and their record is kept up to date. This includes incoming children (e.g. new joiners starting year 7). 

Please send in the relevant CML including details of where the pupil will be educated going forward. If it cannot be established where the child will be attending instead of your setting, you must follow your attendance procedures and register the child as CME if appropriate.




The School Admissions Code (2021 states:
Withdrawing an offer or a place*
2.13 An admission authority must not withdraw an offer unless it has been offered in error, a parent has not responded within a reasonable period of time, or it is established that the offer was obtained through a fraudulent or intentionally misleading application. Where the parent has not responded to the offer, the admission authority (the school) must give the parent a further opportunity to respond and explain that the offer may be withdrawn if they do not. Where an offer is withdrawn on the basis of misleading information, the application must be considered afresh, and a right of appeal offered if an offer is refused. 

2.14 A school must not withdraw a place once a child has started at the school, except where that place was fraudulently obtained. In deciding whether to withdraw the place, the length of time that the child has been at the school must be taken into account. For example, it might be considered appropriate to withdraw the place if the child has been at the school for less than one term.


	What reason is the parent giving for 
declining the offer of a school place?

	1. Choosing to stay at current school.

	You must directly contact the school to confirm the pupil is remaining with them.
If confirmed as being at current school, you need to email to Roll Changes to notify them that the pupil will not be joining you, confirming the details of where the child is continuing to be educated.

	2. a) Choosing to stay EHE.
    b) Choosing to start EHE.  
	a) Notify the EHE team to inform them the child is remaining EHE.
b) Report the child to EHE via the online referral form as usual.

	3. Waiting for outcome of an appeal to another school?
	The start date can be arranged for after the appeal has been heard. For normal round of admission use code Z to up to the new start date and mid-year admissions, please place on admissions register on agreed start date. In a case of an appeal of a mid-year application, where the pupil has an existing school place (within reasonable travel) they should continue to attend until the appeal is heard. If the existing school is no longer within reasonable daily travel the pupil the new allocated school should use the Z code until the appeal is heard if the start date agreed with parents has already passed. Safeguarding checks must continue during this time. 

	4. Has been confirmed as having a place at another school and will not be coming to you. 

	You must directly contact the school to confirm pupil is on roll with them and whether the pupil has started attending or there is an agreed start date.
You need to notify Roll Changes that the child will not be joining you and provide other school details.

	5. Haven't yet moved to catchment address due to a delay but still intends to eventually start with you.

	If the child is still attending their previous school, then you need to keep in contact to ensure a smooth transition.
If not attending previous school, check if they have kept the child on roll or logged them as CME.
If the child is coming from overseas, you can request travel details & confirmation of travel bookings. 
Keep a record of the current address & contact details of the person / parent the child is physically living with.
A new start date must be agreed which can be up to 6 weeks' time. The child is added to the attendance and admissions registers on the agreed start date.
You must send CMJ file within 5 days of the admissions notification.
You must report the child as CME via the LCC survey if the pupil does not arrive with you.

	6. No contact with the parent despite repeatedly;
· Phoning & texting 
· Emailing 
· Posting letters to last known address
· Home visit & open letter through the door 
· Contact previous school to check if the family are still there 
· Ask previous school if they have any additional contact details.

	You must send CMJ file within 5 days of the agreed start date.
You must report the child as CME using the LCC survey if you have had no contact from parents and have reasonable evidence that the family are not at the MIS registered home address.
You must continue to follow attendance procedures if the family agreed a start date, and this has passed. 
You must keep trying to contact the family.

	7. If the parent of a non-statutory school age Reception Child declines a place
	The school should ensure that written confirmation is received from the parent stating that they do not want the place, or they want it deferred until after the child’s fifth birthday. That confirmation must be sent to the School Admissions Team. SchoolAdmissions@lincolnshire.gov.uk 

School should also inform CME and Roll Changes cme@lincolnshire.gov.uk 
rollchanges@lincolnshire.gov.uk and if possible, provide information detailing what the parents intentions are for when the child does become of statutory school age.




Once on the schools roll schools need to log a child as a Child Missing Education after 5 school days of unauthorised absence via the survey link. Schools are expected to have followed their attendance procedures and completed a home visit before logging a child as CME. If the child is at the home address, this is not a case for CME and schools should continue to follow their attendance policy. Schools should try to contact parents on all lines of enquiry and continue to do so even after logging as CME. 
 
The child needs to remain on the schools roll until at least 20 school days have passed, and school and the local authority have undertaken reasonable checks to establish the child’s whereabouts. The child can be removed before this timescale if you are contacted by the child’s new setting, or the CME Team have confirmed you may remove. Please submit a CML at this time to remove the child from your school roll.

For children moving out of the county or country, please see information above regarding leavers forms. Children only need to be logged as CME if parents do not fully complete the form. If it is considered appropriate to refer to CME, please make sure that attendance procedures have been followed and a home visit has been completed to confirm the family have left on the expected date.

[bookmark: _Toc178163299]Family not returned after 10 days authorised leave
The following Government legislation* applies when families have not returned following authorised leave:

Ground H - The pupil has not returned following a leave of absence 
Relevant regulation 9(1)(h) 
245. Where a pupil has been granted a leave of absence and: 
• the pupil has not attended school within the ten school days immediately after the end of the period that the leave was granted for, 
• the school does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or an unavoidable cause, and 
 
• the school and the local authority have jointly made reasonable efforts to find out the pupil’s location and circumstances, but: 
 
o they have not succeeded, or 
o they have succeeded but they agree that there are no reasonable grounds to believe that the pupil will attend the school again, taking into account any reasonable steps that could be taken (either jointly or separately) to secure the pupil’s attendance. 
 
School Attendance (Pupil Registration) (England) Regulations 2024

Upon agreeing the leave of absence, school also need to notify the parent that if they do not return after the agreed period of leave, they may be at risk of losing their school place. If the child has failed to return to their home address or there has been no contact with parent, school needs to follow absence procedures and log the child as a Child Missing Education on the 11th day of absence if appropriate. 

[bookmark: _Hlk137547567]School are expected to have followed their attendance and absence procedures and completed a home visit before logging a child via the CME Survey. If the child is still living at / expected to return to the home address, this is not a case for CME and schools should continue to follow their attendance policy. If a child has 10 consecutive days of unauthorised absence and they are known to still be living at the original registered home address they need to be logged on the PNAR survey.
Schools should try to contact parents on all lines of enquiry and continue to do so even after logging as CME. 
 
If a child returns to your school after you have logged them or you have been notified by a new school that the child has started there, please notify the CME Team.

CME survey link: Pupil attendance and absence notifications – Children Missing Education (CME) - Lincolnshire County Council

· Click on ‘Report CME’.
· This will take you to another page, there is an option to create an account to save/track progress, you can do this if you want to or ignore and go straight to the next page by clicking ‘Next’.
· On the next page titled ‘School Password’, a password will be requested. The password is ‘Attend notifications’.
· Complete the questions asked on the survey.
· Once completion of the survey, an automatic email will be sent to yourself with a reference number.
· For RTT and PNAR, when reporting a repeat entry, use the reference number and access code given on the previous automated email. See the relevant sections below for more information.

Any queries or concerns regarding Children Missing Education please contact cme@lincolnshire.gov.uk

[bookmark: _Toc178163300]Elective Home Education (EHE)

Every child that is home educated should be referred to our EHE team, so that their education can be tracked and monitored on a regular basis. 
Schools must log a pupil as EHE as soon as possible after the parent has notified them of an intention to home educate their child.  This must be done via the link below. Elective Home Education Lincolnshire requires a copy of the letter/email that parent has provided informing the school of their decision to home educate. The last 2 years attendance data is also required.  Please ensure that you give the most up to date address and contact details for the family.

Please note: A child wishing to withdraw to EHE following a School Attendance Order being issued must have the authorisation of the local authority to be able to do so.

The Elective Home Education Protocol can be found : Home education – Before you begin - Lincolnshire County Council

EHE survey link: Report elective home education (EHE) | Create an account or login – Lincolnshire County Council

· Click on ‘Report EHE’.
· This will take you to another page, there is an option to create an account to save/track progress, you can do this if you want to or ignore and go straight to the next page by clicking ‘Next’.
· Click ‘NEXT’.
· On the next page titled ‘School Password’, a password will be requested. The password is ‘Attend Notifications’.
· Complete the questions asked on the survey.
· Once completion of the survey, an automatic email will be sent to yourself with a reference number.

One you have completed the information on the above link, you must upload a CML file for the pupil to Perspective Lite. For information on how to do this, please see the Perspective Lite section above.

Whilst we aim to answer all calls, please be aware that the EHE phoneline is not always manned, so there may be a delay in response. We therefore recommend all enquiries from schools should be emailed to ehe@lincolnshire.gov.uk.

[bookmark: _Toc178163301]Colleges
A child also needs to be registered as EHE if they are attending a part-time 14-16 provision. Please see information above on how to do this.

[bookmark: _Toc178163302]Special schools
Children moving from Special Schools to EHE should be kept on roll until it is confirmed a plan is in place for their home education. Please email ehe@lincolnshire.gov.uk after approximate four weeks to confirm that you are able to remove off roll.

Any queries regarding elective home education please email ehe@lincolnshire.gov.uk

[bookmark: _Toc178163303]School Attendance Support Team

[bookmark: _Hlk137548007]The School Attendance Support Team conduct the Targeting Support Meetings for mainstream academy schools. In addition, they also provide attendance and absence advice and guidance to all Lincolnshire schools (maintained, academy, alternative provision, specials, independents etc). Schools are welcome to join the strategic overview briefings, training workshops and Q&A drop-in sessions which occur regularly throughout the academic year. 
Password for all Notification Survey forms is: Attend Notifications 
[bookmark: _Toc178163304]Pupils not attending regularly (PNAR)
All schools are legally required to share information from their registers with the local authority. As a minimum this includes: 
Attendance returns: providing the local authority with the names and addresses of all pupils of compulsory school age who fail to attend school regularly or have been absent for a continuous period of ten school days where their absence has been recorded with one or more of the codes statistically classified as unauthorised (G, N, O, and/or U). 
Schools must be actively working these cases if appropriate
N/B -If the child’s whereabouts is not known they should have already been reported as CME.

When a pupil is not attending regularly (PNAR) then you must complete the relevant survey below.
Pupil attendance and absence notifications – Pupils Not Attending Regularly (PNAR) - Lincolnshire County Council

Any queries regarding PNAR please email attendance@lincolnshire.gov.uk

[bookmark: _Toc178163305]Sickness Returns
Pupil attendance, absence and alternative provision notifications – Sickness returns - Lincolnshire County Council
From August 2024, schools are required, as part of the statutory guidance Working together to improve school attendance, to inform the Local Authority of sickness returns. 
Schools are required to provide the Local Authority with the full name and address of all pupils of compulsory school age who have been recorded with code I (illness) and who the school has reasonable grounds to believe will miss 15 days consecutively or cumulatively because of sickness
In the majority of cases it is anticipated that schools will ensure the appropriate provision is in place to enable pupils with health needs to have continuity of education that is reasonably accessible. Lincolnshire’s Medical Needs Policy provides more information.
This information will be used to form part of the discussion in your TSMs with the local authority and to provide strategies and signposting as required. However, if you require advice or guidance outside of these meetings please contact the Attendance team by emailing attendance@lincolnshire.gov.uk.
Schools are required to provide a return in each of the six terms in an academic year for all pupils this applies to. 
Sickness returns | When to notify us – Lincolnshire County Council

[bookmark: _Toc178163306]Alternative Provision
Pupil attendance, absence and alternative provision notifications – Alternative Provision Notifications - Lincolnshire County Council
Schools can make their own arrangements with Alternative Provision providers. However, local authorities are expected to have a good understanding of any Alternative Provision, regulated or unregulated, directly commissioned or purchased by schools.
To enable us to achieve this, we expect all Lincolnshire schools to complete and return information regarding all Alternative Provision providers you commission, which we do not arrange. For example, you do not need to complete this information for Springwell Academy or Pilgrim Hospital School.
The return for each Alternative Provision provider you commission must be completed at the start of each academic year and then as and when you commission more, if applicable, throughout the year.
Report Alternative Provision | School password – Lincolnshire County Council

Gypsy/Roma and Traveller families:
All children, including those from Gypsy, Roma and Traveller families, can be on the register at more than one school. This is known as ‘dual registration’.

A ‘base school’ is the school that a child from a Gypsy, Roma or Traveller family most recently attended during the preceding 18 months, when the family was not travelling.
If a school is the base school for a dual-registered child from a Gypsy, Roma or Traveller family, the law says the school cannot remove that child from the register just because they have registered at another school.

On days when a pupil from a Gypsy, Roma or Traveller family is known to be out of area for occupational purposes and school have granted a leave of absence, the school can use the letter code T to record the absence. Parents/carers should make sure they let the school know in advance when they are going to be travelling, and when they expect to return, so that attendance and absence are recorded accurately.

On days when pupils, including those from Gypsy, Roma or Traveller families, are absent for other reasons (whether travelling or not), schools should use the appropriate code to record that absence. If the reason for a pupil’s absence is not known, it must be recorded as unauthorised absence.

Where a pupil has no fixed abode because their parent(s) is engaged in a business or trade that requires them to travel, there is an expectation that pupils over 6 years old attend at least 200 sessions each 12-month rolling period. The pupil must attend school as regularly as the business permits and therefore, if the business or trade permits the pupil to attend for more than 200 sessions per year, they should do so.

[bookmark: _Toc137191107][bookmark: _Toc137538364][bookmark: _Toc137539508][bookmark: _Toc137540888][bookmark: _Toc137552323][bookmark: _Toc178163307]Schools should ask parents of Gypsy, Roma and Traveller children to give as much advance notice as possible of dates when they will be away travelling. This will help the school to work with parents/carers to plan on-going education and will ensure that the children’s attendance and absence are recorded accurately. School can seek additional support, if needed, from EMTET to confirm return date and engage with parent.

Any queries regarding ethnic minority and traveller families please email EMTET@lincolnshire.gov.uk

[bookmark: _Toc178163308]Reduced Timetable (RTT)

Pupil attendance and absence notifications – Reduced Timetable (RTT) - Lincolnshire County Council
All pupils of compulsory school age are entitled to a full-time education. In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a temporary reduced timetable to meet their individual needs.
A reduced timetable:
· must only be in place for the shortest time necessary and not be treated as a long-term solution.
· should have a time limit by which point the pupil is expected to attend full-time.
· should be regularly reviewed with the pupil and their parents.
In agreeing to a RTT, a school has agreed to a pupil being absent from school and therefore must treat the absence as authorised. 
Schools can report a pupil's RTT using the link below:
Report reduced timetable (RTT) | School password – Lincolnshire County Council

Any queries regarding RTT please email attendance@lincolnshire.gov.uk



[bookmark: _Toc178163309]Termly Targeting Support Meetings (TSMs)

DfE guidance gives the following information on TSMs:
Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk)

‘92. As patterns of attendance are habitual, early identification and support is essential for individual pupils in need of help. Where barriers go beyond the classroom, this requires schools, local authorities, and other partners to work together to put joint support in place as quickly as possible. To enable this to happen, all local authorities are expected to organise regular Targeting Support Meetings with each school in their area so the school’s attendance leads and their point of contact in the local authority’s School Attendance Support Team can: 
• Build strong relationships and work collaboratively. 
• Identify, discuss, and agree action plans and joint approaches for severely absent pupils (where they do not already have a plan in place). 
• Discuss and agree approaches for persistently absent pupils where they have barriers to attendance that require a multi-agency response to overcome. 
• Agree which agency will act as lead practitioner, which will be the school in most cases, but can be a local authority or partner team where there are multiple needs if they are the most appropriate service. 
• Where schools seek it, conduct data analysis, including comparisons to other schools in the geographical area or identifying areas to focus attendance efforts on. 

93. The meeting is not an exhaustive discussion of attendance of all pupils on roll or an audit of the attendance register. Meetings should be virtual or in person and will usually be short but duration will be dependent on the levels of need and number of pupils or pupil cohorts to be discussed in a particular school. They should be focussed, with the allocated time prioritised in a way that benefits both the school and local authority. Meetings should not usually cover cases where joint action is not needed because support is already in place. The time together should be prioritised to discuss: 
• Cases where there are out of school barriers to attendance, no existing plan in place and joint action from school, local authority and partners is needed. 
• (Where time allows and the school would value the local authority’s advice), cases where there are not out of school barriers and schools are expected to put an action plan in place.’

The School Attendance Support Team will be conducting ‘Targeting Support Meetings’ for mainstream academy schools. It is expected that these meetings will be held with the designated SLT School Attendance Champion. If the School Attendance Champion or an equivalent SLT member is not available for the arranged meeting, then the meeting will need to be rearranged to a suitably convenient time. 

The TSMs for maintained schools will be conducted by their allocated Locality Lead. TSMs for alternative provisions, special schools, independents etc will be conducted by the most appropriate LCC team.

For more information on this please contact attendance@lincolnshire.gov.uk 

[bookmark: _Toc178163310]SLT School Attendance Champions
Schools should ensure that they have a designated attendance champion in the senior leadership team with clearly assigned responsibilities which are identified within the attendance policy, escalation of procedures and school improvement plan.

If your School Attendance Champion has changed, please complete the table below. It is important that we have the correct person to contact so we can provide each school with a named point of contact in the School Attendance Support Team, along with providing information about free strategic overview briefings & events

Summary table of responsibilities for school attendance (publishing.service.gov.uk) 
Working together to improve school attendance - GOV.UK (www.gov.uk)

N.B. Please copy & paste the table below into an email and return to attendance@lincolnshire.gov.uk putting ‘Change of SLT Attendance Champion’ in the subject heading.


	School URN
	School name
	Local Council District 
	Attendance Champion's first name
	Attendance Champion's last name
	Job title
	Member of SLT? Y/N
	Direct email address
	Direct phone number

	
	
	
	
	
	
	
	
	



[bookmark: _Toc178163311]Designated Safeguarding Lead (DSL)/Deputy DSL
Schools should ensure an appropriate senior member of staff, from the school leadership team, is appointed to the role of designated safeguarding lead. The designated safeguarding lead should take lead responsibility for safeguarding and child protection (including online safety). This should be explicit in the role holder’s job description.

If the DSL or DDSL has changed, it is vital that you email SafeGuardingInSchools@lincolnshire.gov.uk so that we have appropriate information should we need to share safeguarding notifications such as those sent on behalf of the Police for Operation Encompass.




[bookmark: _Toc178163312]School Attendance Data
The DfE are trialling the automatic daily collection of attendance data from all schools. 
Receiving daily attendance data will:

· give schools, local authorities and multi-academy trusts (MATs) access to more up-to-date pupil-level attendance data
· help you to meet the new expectations set out in working together to improve school attendance
· help to reduce your school’s workload with regards to collating attendance data

Schools should use the attendance reports (available through the online attendance dashboard) to help improve overall attendance by identifying trends and those individual pupils who need targeted support, along with improved sharing of attendance data with their board, governing body and local authority.

Further information: Share your daily school attendance data - GOV.UK (www.gov.uk)

[bookmark: _Toc178163313]School Attendance Support Team Drop-in Q&A Sessions
Look out in the School News Bulletin via Perspective Lite for details of Attendance drop-in sessions, briefings, and training sessions. The Q&A sessions are an opportunity for school attendance staff to join an online session where the I&A School Attendance Support Team who will endeavour to answer questions & queries relating to School Attendance. 

All training events are also emailed to Attendance Champions.
To have access to School News please email SchoolNews@lincolnshire.gov.uk 

To access events, attendees must book via Enable on the LSCP training website here: Log In - Enable (vc-enable.co.uk)

[bookmark: _Toc178163314]School Attendance Orders (SAO)

Where a child is not on school roll or does not have a suitable education in place if under EHE, the local authority can follow the SAO process to place a child back into school. School places are determined via the Fair Access Protocol (FAP).
If it appears to a local education authority that a child of compulsory school age in their area is not receiving suitable education, either by regular attendance at school or otherwise, they shall serve a notice in writing on the parent requiring him to satisfy them within the period specified in the notice that the child is receiving such education under Section 437 of the Education Act (1996).

Should the family not satisfy the local authority (LA) after the notice has been served, we will look to assigning a school place for the child to return to. A place will be assigned via the Fair Access Protocol, and the parent, school head and governors will be notified of the decision to place the child at the named school on a School Attendance Order. This letter details processes and gives an appropriate timeframe for school to raise any objections to the placement and parent has 15 days to register with the school.

A child placed by the Local Authority, on an SAO (School Attendance Order) remains the pupil of their named school until such time that they reach statutory school leaving age. Therefore, if for any reason the parent wishes to remove their child to home educate, the child cannot be removed from their school roll without prior agreement from the Local Authority.

Once a school is named on a SAO the place must remain available even if parents don’t make contact as parent can at any time make contact with school and register. If the order is not complied with, the LA will consider legal proceedings with a view to prosecute the family.

Any queries regarding school attendance orders, please email sao@lincolnshire.gov.uk
Any queries regarding the placement offered under Fair Access Protocol, please email fap@lincolnshire.gov.uk


[bookmark: _Toc178163315]Legal Prosecution

A parent who does not ensure the attendance of their child or provision of education 
elsewhere is at risk of a criminal investigation. The decision to follow this route by schools 
should not be taken lightly. It is not the position of the local authority to fine parents but to 
follow the best pathway to improve the attendance of children. If any other route can be 
taken to reach this goal, then it should be considered. Lack of improvement or lack of 
parental engagement in attempts to improve attendance could be considered as a reason to 
pursue a legal route.

To ensure that this has been investigated fully, schools are asked to contact their allocated SEWO 
officer for their school to discuss cases for penalty notices (other than family holidays) 
and prosecutions prior to submitting a report. Please email attendance@lincolnshire.gov.uk to discuss the case and also if you require further information. 

For any queries regarding existing prosecutions, please email legalpanel@lincolnshire.gov.uk

[bookmark: _Toc178163316]Operation Encompass - Education

Operation Encompass notifications are sent out to schools on behalf of Police where a school has not been named for a child on the incident report. We forward these directly on to schools. Please note: We are not given any further details of the incident and recommend that schools either contact police or, if considered appropriate, speak with the family regarding any concerns. Notifications can be sent regardless of whether the child was present or not at the actual event.
Operation Encompass relies on up-to-date information being available regarding a child’s education provision, so it is of upmost importance that school roll records are kept up to date with the local authority.
Any queries regarding operation encompass notifications, please email operationencompass@lincolnshire.gov.uk

[bookmark: _Toc178163317]Education MARAC

MARAC stands for Multi Agency Risk Assessment Conference (MARAC).  It is a meeting attended by agencies to discuss cases of domestic violence that professionals consider to be high risk.  The purpose of the MARAC is so that all the agencies involved in helping victims can agree how best to offer protection.  

MARAC will send information regarding a case to schools (where a child is showing as on roll), as well as a proforma which must be completed and returned by the due date stated in the email.  MARAC always requests information relating to all children (aged under 18 years) involved (including those not living in the household), regardless of whether the child was present or not at the actual event.

The Education MARAC team relies on up-to-date information being available regarding a child’s education provision, so it is of upmost importance that school roll records are kept up to date with the local authority.

Any queries regarding operation encompass notifications, please email educationMARAC@lincolnshire.gov.uk


Overview of Other Teams
[bookmark: _Toc178163318]School Admissions

The School Admissions team handle in-year applications for a change of schools at non-standard points in the year. 
When a placement offer has been made to a child by school, the local authority expects the parent to arrange admission with the offered school within seven school days of the date of the notification letter.
We expect schools to add the child to the school admissions register and attendance register on the agreed start date. 
If the child does not attend on the expected first day of attendance the school must take appropriate steps to investigate and challenge any non-attendance.  If after making reasonable enquiries there is no contact with the parents / carer the school must report the child as 'Child Missing Education' using the LCC CME survey. It is vital that all schools do this so that children do not become lost to the system.

The admission register must contain the personal details of every pupil in the school, along with the date of admission or re-admission to the school, information regarding parents and carers and details of the school last attended.
Any queries regarding registration and attendance please email attendance@lincolnshire.gov.uk.   
For on/off roll queries and CME please see the relevant sections above.
Any queries regarding mid-year admissions please email midyearadmissions@lincolnshire.gov.uk
For other queries regarding co-ordinated admissions at standard points of entry please email schooladmissions@lincolnshire.gov.uk

[bookmark: _Toc178163319][bookmark: _Hlk173845761]Fair Access Protocol (FAP)

Where it can be demonstrated that reasonable measures have been taken to secure a school place through the usual in-year admissions process and this has not been successful, or where a school place has not been sought due to exceptional circumstances, a child may be eligible for referral to the Fair Access Protocol (“FAP”). The purpose of a FAP is to ensure that vulnerable children, and those who are having difficulty in securing a school place in-year, are allocated a school place as quickly as possible, minimising the time the child is without suitable education. A points-based system is used to share these children out as equally as possible between Lincolnshire schools. 
Each school we approach is given the opportunity to refer the decision back to the LA via an “exceptional referral”. These are heard at FAP panel meetings. The panel may agree that the case meets the criteria to refuse the FAP request. An example would be that the child in question poses a significant safeguarding threat to an existing pupil. When an exceptional referral is agreed, we will then approach the next most suitable school or occasionally, refer to the Pupil Reintegration Team (PRT).
In addition, through the use of our weekly FAP panel, it’s decided which schools are best to be named on an SAO. Schools are given the same opportunity to refer through an exceptional referral as a FAP request if they feel an SAO for their school would be unsuitable.
The current Fair Access Protocol can be found at www.lincolnshire.gov.uk/directory-record/63863/fair-access-protocol
Any queries regarding the Fair Access Protocol email FAP@lincolnshire.gov.uk. 

[bookmark: _Toc178163320] Penalty Notices (FPN)

The attendance team issue fines at the request of schools to parents (where unauthorised absences have taken place; i.e. if their child is absent from school without permission). 
This includes:

· any absence marked in the register as unauthorised
· arrival at school after the register has been taken
· a holiday in term-time, which has not been agreed by the headteacher
· if a child is seen in a public place during school hours if they have been excluded

School fines can be paid via the following link:

https://www.lincolnshire.gov.uk/school-attendance/school-fines/3 

Any queries regarding fixed penalty notices, please email Penalty.Notice@lincolnshire.gov.uk

[bookmark: _Toc178163321][bookmark: _Hlk173848429]Free School Meals (FSM)

The FSM team verify the eligibility of children to receive FSMs at school.

In the first instance, schools should direct parents to make an application via the parent portal on this link https://lcc.cloud.servelec-synergy.com/SynergyWeb/Parents/default.aspx.

If parents are unable to use the portal you can either ask them to call the Customer Service Centre on 01522 782030 or, using a completed registration form (signed and kept on pupil file), enter the details via Perspective Lite on https://snaps.lincolnshire.gov.uk/snapwebhost/s.asp?k=156707929131
The registration form can be found here: Free school meals and pupil premium: model form for schools - GOV.UK (www.gov.uk)
Schools can view all pupils FSM eligibility status via the Schools Access Module (SAM). 

Please note – based on DfE guidance for Transitional Protection, any pupil that comes to you from an out of county school with FSM eligibility on their CTF should be considered as FSM eligible.  The Out of County FSM eligibility will take priority over the status in SAM (SAM will be updated following a Census).

For a comprehensive look at FSM administration the Food Education Team offer training/refresher sessions periodically throughout the year covering such topics as: What is Transitional Protection; Pupil Premium & Ever6FSM; Refugees and No recourse to public funds eligibility and more. Details for sessions are sent out via the School News (see below for details on the school news) and you can book on the links provided. 
Any general queries regarding free school meals, please email free_school_meals@lincolnshire.gov.uk or call 01522 782030.

For queries regarding training, please email hannahm.clark@lincolnshire.gov.uk and alison.coates@lincolnshire.gov.uk who can offer planned training sessions and also one to ones at schools. 

REMINDER:
· Any documents you send must include your school's name and DFE number
· Please make sure you school roll is accurate and up to date. Any changes need to be made via Roll Changes. See Roll Changes section above for more details if you need to update records or make any amendments to your current school roll as this will affect FSM eligibility. 
· Any e-mails including pupil information must be encrypted – standard e-mails are not secure enough to send pupil details under DPA

NOTE: If parents have themselves elected to home educate then they are not eligible for the FSM vouchers, as only pupils who are both on school roll and meet the FSM criteria would qualify for free school meals.  

(Some of these pupils may have been on roll at a school prior to EHE and would have qualified for any related vouchers, however if they are no longer on roll at a school, they will not qualify for vouchers as schools are responsible for issuing them.) However, if the child is supported by the Local Authority, by Home Tuition due to being SEN, then vouchers are arranged via the Home Tuition team.




[bookmark: _Toc178163322]Safeguarding in Schools

Safeguarding in Schools offer a training package that covers a full range of services, including:

· Designated safeguarding leads updates
· Drop-ins for designated safeguarding leads
· Safeguarding awareness training package with train-the-trainer session
· Safeguarding in schools and education settings self-assessment audit with training
· Safeguarding additional training
· Safeguarding advice and guidance
· We also offer a moderation of a school's safeguarding audit (at an additional cost)

You can purchase the Safeguarding in Schools package via the following link:
Safeguarding in schools and education settings – Lincolnshire County Council. The password is ‘Educational Settings’ which will allow you to purchase access to safeguarding support, training, and events. Schools will need to complete the purchase each academic year.

For more information you can contact the team at safeguardinginschools@lincolnshire.gov.uk.


[bookmark: _Toc178163323]Pupil Reintegration Team (PRT)

Exclusion is a measure which headteachers can use to deal with a breach of the school's behaviour policy. The policy must be available on the school's website.
During the first five days of an exclusion, your child must not be in a public place during school hours without good reason. You could be liable for a Fixed Penalty Notice.
If your child has been excluded and you would like advice:
· email PRT@lincolnshire.gov.uk 
· call 01522 555798 (North Lincolnshire) or 01522 555816 (South Lincolnshire)
· write to Pupil Reintegration Team, Lincolnshire Children's Services, Room 141D, County Offices, Newland, Lincoln, LN1 1YQ
[bookmark: _MON_1748154258]Information regarding Intervention Panels can be found within the Behaviour Ladder and information for the Medical Panel can be obtained from the pupil re-integration team. 
[bookmark: _Toc178163324]Liaise

Liaise is the SEND Information, Advice and Support Service for Lincolnshire.  We provide free, confidential and impartial information, advice and support to children and young people (0 – 25) with SEND and their parents and carers.
We are a self-referral service, and professionals can make a referral on behalf of the parent or carer with their consent Liaise – What is Liaise? - Lincolnshire County Council 
[bookmark: _Toc178163325]Ethnic Minority and Traveller Education Team (EMTET)

The Ethnic Minority and Traveller Education Team (EMTET) supports children from minority backgrounds. It aims to:
· help children to access appropriate education
· promote different cultures
· challenge racism and discrimination

The team provides:
· support for individual children through our referral system
· wellbeing and cultural packages to schools
· support for supplementary schools
· support for community projects
· collaboration with other organisations
· organisation of cultural events
· workshops and training events
· resources, such as books and bilingual materials

Email EMTET@lincolnshire.gov.uk if you would like to:
· refer a pupil for support
· request school support
· report a racist incident

Alternatively, call 01427 787190.
[bookmark: _Toc178163326]Post-16

Current legislation has increased the age to which all young people in England are required to continue in education or training. Each child is therefore required to continue in some form of education or training until their 18th birthday. 
Lincolnshire County Council’s Teenage Data Team may be in touch with school leavers, to establish the education, employment, or training status for the next academic year.
For those schools with a 6th Form, it is important that children leaving at the end of year 11 are taken off roll by reporting the school leaver to Roll Changes as per guidance above. (Note: For schools without a 6th form, all year 11 leavers will automatically be off-rolled.)
[bookmark: _Toc178163327]Updates & Information

[bookmark: _Toc178163328]School News Bulletin
The School Newsletter is published every Friday via Perspective Lite and includes updates and useful information across all areas of inclusion and attendance.

For more information please contact SchoolNews@lincolnshire.gov.uk 

[bookmark: _Toc178163329]School Attendance Support Team Updates
You may also receive important updates direct from the School Attendance Support Team. These updates will be emailed out to the designated School Attendance Champion for them to distribute with school to relevant staff.

[bookmark: _Toc178163330]Safeguarding In Schools/Safeguarding News
The Safeguarding News is a newsletter with important updates and information, and includes contributions from various organisations including the LSCP and Stay Safe Partnership, etc.

Schools can access the Safeguarding News through the Perspective Lite website. Each school should have at least one person with access to this. More users can be added (see the section on Perspective Lite for guidance on this if needed). The Safeguarding News is released every Tuesday during school term time with all previous copies always available too. There is also a Safeguarding section within the local authority documents area which contains lots of useful information too.

[bookmark: _Toc178163331]Guide for Notification Surveys
We have sent out a ‘quick’ guide to all schools covering basic information on how to refer to CME, EHE, PNAR and RTT, as well as updating Roll Changes. This information is also included in this guide, but if you would like a copy of this sending to you for easier reference, please email the relevant team and we will be happy to resend.

Just a reminder the password for all Notification Surveys is: Attend Notifications

[bookmark: _Toc178163332]Other Useful Information

DFE Children Missing Education
https://www.gov.uk/government/publications/children-missing-education

DFE Working together to improve school attendance
Working together to improve school attendance - GOV.UK (www.gov.uk)

DFE Elective Home Education
https://www.gov.uk/government/publications/elective-home-education

Lincolnshire County Council website
Schools and education – Lincolnshire County Council  

Customer Service Centre (Children’s Services)
01522 782111
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Operation Encompass Designated Safeguarding Lead (DSL) and Deputy DSL Update Form

Please note, that Operation Encompass have a strict policy of only accepting 2 email addresses per school.


Name of person completing form.

           Click here to enter text

·  Form completion date 


          Click here to enter text

·  Schools full name


            Click here to enter text


Name and email address of the DSL/Deputy DSL you wish to be removed from the Operation Encompass notification list- complete as appropriate:

· Remove -DSL full name

     Click here to enter text


· DSL email address 


            Click here to enter text

· Remove- Deputy DSL full name 

           Click here to enter text

· Deputy DSL email address 


             Click here to enter text

Name and email address of the DSL/Deputy DSL with no change to their DSL/Deputy DSL position or email address / Name and email address of the newly appointed DSL/Deputy DSL contact you now wish to be added to receive Operation Encompass notifications- complete all sections below as appropriate 

· Keep/or add- DSL full name

     Click here to enter text


· DSL email address 


          Click here to enter text


· Keep/or add -Deputy DSL full name 


           Click here to enter text


· Deputy DSL email address 


             Click here to enter text


Please return this form to SafeguardingInSchools@lincolnshire.gov.uk 

[image: image1]
