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Off roll notification
Before completing this form, please read off roll notification guidance, Norfolk Children Missing Education policy and appendices

We work in an integrated way with other children’s services teams in Norfolk County Council and with partner organisations. We may share this information with relevant teams in Norfolk County Council and partner organisations to ensure we deliver the best possible outcomes for children, young people and families in Norfolk.

All schools have a statutory responsibility to conduct joint reasonable enquiries with Norfolk County Council to ascertain missing child’s whereabouts before a pupil is removed from roll.  Please contact the Children Missing Education Team on 01603 307716 between 10am and 11am to discuss in the first instance for telephone consultation for any possible pupils missing from education.

If other grounds are met for removal from roll or you have received agreement from the Children Missing Education Team to remove from roll, please proceed with completion of the online form.

All relevant sections of this form must be completed to establish whether grounds for legal removal from roll are met.  Incomplete forms without supporting evidence will be returned.

[bookmark: _GoBack]If there is a significant risk of harm regarding a child, the school’s Designated Safeguarding Lead (DSL) should contact Norfolk Children’s Advice & Service (CADS) on 0344 800 8021 as well as contacting the Children Missing Education Team so that urgent action can be taken as required.

Reason for removing pupil from Admission Register
	Code
	Removal from register reason
Please highlight applicable code
	Evidence required
	Action

	[bookmark: _Hlk534966267]A
	School Attendance Order has been revoked
	Submit evidence of NCC Attendance Team revocation of School Attendance Order
	Upload evidence

	B
	Pupil is registered at another school
	Name of new school
	

	
	
	DfE number
	

	
	
	Start date at new school
	

	
	
	Evidence of confirmation of enrolment from new school
	Upload evidence

	
	
	Pupil’s new address
	

	C
	Ceasing of dual registration
	Last known date attended
	

	
	
	Name of school that will have single registration
	

	
	
	DfE number of school with single registration
	

	
	
	Submit evidence of consent of deletion from dual registration school
	Upload evidence

	D
	Elective home education
	Last known date attended
	

	
	
	Submit copy of the parental/
guardian notification letter confirming their intention to educate the child
	Upload evidence

	
	
	Submit approval from EHCP Coordinator for pupils with EHCPs enrolled at complex needs school
	Upload evidence

	E
	Pupil has moved, ceased to attend and the new address is beyond reasonable distance from registered school
	Last known date attended
	

	
	
	New address
	

	
	
	Name of new school 
(if known)
	

	
	
	Copy of visa, work permit of other supporting documentation if family emigrating/moving abroad
	Upload evidence

	
	
	Submit approval from Fair Access Manager for Yr11s moving within Norfolk
	Upload evidence

	F
	Pupil has failed to return within 10 days of expected return from agreed leave of absence
	Last known date attended
	

	
	
	Removal from roll has been agreed by NCC CME Officer
	

	
	
	Please provide name of NCC CME Officer
	

	
	
	Removal from roll date agreed with NCC CME Officer
	

	G
	Pupil is certified as medically unfit and is likely to remain so beyond compulsory school age
	Last known date attended
	

	
	
	Submit confirmation from Medical Officer
	Upload evidence

	
	
	Submit confirmation from parents/guardians that pupil will not be returning to school before ceasing to be of compulsory school age
	Upload evidence

	H
	Pupil’s whereabouts are unknown
	Last known date attended
	

	
	
	Removal from roll has been agreed by NCC CME Officer
	

	
	
	Please provide name of NCC CME Officer
	

	
	
	Removal from roll date agreed with NCC CME Officer
	

	I
	Pupil is in custody
	Last known date of attendance
	

	
	
	Is the pupil serving a custodial sentence of four months or longer?
	

	
	
	Submit confirmation from Youth Offending Team agreeing to removal from roll
	Upload evidence

	
	
	Date of expected release
	

	J
	Pupil is deceased
	Last known date attended
	

	K
	Pupil will cease to be of compulsory school age before start of next academic year
	Last known date attended
	

	
	
	Submit confirmation that parent/guardian/pupil has indicated that the pupil will cease to attend
	Upload evidence

	
	
	Keeping in Touch Team has been informed
	

	L
	Pupil’s name has been removed from roll of independent school

Please note:
· If new school is known, complete using code B
· If new address beyond reasonable distance is known, complete using code E
· If pupil’s new school is not known, please complete possible pupil missing education telephone consultation with CME Team prior to removal from roll
	Last known date attended
	

	
	
	Last date of notice period
	

	
	
	If placement is NCC funded, has Cessation Notice been approved and issued
	

	M
	Permanent exclusion and appeal process has completed
	Last known date attended
	

	N
	Pupil was enrolled in Nursery but not enrolled into Year R
	Last known date attended
	

	
	
	Name of school allocated for Reception
	

	O
	Pupil is a boarder and fees remain outstanding at end of school term to which they apply
	Submit evidence of welfare considerations
	Upload evidence

	
	
	Last known date attended
	

	
	
	Removal from roll has been agreed by NCC CME Officer
	

	
	
	Removal from roll has been agreed by NCC CME Officer
	

	
	
	Please provide name of NCC CME Officer
	



Pupil information
	Unique Pupil Number (DfE UPN)
	

	First Name
	

	Legal surname
	

	Known as
	

	Date of birth
	

	Ethnicity
	

	Gender
	

	Year group
	

	Name of last known school
	

	GP and surgery contact details
	

	Name and school of siblings
	



Parent/guardian information (please add additional parent/carers as required)
	Title
	

	First name
	

	Surname 
	

	Relationship to pupil
	

	Address
	

	Postcode
	

	All known contact telephone number/s
	

	All known contact email address/s
	

	Name and contact details from emergency contact information and any other family members
	



Does pupil have Looked After Child status
	Does the pupil have Looked After Child Status? 
	

	Which Local Authority has responsibility for the pupil?
	

	Please confirm NCC Virtual school or relevant LA social worker have approved removal from roll
	





Children’s Services
	Does the school have any safeguarding concerns?
	

	Have you checked with your Designated Safeguarding Lead/s?
	

	Is pupil open as to Early Help/Children in Need/S47 Child Protection/Youth Offending Team
	

	Name of allocated worker/s
	

	Contact details of allocated worker/s
	

	Have you informed the allocated worker/s of the removal from roll
	



Declaration
	Name of person completing this form
	

	Job title
	

	Name of school
	

	DfE Number
	

	Contact email address 
	

	Contact telephone number
	



This removal from school roll notification has been completed with the full knowledge and authorisation of the headteacher.

	Date of removal from admission register (off roll):
	



	Date CTF sent to new school or lost pupil database
	



Please note whenever a pupil leaves a maintained school a Common Transfer File (CTF) MUST accompany the pupil. Further information on the transfer of a CTF see guidance.

Please upload this form with relevant documents via Any Comms Plus to CME Team. Schools without access to Any Comms Plus should securely email cme@norfolk.gov.uk.
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