Policy Document

Individual potential unleashed.
Committed to the wellbeing of every child.

Children Missing Education
Bedford Greenacre Independent School works with Local Authorities and follow their guidance if
a child is missing from education at our provision.
Our Safeguarding Policy states that a child missing education from school due to repeated or
unexplained absence, or by leaving the school unexpectedly is a potential indicator of abuse or neglect,
or where a family may be in need of additional support.
We carry out daily registration and absences are dealt with in accordance with our Attendance Policy,
covering those instances where:
•
•
•

there is a repeated pattern of absence
the reason for absence is unclear or unexplained
a member of staff has concerns about the nature of a pupil’s absence.

In these instances, the School’s Designated Safeguarding Lead (DLS)/Deputy DSL will be consulted and, if
appropriate, a Cause for Concern Form completed. The DSL/Deputy DSL will then follow the procedure
outlined in the Schools Safeguarding Policy and notify the relevant Local Authority’s Children Missing
Education Officer
The advice on children missing education to Local Authorities is as follows:
Introduction:
This statutory guidance sets out key principles to enable local authorities in England to implement their
legal duty under section 436A of the Education Act 1996 to make arrangements to identify, as far as it is
possible to do so, children missing education (CME). Local authorities should be able to demonstrate that
they have considered this statutory guidance and where it is not followed, the local authority should have
reasonable grounds for not doing so. This advice is not exhaustive and local authorities will need to take
into account the circumstances of individual cases.
Notifying the Local Authority when a child is removed from the register:
All schools (including academies and independent schools) must notify their local authority when
they are about to remove a pupil’s name from the school admission register under any of the fifteen
grounds listed in the regulations 1 (Annex A).
This duty does not apply when a pupil’s name is removed from the admission register at
standard transition points – when the pupil has completed the final year of education normally
provided by that school – unless the local authority requests that such returns are to be made.
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When removing a pupil’s name, the notification to the local authority must include:
(a) the full name of the pupil,
(b) the full name and address of any parent with whom the pupil normally resides,
(c) at least one telephone number of the parent,
(d) the pupil’s future address and destination school, if applicable, and
(e) the grounds in regulation 8 under which the pupil’s name is to be removed from the
admission register (see Annex A).
Schools must make reasonable enquiries to establish the whereabouts of the child jointly with the local
authority, before deleting the pupil’s name from the register if the deletion is under regulation 8(1), subparagraphs (f)(iii) and (h)(iii) (see Annex A).
All schools must also notify the local authority within five days of adding a pupil’s name to the admission
register at a non-standard transition point. The notification must include all the details contained in the
admission register for the new pupil.
This duty does not apply when a pupil’s name is entered in the admission register at a standard transition
point – at the start of the first year of education normally provided by that school – unless the local
authority requests that such returns are to be made.
When adding a pupil’s name, the notification to the local authority must include all the details
contained in the admission register for the new pupil.
Regulation 8 of the Education (Pupil Registration) (England) Regulations 2006
Introduction – overview
•
•

•

All children, regardless of their circumstances, are entitled to an efficient, full time education
which is suitable to their age, ability, aptitude and any special educational needs they may
have.
Children missing education are children of compulsory school age who are not registered pupils
at a school and are not receiving suitable education otherwise than at a school. Children missing
education are at significant risk of underachieving, being victims of harm, exploitation or
radicalisation, and becoming NEET (not in education, employment or training) later in life.
Effective information sharing between parents, schools and local authorities is critical to ensuring
that all children of compulsory school age are safe and receiving suitable education. Local
authorities should focus their resources effectively in intervening early in the lives of vulnerable
children to help prevent poor outcomes.

Local authorities’ responsibilities:
Local authorities have a duty under section 436A of the Education Act 1996 to make arrangements to
establish the identities of children in their area who are not registered pupils at a school and are not
receiving suitable education otherwise. This duty only relates to children of compulsory school age.
The Local Authority should consult the parents of the child when establishing whether the child is receiving
suitable education. Those children identified as not receiving suitable education should be returned to full
time education either at a school or in alternative provision. Prompt action and early intervention are
crucial to discharging this duty effectively and in ensuring that children are safe and receiving suitable
education.
Local authorities should have robust policies and procedures in place to enable them to meet their duty
in relation to these children, including ensuring that children enter education when they reach compulsory
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school age.
A child reaches compulsory school age on or after their fifth birthday. If they turn 5 between 1January
and 31 March, then they are of compulsory school age on 31 March; if they turn 5 between 1 April and 31
August, then they are of compulsory school age on 31 August. If they turn 5 between 1 September and 31
December, then they are of compulsory school age on 31 December. A child continues to be of
compulsory school age until the last Friday of June in the school year that they reach sixteen.
Local authorities must have effective tracking and enquiry systems in place, and appoint a named
person to whom schools and other agencies can make referrals about children who are missing
education.
Some children who are missing from education can be identified and supported back into education
quickly; other children who have experienced more complex problems face tougher obstacles to getting
back into suitable education. When developing policies and procedures for children not receiving a
suitable education, local authorities should consider the reasons why children go missing from education
and the circumstances that can lead to this happening.
Arrangements made under section 436A also play an important role in fulfilling the Local
Authority’s wider safeguarding duties. This duty should therefore be viewed alongside these wider duties
and local initiatives that aim to promote the safeguarding of children.
Local authorities should have in place arrangements for joint working and information sharing with other
local authorities and agencies. Individual local authorities can determine the specific detailed
arrangements that work best in their area that not only meet this statutory duty but also enable them to
contribute to a range of work aimed at improving outcomes for children.
The Working together to safeguard children statutory guidance provides advice on inter-agency
working to safeguard and promote the welfare of children. Local authorities should undertake regular
reviews and evaluate their policies and procedures to ensure that these continue to be fit for purpose in
identifying children missing education in their area.
Where there is concern for a child’s welfare, this should be referred to local authority children’ssocial care.
If there is reason to suspect a crime has been committed, the police should also be involved. Where there
is a concern that a child’s safety or well-being is at risk, it is essential to take action without delay.
Local authorities have other duties and powers to support their work on CME. These include:
•
•
•
•
•

Arranging suitable full-time education for permanently excluded pupils from the sixth school
day of exclusion;
Safeguarding children’s welfare, and their duty to cooperate with other agencies in
improving children’s well-being, including protection from harm and neglect;
Serving notice on parents requiring them to satisfy the local authority that the child is receiving
suitable education, when it comes to the local authority’s attention that a child might not be
receiving such education;
Issuing School Attendance Orders (SAOs) to parents who fail to satisfy the local authority that
their child is receiving suitable education, if the local authority deems it is appropriate that the
child should attend school;
Prosecuting parents who do not comply with an SAO7;

•

Prosecuting or issuing penalty notices to parents who fail to ensure their school registered child
attends school regularly; and

•

Applying to court for an Education Supervision Order for a child to support them to go toschool.
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Parents’ responsibilities:
•

•

•

•

Parents have a duty to ensure that their children of compulsory school age are receiving suitable
full-time education. Some parents may elect to educate their children at home and may
withdraw them from school at any time to do so, unless they are subject to a School Attendance
Order.
Where a parent notifies the school in writing that they are home educating, the school must
delete the child’s name from the admission register and inform the local authority. However,
where parents orally indicate that they intend to withdraw their child to be home educated, the
school should consider notifying the local authority at the earliest opportunity.
Children with Education, Health and Care (EHC) plans or statements of special educational needs
(SEN) can be home educated. Where the EHC plan or statement sets out SEN provision that the
child should receive at home, the local authority is under a duty to arrange that provision. Where
the EHC plan or statement names a school or type of school as the place where the child should
receive his or her education but the parent chooses to home educate their child, the local
authority must assure itself that the provision being made by the parent is suitable. In such cases,
the local authority must review the plan or statement annually to assure itself that the provision
set out in it continues to be appropriate and that the child’s SEN continue to be met.
Bedford Greenacre Independent School will hold two emergency contact numbers for each child
on roll where at all possible.

Bedford Greenacre Independent School’s responsibilities:
•
•
•
•
•
•

•

Schools must enter pupils on the admission register at the beginning of the first day on which
the school has agreed, or been notified, that the pupil will attend the school.
If a pupil fails to attend on the agreed or notified date, the school should undertake
reasonable enquiries to establish the child’s whereabouts and consider notifying the local
authority at the earliest opportunity.
Schools must monitor pupils’ attendance through their daily register.
Schools should agree with their local authority the intervals at which they will inform local
authorities of the details of pupils who fail to attend regularly, or have missed ten school days or
more without permission
Schools should monitor attendance closely and address poor or irregular attendance. It is
important that pupils’ poor attendance is referred to the local authority.
Where a pupil has not returned to school for ten days after an authorised absence or is absent
from school without authorisation for twenty consecutive school days, the pupil can be removed
from the admission register when the school and the local authority have failed, after jointly
making reasonable enquiries, to establish the whereabouts of the child. This only applies if the
school does not have reasonable grounds to believe that the pupil is unable to attend because of
sickness or unavoidable cause.
Bedford Greenacre Independent School have a safeguarding duty in respect of their pupils, and
as part of this will investigate any unexplained absences.

Recording information in the school’s admission register
It is important that the school’s admission register is accurate and kept up to date. Schools should
regularly encourage parents to inform them of any changes whenever they occur, through using existing
communication channels. This will assist both the school and local authority when making enquiries to
locate children missing education.
Where a parent notifies a school that a pupil will live at another address, all schools are required
to record in the admission register:
•
•
•

the full name of the parent with whom the pupil will live;
the new address; and
the date from when it is expected the pupil will live at this address.
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Where a parent of a pupil notifies the school that the pupil is registered at another school or will be
attending a different school in future, schools must record in the admission register:
•
•

the name of the new school; and
the date when the pupil first attended or is due to start attending that school.

Sharing information with the local authority:
Schools must notify the local authority when a pupil’s name is to be removed from the admission register
at a non-standard transition point under any of the fifteen grounds set out in the regulations, as soon as
the grounds for removal is met and no later than the time at which the pupil’s name is removed from the
register.
This duty does not apply at standard transition points – where the pupil has completed the school’s final
year – unless the local authority requests for such information to be provided.
Where a school notifies a local authority that a pupil’s name is to be removed from the
admission register, the school must provide the local authority with:
•
•
•
•
•
•
•
•

the full name of the pupil;
the full name and address of any parent with whom the pupil lives;
at least one telephone number of the parent with whom the pupil lives;
the full name and address of the parent who the pupil is going to live with, and the date the pupil
is expected to start living there, if applicable;
the name of the pupil’s destination school and the pupil’s expected start date there, if
applicable; and
the grounds in regulation 8 under which the pupil’s name is to be removed from the
admission register (see Annex A).
All schools are required to notify the local authority within five days when a pupil’s name is added
to the admission register at a non-standard transition point.
Schools will need to provide the local authority with all the information held within the admission
register about the pupil. This duty does not apply when a pupil’s name is entered in the
admission register at a standard transition point – at the start of the first year of education
normally provided by that school – unless the local authority requests for such information to be
provided.

Providing information on standard transitions:
•

Schools are under an automatic duty to provide information to the local authority for nonstandard transitions. This relates to pupils removed from the admission register before
completing the final year of education normally provided by the school, or pupils added to the
admission register after the start of the first year of education normally provided by that school.

•

Schools are also only under a duty to provide information to the local authority for standard
transitions if a local authority requests that schools make such returns. This relates to pupils
removed from the school’s admission register after the pupil has completed the final year of
education normally provided by the school, or pupils added to the admission register at the start
of the first year of education normally provided by the school.

•

In a small number of cases, pupils removed from the admission register in one school would be a
standard transition but their transfer to another school would be a non standard transition and
vice-versa. For example, a pupil leaving a primary school at the end of Year 2 is a non-standard
transition, but their transfer to a junior school at the beginning of Year 3 is a standard transition.
In such cases, only the school where the non-standard transition occurs is under an automatic
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duty to notify the local authority. The local authority would need to make a request for the
information from the other school, if they required information on the standard transition.
•

There is no expectation for local authorities to request information from schools on pupils for
standard transitions. Local authorities should consider carefully the benefits of having this
information in meeting their duties in relation to children missing education and safeguarding, and
assess the likely burden on schools and the local authority before deciding to do so.

•

If local authorities decide to request information on pupils for standard transitions, it should be
made clear to schools that they are therefore under a duty to make such notifications. Local
authorities should also establish a clear and efficient procedure for this, and communicate the
procedure to schools in their area.

Making reasonable enquiries:
The term ‘reasonable enquiries’ grants schools and local authorities a degree of flexibility in decisionmaking, particularly as the steps that need to be taken in a given case will vary. The term ‘reasonable’
also makes clear that there is a limit to what the school and local authority is expected to do.
In line with the duty under section 10 of the Children Act 2004, the expectation is that the school and
the local authority will have in place procedures designed to carry out reasonable enquiries. The type of
procedures may include the appropriate person checking with relatives,neighbours, landlords – private
or social housing providers – and other local stakeholders who are involved. They should also record
that they have completed these procedures.
If there is reason to believe a child is in immediate danger or at risk of harm, a referral should be made to
children’s social care (and the police if appropriate).
A pupil’s name can only be removed from the admission register under regulation 8(1), subparagraph
(f)(iii) or (h)(iii) if the school and the local authority have failed to establish the pupil’s whereabouts after
jointly making reasonable enquiries. Local authorities and schools should agree roles and
responsibilities locally in relation to making joint enquiries.
As set out in Working Together to Safeguard Children statutory guidance, the Local Safeguarding
Children Board should agree with the local authority and its partners a threshold document, which
includes the criteria for when a case should be referred to local authority children’s social care for
assessment and for statutory services. In addition, local authorities, with their partners, should develop
and publish local protocols for assessment, which set out clear arrangements for how cases will be
managed once a child is referred into local authoritychildren’s social care.
If there is evidence to suggest the child has moved to a different local authority area, contact should be
made with the named person in the new authority using secure communication methods. The local
authority should maintain a record of the child’s details until they are locatedor attain school leaving age.
When the whereabouts of a child is unclear or unknown, it is reasonable to expect that the local authority
and the school will complete and record one or more of the following actions:
•
•
•
•
•
•
•

make contact with the parent, relatives and neighbours using known contact details;
check local databases within the local authority;
check Key to Success or school2school (s2s) systems;
follow local information sharing arrangements and where possible make enquiries via other local
databases and agencies e.g. those of housing providers, school admissions, health services,
police, refuge, Youth Justice Services, children’s social care, and HMRC;
check with UK Visas and Immigration (UKVI) and/or the Border Force;
check with agencies known to be involved with family;
check with local authority and school from which child moved originally, if
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•
•
•
•
•
•

known;
check with any local authority and school to which a child may have moved;
check with the local authority where the child lives, if different from where
the school is;
in the case of children of Service Personnel, check with the Ministry of Defence (MoD) Children’s
Education Advisory Service (CEAS); and
home visit(s) made by appropriate team, following local guidance concerning risk
assessment and if appropriate make enquiries with neighbour(s) and relatives.

This list is not exhaustive or prescriptive, and so local authorities and schools should treat each case on its
individual merits and use their judgement, ensuring they have taken into account all the facts of the case.
It should be recognised that the type of reasonable enquiries required to try to locate a child will differ
from case to case and additional enquiries to those suggested in this section may be necessary.
Making these enquiries may not always lead to establishing the location of the child, but will provide a steer
on what action should be taken next, for example, to contact the police, children’s social care and, in
cases where there may be concerns for the safety of a child who has travelled abroad, the Foreign and
Commonwealth Office.
Using Common Transfer Files to transfer pupil information (currently not allowing us to send all
information so much is sent in files/folders):
A secure internet system – school2school – allows schools to transfer pupil information to another
school when the child moves. If the school the child is leaving agrees, the local authority may do
this on the school’s behalf.The Common Transfer File (CTF) guidance makes clear that all schools
maintained by a local authority in England are required when a pupil ceases to be registered a
their school and becomes a registered pupil at another school in England or Wales, to send a CTF
to the new school.
Bedford Greenacre Independent also has a Management Information Systems that is compatible with
those used in the maintained sector and so are able to download CTFs.
Where a pupil transfers to a new school in Scotland or Northern Ireland the previous school in England is still
required to send a CTF.
The school2school system also contains a searchable area, where schools can upload CTFs of pupils who
have left but their destination next school is unknown or the child has moved abroad or transferred to a
non-maintained school. If a pupil arrives in a school and the previous school is unknown, schools should
contact their local authority who will be able to search the database.
There may be exceptional circumstances when standard rules for sending and receiving a CTF for a pupil
might not apply. Each case would need to be judged on its merits in consultation with relevant parties.
Circumstances when it is not considered appropriate to pass on details via a CTF might include a family
escaping a violent partner; if the family is in a witness protection programme; or where there are concerns
that the child is at risk of forced marriage. Guidance on how to share information in these circumstances is
included in the CTF guidance.
Sharing information with others:
Families moving between local authority areas can sometimes lead to a child who is unknown to any local
authority and consequently missing education. Where a child has moved or where the destination of a
child is unknown, local authorities should identify relevant local authorities – either regionally or nationally –
and check with them in order to ascertain where the child has moved.
Once the location of the child is established, the named person in the local authority where the child lives
should satisfy themselves that the child is receiving suitable education.
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Annex A:
Grounds for deleting a pupil from the school admission register
Grounds for deleting a pupil of compulsory school age from the school admission register set out in the
Education (Pupil Registration) (England) Regulations 2006, as amended
•

8(1)(a) - where the pupil is registered at the school in accordance with the requirements of a
school attendance order, that another school is substituted by the local authority for that named
in the order or the order is revoked by the local authority on the ground that arrangements have
been made for the child to receive efficient full-time education suitable to his age, ability and
aptitude otherwise than at school.

•

8(1)(b) - except where it has been agreed by the proprietor that the pupil should be
registered at more than one school, in a case not falling within sub-paragraph (a)or
regulation 9, that he has been registered as a pupil at another school.

•

8(1)(c) - where a pupil is registered at more than one school, and in a case not falling within subparagraph (j) or (m) or regulation 9, that s/he has ceased to attend the school and the proprietor
of any other school at which s/he is registered has given consent to the deletion.

•

8(1)(d) - in a case not falling within sub-paragraph (a) of this paragraph, that s/he has ceased to
attend the school and the proprietor has received written notification from the parent that the
pupil is receiving education otherwise than at school.

•

8(1)(e) - except in the case of a boarder, that s/he has ceased to attend the school and no longer
ordinarily resides at a place which is a reasonable distance from the school at which s/he is
registered.

•

8(1)(f) - in the case of a pupil granted leave of absence in accordance with regulation7(1A),
that —
the pupil has failed to attend the school within the ten school days immediately following the expiry
of the period for which such leave was granted;
the proprietor does not have reasonable grounds to believe that the pupil is unable to attend
the school by reason of sickness or any unavoidable cause; and
the proprietor and the local authority have failed, after jointly making reasonable
enquiries, to ascertain where the pupil is.

•

8(1)(g) - that he is certified by the school medical officer as unlikely to be in a fit state of health to
attend school before ceasing to be of compulsory school age, and neither s/he nor his parent has
indicated to the school the intention to continue to attend the school after ceasing to be of
compulsory school age.

•

8 8(1)(h) - that s/he has been continuously absent from the school for a period of not less than
twenty school days and —
at no time was her/his absence during that period authorised by the proprietor in accordance with
regulation 6(2);
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the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the
school by reason of sickness or any unavoidable cause; and the proprietor of the school and the
local authority have failed, after jointly makingreasonable enquiries, to ascertain where the pupil is.
•

8(1)(i) - that s/he is detained in pursuance of a final order made by a court or of an order of recall
made by a court or the Secretary of State, that order being for a period of not less than four
months, and the proprietor does not have reasonable grounds to believe that the pupil will
return to the school at the end of that period.

•

10 8(1)( j ) - that the pupil has died.

•

11 8(1)(k) - that the pupil will cease to be of compulsory school age before the school next
meets andthe relevant person has indicated that the pupil will cease to attend the school; or
the pupil does not meet the academic entry requirements for admission to the school’s sixth
form.

•

12 8(1)(l) - in the case of a pupil at a school other than a maintained school, an Academy, a city
technology college or a city college for the technology of the arts, that he has ceased to be a
pupil of the school.

•

13 8(1)(m) - that s/he has been permanently excluded from the school.

•

14 8(1)(n) - where the pupil has been admitted to the school to receive nursery education, that
s/he has not on completing such education transferred to a reception, or higher, class at the
school.

•

15 8(1)(o) where—
the pupil is a boarder at a maintained school or an Academy; charges for board and lodging are
payable by the parent of the pupil; and those charges remain unpaid by the pupil’s parent at the
end of the school term to which they relate.
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