Dear Parent/Guardian
Part of our safeguarding processes at (INSERT PRACTICE NAME), involves reviewing the records of children who have not been brought in to booked medical appointments (at the practice or other healthcare provider). Having a booked appointment indicates that someone has seen a need for medical attention to be sought. We therefore feel that it is important that this gets followed up.
We have identified that [INSERT CHILD’S NAME] missed an appointment on [INSERT DATE] at [INSERT PLACE OF APPOINTMENT].
We do understand that there are a number of reasons why appointments can be missed, and some of these are unforeseen. However, we request, whenever possible, that appointments are cancelled in advance and a reason is given. Knowing why problems with attending appointments are happening, helps us to identify if there is anything we can do to support the right medical attention being provided in a timely way.
There are occasions when missing appointments may trigger safeguarding investigations, particularly if this happens on multiple occasion or if the seriousness of the appointment is deemed such that missing just one may indicate a child may be at risk.
This is obviously normally the exception to the rule and as noted above there is normally a good reason for why the appointment has not been attended. However, current safeguarding advice means that we have a duty of care to check what this reason is. This comes in the wake of investigations into previous cases where there has been an untoward underlying reason for children not been taken to appointments and that this was missed by health/social care professionals.
[bookmark: _GoBack]We appreciate this may feel like an intrusion but would be grateful if you could let us know the reason for non-attendance.  This request, as noted above, has been generated on the back of national advice on children who have not attended appointments and we would be grateful for your help in confirming that there is no need for concern following your child’s missed appointment.
Yours sincerely



