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Children Missing from Education (CME) 

 

Purpose of the Policy 

 

 To fulfil the obligations under new legislation 

 To safeguard and promote the safety and well-being of children and young people 

 To ensure all services within the Authority are aware of their responsibilities 

 To help prevent children going missing from education and ensure that the appropriate 

systems are in place to manage and track pupil movements. 

 

Introduction and Context 

 

The Education Act 2006 (section 436A) requires the Local Authority to have arrangements in 

place that enable us to establish (so far as is possible) the identities of children and young 

people living in the Borough who are of compulsory school age (age five to 16 years), not 

receiving a “suitable education”. 

 

This policy outlines that the authority will: 

 

 Ensure appropriate systems and procedures are in place to respond to reports or 

concerns that a child or young person may be deemed as “Missing from Education”. 

 Ensure that all children and young people are supported to access an appropriate 

education provision. 

 Make all reasonable attempts to track children and young people who move out of 

RCT until such a time as they are in a known destination. 

 Support and assist with the school admission process and avoid delay. 

 Maintain an efficient electronic database system 

 Provide regular reports on Children Missing from Education (CME) activity to 

Education Senior Management and Cwm Taf Safeguarding Board 

 

This duty does not apply to children and young people who are registered at school 

and who are not attending regularly, or those attending an alternative provision. 

Equally it does not apply to children whose parents have elected to home educate.  

 



 

 

This document provides information for key partners and the wider community so that they 

have an understanding that this is a shared responsibility and outline the circumstances and 

procedures to follow to address concerns. 

 

Background and Obligations 

 

A Serious Case Review (now Child Practice Review) on Victoria Climbie in 2003, (a child not 

registered at school) led to an extensive enquiry into child care practice and ultimately to the 

introduction of significant changes to primary legislation. The original Children Act of 1989 

was enhanced in 2004 by placing a mandatory duty on the local authority to ensure that all 

services and agencies work together to promote the safeguarding and welfare of children and 

young people.  

 

 “Frontline staff in each of the agencies which regularly come into contact with families and 

children must ensure that with each new contact, basic information about the child is 

recorded.  This must include the child’s name, address, age, the name of the child’s primary 

carer, the child’s GP and the name of the child’s school if the child is of school age.  Gaps in 

information should be passed onto the relevant authority in accordance with local 

arrangements”.  

 

Definition of a Child Missing from Education 

 

 “Any child of compulsory school age (5 to 16) who is not on a school roll or being educated 

otherwise than at school and who has been out of education provision for a substantial period 

of time (currently agreed to be four weeks)”.  

 

How Children Go Missing from Education 

 

Children and young people who fall out of the education system are among the most 

vulnerable and it is essential that services work together to support them so that they can re-

engage back into the mainstream system or be provided with an alternative that is appropriate 

to their circumstances as quickly as possible. 

 

The reasons children and young people “go missing” from education are varied and often 

complex in terms of their personal circumstances, family structure or background. Some of 

the most common reasons include: 



 

 

 

 Failure to register a child for admission to school at age 5 years 

 Parents who elect to home educate their children (See RCT Elective Home Education 

Policy and procedure) 

 Failure to attend following a permanent exclusion 

 Being withdrawn from school by parents (possibly after a dispute) and failing to remain 

in contact with services 

 Having a travelling lifestyle or a lifestyle which involves frequent moves 

 Failure to transfer between schools/key stages, especially if there is a house move at 

the same time. 

 Moving into the local authority area and not making an admission application. 

 

High Risk Groups include: 

 

 Young runaways 

 Young people who may be lost within the criminal justice system 

 Children living in women’s refuges 

 Refugees and asylum seeking young people and families 

 Those at risk of sexual exploitation including those trafficked into or within the UK 

 Those at risk of forced marriage and honour based violence 

 Families in distress e.g. domestic violence, homelessness, bereavement etc 

 Children and young people with substance misuse mental health difficulties (or have 

parents with those difficulties) 

 Children who are privately fostered 

 Teenage mothers 

 Children and young people who have been permanently excluded from school 

 Pupils removed from school registers following lengthy absence such as an extended 

family holiday or heritage visit. 

 Migrant families who arrive here from abroad 

 

Relevant agencies  

 

It is highly likely that an agency such as the police, health visitors, Women’s Aid refuge staff 

will become aware of the arrival or existence of a family living in the authority but not in a 

registered education provision. Examples include:  



 

 

 

 Schools 

 Education Support Services  

 Services for Young People 

 Health (including CAMHS) 

 Police 

 Community and Children Services 

 Housing 

 Voluntary Services 

 Women’s Aid Refuges 

 Careers Wales 

 Counselling Services 

 Local Community Partnerships and Services 

 

Schools have a vital role to play in preventing children going missing from the education 

system and are obligated to act without delay when trying to locate the whereabouts of a child 

by using existing contact information on the family, or the extended family. Should initial 

enquiries fail to establish the whereabouts of the child/children a referral must be made to the 

Attendance and Well Being Service who will undertake further investigations? (Schools 

should use the Attendance Toolkit procedures in the normal way, making the initial enquiry 

as a Well Being referral which if the circumstances warrant it would escalate into a referral 

as a Child Missing from Education).    

 

If a school has pre-existing concerns of a child protection nature the matter would also 

be referred to Children’s Services and/or the police. 

 

Schools are obliged by law not to remove a pupil from roll until all avenues have been 

exhausted and the AWS has advised that it is appropriate to do so. (Statutory Instrument 

2010 No 1954 the Education (Pupil Registration) (Wales) Regulations 2010 outlines the 

grounds on which pupils of compulsory school age can be deleted from the admissions 

register. 

 

 

 

 



 

 

Schools must have systems in place which help to minimise these situations and they include:  

 

 If a pupil is expected to join a school and does not arrive reasonable attempts must be 

made to contact parents. If this fails then the matter must be referred to the local 

authority school admissions department and/or the AWS. 

 In cases of pupil movements the common transfer system (CTS) helps to ensure the 

accurate transfer of pupil information. The law requires pupil information be sent to a 

“new” school within fifteen days of leaving the “old” school. The Unique Pupil Number 

(UPN) is included as an identifier for the pupil. 

 If a pupil disappears without warning or if a family advises school that they are moving 

without a known destination, schools have a statutory responsibility to use the common 

transfer system via the school to school (s2s) website (Lost Pupil Database). The s2s 

is a secure website established to hold pupil information until such time as it is 

retrieved by a new school/local authority.  

 In circumstances when families make application for extended leave for holidays 

(those taken in term time) schools are advised to ask for contact information should a 

family fail to return when expected. 

 Monitoring the transition between Key stage 2 and Key stage 3 is essential in order to 

ensure all pupils arrive at secondary school. This is especially relevant should parents 

make choices other than the “natural” transfer school e.g. voluntary aided and 

independent schools. 

 In the event that a parent of a registered pupil chooses to remove their child from 

school because they have elected to home educate, (refer to the Policy for Elective 

Home Education) parents must advise school of that decision in writing. Pupil name is 

removed from the school roll and the information stored electronically within the 

Access and Inclusion Service. Elected Home Education is managed by the Education 

Psychology Service (ECPS) and a joint monitoring process with ECPS and AWS is 

established to maintain contact with families. 

 

(Parents wanting to make this decision for a child who is registered at a special school 

must first obtain the consent of the local authority). 

 

Education Support Services e.g. within additional learning needs department, including 

English as an Additional Language (EAL) may identify concerns 

 



 

 

School Admission Service communicate information on internal school transfers and in 

year admissions with the AWS who are in a position to ensure pupils are admitted and attend.  

 

Health Professionals and the Police are relevant agencies as in the course of their normal 

day-to-day responsibilities they will come into contact with families and be in a position to 

identify whether a child or young person is in an education provision or not. 

 

Children Services and Youth Offending Services will, through their assessment and 

planning interventions with children and young people be able to identify a lack of provision. 

It is essential that child care social workers are aware of this information particularly in cases 

where a child may be on the child protection register and not registered at school. 

 

Members of the Public may learn that a child or young person has not been registered if 

they are new to the area.  

 

Other Local Authorities have a named individual with the responsibility for this area of work. 

In most authorities it falls within the remit of the AWS and the information is available on 

Council websites. 

 

Action by AWS Following Referral 

On receipt of a referral the following action will be initiated: - 

  

 A home visit will be undertaken by an AWO for the area (Neighbourhood enquiries) 

 Once contact is made, relevant information is gathered to consider the most 

appropriate provision. 

 Consideration will be made for the child’s vulnerability, length of absence, level of 

concern and any perceived risks raised by the referrer 

 Parents/carers are given advice and support on local schools and the authority’s 

admission process.  

 Consider whether a referral to other support services would be appropriate to the 

circumstances e.g. Children Services, Access and Inclusion Services, (ECPS, EAL), 

Child and Adolescent Mental Health Services (CAMHS) or local community based 

support services 

 An AWO may consider a Team around the Family approach. 

 Instigate School Attendance Order legislation. 



 

 

 

This policy recognises the importance of reducing the risk of children missing education and 

acknowledges there are a number of safeguarding measures already in place within RCT 

that minimise the opportunities for children to remain unregistered. They would include: - 

 

 All schools currently have a named Attendance and Well Being Officer (AWO) with 

whom there is a regular and frequent contact 

 A formal referral process is established and all school provided with an Attendance 

Toolkit. 

 Primary school registers are inspected each term. 

 The Authority Education Management Information data support team has central 

access to all school registers  

 Truancy operations are regularly arranged with local police officers. 

 Advice and support is readily available to schools on maintaining safe registration 

practices including circumstances where a child may be removed from roll.  

 A named contact with responsibility for Gypsy Traveller families. 

 Information on CME referrals are logged and monitored electronically. 

 A termly report is available to Senior Management Team on CME activity and the 

information is also provided to the Cwm Taf Safeguarding Board. 

 Children Missing Education is included in the Cwm Taf Safeguarding Board endorsed 

training packages (Level 1, 2 and 3) to ensure that services are kept updated and 

reminded of their responsibility for identifying and referring concerns. 

 Information is provided to school governors during the above Level 1 training and in 

the Attendance training provided through the Governor Support Service training 

programme. 

 Joint visiting with ECPS and AWS to maintain contact with the elected home educated 

community. 

 Local arrangements through CANOPI partnerships and the development of the Team 

around the Family approach has enhanced the sharing of information opportunities. 

 

 

 

 

 

 



 

 

Terms used in this document 

 

Schools.  Refers to maintained, special and voluntary aided schools. 

 

Compulsory school age. Begins the term following a child’s 5th birthday and ceases during 

the school year that a child reaches his/her 16th birthday. (Always the last Friday in June each 

year). 

 

Parents (Carers) which for the purposes of school attendance, includes an adult who has 

day-to-day care of a child or young person 

 

Common Transfer System (CTS) is the system which allows schools and Local Authority’s 

to exchange pupil movement information electronically. 

 

Common Transfer File (CTF) is an electronic data file, containing pupil information which 

moves from school to school. 

 

School to School (S2S). The secure transfer site with a searchable area known as the “Lost 

Pupil Database” where CTFs for pupils without a known destination are securely stored.  

 

Unique Pupil Number (UPN). A number which identifies each pupil in Wales and England 

and is allocated on first entry to school. The intention is for this number to remain with that 

pupil throughout their school career. 

 

Contacting the Named Local Authority Contact for Children Missing Education 

 

Information is available on the AWS website and from: - Mrs J Morton, (School Attendance 

Manager), Attendance and Well Being Service, Ty Trevithick, Abercynon, Mountain 

Ash CF45 4UQ  

 

Tel: 01443 744247 Fax: 01443 744230 

 


