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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.  Unfortunately, children missing education (CME) risk underachieving, being victims of 
abuse, and not being in education, employment or training (NEET) in later life. 
The LA has a legal duty to identify when there are CME and help them back into education. 
This policy highlights what our school will do to help the LA with its duty. 
 

 
1. Legal framework 

 This policy has due regard to legislation and statutory guidance, including, but not 
limited to, the following:  

• KCSIE (2025) 
• DfE (2023) ‘Working together to safeguard children’  
• DfE (2016) ‘Children Missing Education’ Statutory guidance for local authorities 
• DfE Working Together to Improve School Attendance  
• The Education Act 1996 & 2002 
• The Education and Inspections Act 2006 
• The Children Act 1989 
• The Children Act 2004 
• The Education (Pupil Registration) (England) Regulations 2006 (amended 2016) 
• The Education (Pupil Information) (England) Regulations 2005 (as amended in 2018) 
• The School Information (England) Regulations 2008 (as amended in 2018) 
• The Education (Provision of Full-Time Education for Excluded Pupils) (England) Reg-

ulations 2007 (as amended in 2014) 
 

2. Definitions  

 For the purpose of this policy, ‘Children Missing Education’ are children of compul-
sory school age who are not registered pupils at a school and are not receiving suita-
ble education otherwise than at a school (as defined by the DFE).  

CME includes children who: 

• are in the process of applying for a school place 
• have been offered a school place for a future date but have not yet started 
• are receiving elective home education (EHE) that has been assessed as unsuitable 
• have been recorded as CME for an extended period, for example where their wherea-

bouts is unclear or unknown 
 
CME are not children who: 
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• are receiving suitable education otherwise than at a school (for example, pupils who 
are electively home educated or attending alternative provision) which is suitable to 
the child’s age, ability, aptitude and any special educational needs they may have 

• are EHE but the local authority has not had an opportunity to assess whether the ed-
ucation being provided is suitable 

• are registered at a school, even if they are persistently or severely absent from that 
school 
 

3. Why children miss education 

There are a number of reasons as to why children miss school, including the following: 
• Failing to be registered at a school at the age of five 
• Failing to make a successful transition 
• Exclusion 
• Mid-year transfer of school 
• Families moving into a new area 
• Aside from these reasons, if a child is missing from school, particularly repeatedly, 

this can act as a vital warning sign of a range of safeguarding concerns, such as the 
following: 

• Abuse and neglect – including sexual abuse or exploitation and criminal exploitation  
• Mental health issues – such as risk of substance abuse, risk of travelling to conflict 

zones, risk of FGM or risk of forced marriage  
 
Children missing education are at significant risk of underachieving, having poorer 

health outcomes, being victims of harm, exploitation or radicalisation, and becoming 

not in education, employment or training (NEET) later in life. 

4. Children at particular risks of missing education 

 As there could be many reasons for a child to be missing from education, the LA will 
make a judgement on a case-by-case basis.  

 In Croydon, the main reasons behind Children Missing from Education are those who 
fail to start at an appropriate education provision either at the start of the new               
academic year or following a mid-year transfer, becoming lost from school rolls, or 
failure to register at a new school when moving in or out of the Borough. 

 There are also many other explanations behind CME, meaning that there are a lot of 
possible variants. As well as the main reasons already stated, please see below for a 
list of potential alternative triggers of CME and circumstances which may make a child 
more likely to be affected by these factors: 

- Moving in and out of boroughs and beginning the school application process; 
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- Failure of schools to notify the Local Authority of a child being off-rolled, or being 
excluded; 

- Withdrawal of a child from school by the parent/ carer; 
- Failure to transition between schools; 
- Disengagement; 
- Frequent house moves, periods of homelessness or time spent in refuge/ temporary 

accommodation; 
- Youth Offending Service involvement; 
- Generational disengagement; 
- Children of Gypsy, Roma and Travelling families; 
- Children of immigrant families; 
- Asylum seeks and unaccompanied minors (Looked After Children); 
- Young carers; 
- Children with Special Educational Needs; 
- Children who are privately fostered or are known to Children’s Social Care (e.g., 

Child Protection Plan, Child In Need) 
- Trafficked children; 
- Children who have experienced domestic violence and other adverse family circum-

stances. 
 

5. Who does the school contact?  
If we know or suspect that a child is missing from education, the school contacts Croy-
don straightaway. The DfE states in “Working Together to Safeguard Children” (up-
dated February 2019) that “Every practitioner working with a child has a responsi-
bility to inform their CME contact if they know or suspect that a child is not receiving 
education. To help local agencies and professionals find children who are missing 
from education and identify those that are at risk of going missing from education, 
guidance was issued in July 2004, identifying and maintaining contact with children 
missing, or at risk of going missing from education.” 
 

6. Roles and responsibilities  

The school 

 Laleham Lea will monitor pupils’ attendance daily through their attendance register, 
and should take proactive steps to address poor or irregular attendance to prevent 
children becoming CME 

 The school will enter pupils on the admissions register at the beginning of the first 
day on which it has been agreed by the school, or the day that the school has been 
notified, that the pupil will attend the school. In the event that a pupil fails to attend 
the school on the agreed or notified date, the school will undertake reasonable en-
quiries to establish the reason for this absence, and will notify the LA at the earliest 
opportunity.  
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 The school will keep an accurate and up-to-date admissions register by encouraging 
parents to inform them of any changes.  

 The school will monitor pupils’ attendance through a daily register in line with chap-
ter 2 of Working Together to Improve School Attendance’.  

 In Croydon, referrals for CME are accepted after 10 working days of reasonable 
checks being carried out by the educational provider and their Designated Safeguard-
ing Lead. 

 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 10 days after an authorised absence, or 
is absent from the school without authorisation for 20 consecutive school days, the 
school will remove the pupil from the admission register if 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 unavoida-
ble cause. 

 The school must notify their LA 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 
outlined in Regulation 8 of the Education (Pupil Registration) (England) Regulations 
2006 (as amended in 2016). – Appendix C 

 Pupils who remain on the school roll are not necessarily missing education, but will 
be monitored, and attendance will be addressed when it is poor. 

 The school will arrange full-time education for excluded pupils from the sixth school 
day of a fixed-period exclusion, which may include home school work. 

 The school will provide information to the LA regarding standard transitions, if re-
quested to do so by the LA. 

Staff members  

 All staff will be alert to the potential need to implement early help for a pupil who is 
frequently missing/goes missing from care or home.  

 All staff will be aware of the school’s unauthorised absence and children missing from 
education procedures. 

 Where staff have concerns about pupils relating to CME, staff will use their profes-
sional judgement and knowledge of individual pupils to inform their decision as to 
whether welfare concerns should be escalated to the DSL or DDSL, who will then de-
cide if there is a need to take forward as appropriate (e.g., to MASH or LADO). 

The Local Authority   
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 Section 436A of the Education Act 1996 (amended - Education and Inspections Act 

2006) requires all local authorities to make arrangements to enable them to establish 

(so far as it is possible to do so) the identities of children residing in their area who 

are not receiving a "suitable education". We stand a better chance of ensuring a child's 

safety if we know how and where they are receiving their education. 

By "suitable education" we mean efficient full-time education suitable to the child's 

age. Children Missing from Education should not be confused with: 

- children who are on roll at a school but are not in regular attendance. In this case, 

referrals should be made to the Education Welfare Service, or the school's Attendance 

and Welfare Officer 

- children who are receiving Home Education (known as Elective Home Education) 

- children whose parents have applied for a school place, and the application is being 

dealt with via the Admissions procedures. 

 The LA will provide full-time education for permanently excluded pupils from the 
sixth school day of a fixed-period exclusion. 

 When it is brought to the LA’s attention that a child may not be receiving a suitable 
education, the LA will serve notices on parents to assure that LA that their child is 
receiving such an education. 

 The LA will issue School Attendance Orders to parents who fail to assure the LA that 
their child is receiving a suitable education, and the LA believes that the child should 
attend school. 

 The LA will prosecute parents that do not comply with a School Attendance Order. 

 The LA will prosecute or fine parents/carers of school-registered children who fail to 
ensure their child attends school regularly. 

 The LA will ensure that children identified as not receiving suitable education are re-
turned to full-time education either at the school or elsewhere. 

 The LA will ensure that the school demonstrates prompt action and effective early 
intervention procedures to ensure children are safe and receiving suitable education. 

 The LA will apply to court for an Education Supervision Order for a CME. 

 The LA will ensure that children who return to full-time education are appropriately 
supported, taking into account the reasons why they missed education in the first 
place. 

 Pupils with SEN statements, or EHC plans, are able to be home educated. If the state-
ment/EHC plan sets out the provision that the pupil should receive at home, or names 
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a school where the provision will be received, but the parent/carer chooses to home 
educate the child, the LA will arrange the provision and ensure that it is suitable to 
the child’s special educational needs. The LA will review this statement annually.  

 The LA is responsible for liaising and sharing information with other agencies to sup-
port children who miss education. 

 The LA is responsible for referring to the LA children’s social care where there is con-
cern for a child’s welfare, as well as the police if there is reason to suspect a crime has 
been committed. 

Parents 

 Parents are responsible for ensuring that their children, who are of compulsory 
school age, are receiving suitable full-time education. 

 Parents are responsible for notifying the school in writing where they will be home-
schooling their child, in order for the child to be removed from the admissions regis-
ter. 

 Parents will notify the school regarding any absences, including reasons for the ab-
sence, or changes to the pupil’s education arrangements.  

 Parents are responsible for providing the school with more than one emergency con-
tact number where possible.  

7. Induction and training  

 The safeguarding response to children who go missing from education will be ex-
plained to staff during their induction.  

 All staff will receive annual safeguarding and child protection training, including an 
update on the various safeguarding concern possibilities that CME could represent, 
any changes to the early help process and staff members’ role in this process.  

8. Working with others 

 Families moving from one LA to another can sometimes lead to a child being lost in 
the system and consequently missing education. When a child moves, LAs will work 
with other LAs, regionally or nationally, to ensure this does not happen. 

 The school uses a secure internet system to allow schools to transfer pupil infor-
mation when a child moves education setting. 

9. Safeguarding 

 For the purpose of this policy, “reasonable enquiries” are defined as limited, inves-
tigative powers that the school may action to determine a child’s whereabouts and 
whether they may be in danger. 
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 In line with the Children Act 2004, the school may follow appropriate procedures 
when carrying out reasonable enquiries, such as the DSL conducting discussions with 
neighbours, relatives or landlords, to determine whether a child may be at risk of 
harm. 

 The DSL will record that they have completed these procedures and, if necessary, 
make a referral to the children’s social care or police. 

 Where the whereabouts and safety of a child is unknown, the school, in conjunction 
with the LA, may carry out the following actions: 

• Make contact with the parent/carer, relatives and neighbours using known contact 
details 

• Check local databases  

• Check data transfer systems. 

• Follow local information sharing arrangements, and making enquiries via other local 
databases and agencies where possible 

• Check with UK Visas and Immigration and/or the Border Force 

• Check with agencies known to be involved with the family 

• Check with the LA and school from which the pupil moved originally 

• Check with the LA where the pupil lives, if this is different to where the school is lo-
cated 

• Check with the Ministry of Defence Children’s Education Advisory Service in the case 
of children of Service Personnel 

• Conduct home visits via an appropriate team, following local guidance concerning 
risk assessments, and making enquiries with neighbours or relatives, if appropriate 

NB. This list is not exhaustive – the school and LA will use their judgement towards 
what reasonable enquiries are appropriate, once all the facts of the case have been 
taken into account. 

10. Admissions register 

 The school will ensure that the admissions register is kept up-to-date at all times, and 
will encourage parents/carers to notify the school of any changes as they occur, such 
as via email or newsletters. 

 Pupils will be recorded on the admissions register at the beginning of the first day on 
which it has been agreed by the school, or the day that the school has been notified, 
as the date that the pupil will attend the school. 
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 Once a pupil has been recorded on the admissions register, the school will notify the 
LA within five days, and will supply the LA with all of the details contained on the 
admissions register for the new pupil. 

 Where a parent/carer notifies the school that a pupil will live at another address, the 
school will record the following information on the admissions register: 

• The full name of the parent/carer with whom the pupil will live 

• The new address 

• The date from when it is expected the pupil will live at this address 

 Where a parent notifies the school that the pupil is registered at another school, or 
will be attending a different school in future, the school will record the following in-
formation on the admissions register: 

• The name of the new school 

• The date when the pupil first attended, or is due to attend, that school 

 Parents are able to elect to educate their children at home, and will subsequently 
withdraw them from school. This can happen at any time, unless the pupil is subject 
to a School Attendance Order. If a parent notifies the school, the pupil will be deleted 
from our admission register and the school will inform the LA. 

11. Removing a pupil from the admissions register 

 The school will inform the LA of any pupil who will be deleted from the admission 
register where they: 

• Have been taken out of school by their parents and are being educated outside the 
school system, e.g., home-schooled.  

• Have ceased to attend school and no longer live within a reasonable distance of the 
school. 

• Have been 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 they nor 
their parent has indicated the intention to continue to attend the school after ceasing 
to be of compulsory school age. 

• Are in custody for a period of more than four months due to a final court order, and 
the school does not reasonably believe they will be returning at the end of that period.  

• Have been permanently excluded. 
• Have died. 
• Have been registered at another school where it is not indicated this should be the 

case. 
• Are registered at more than one school, but have failed to attend the school and the 

proprietor of any other schools concerned have consented to the deletion. 
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• Have been granted authorised leave but have failed to attend school within 10 school 
days after the period of authorised absence ended, and: 

• Have been continuously absent from school for a period of not less than 20 school 
days, and:  

• The absence was not authorised. 
• There is reason to believe the pupil is not unable to attend school.  
• The LA and school are unable to determine the pupil’s whereabouts after making 

joint reasonable enquiries. Local authorities and schools should agree roles and re-
sponsibilities locally in relation to making joint enquiries. 

 The school will notify the LA that a pupil is to be removed from the admissions regis-
ter as soon as any of the above criteria are met and no later than the time at which the 
pupil’s name is actually removed. 

 If a pupil’s name is to be removed from the admissions register, the school will pro-
vide the LA with the following information: 

• The full name of the pupil 

• The full name and address of any parent/carer with whom the pupil lives 

• At least one telephone number of the parent/carer with whom the pupil lives 

• The full name and address of the parent/carer 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 new school and their expected start date, if applicable 

• The grounds for removal from the admissions register under Regulation 8 of the Ed-
ucation (Pupil Registration) (England) Regulations 2006 (as amended), as outlined in 
section 10 of this policy. 

 
12. Croydon’s Contacts for CME Team  

Email: ChildrenMissingfromEducation@croydon.gov.uk  
Telephone: 0208 726 6000  
Children, Families and Learning  
Croydon Council  
4th Floor, Zone A  
Bernard Weatherill House  
8 Mint Walk  
Croydon,  
CR0 1EA  
 
Lead – Strategic Lead for Safeguarding, Behaviour and Inclusion– Val Burrel-Walker  
Valerie.Burrell-Walker@croydon.gov.uk  
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Children Missing in Education Lead – Nabeela Boodoo-Uddin  
Nabeela.Boodoo-Uddin@croydon.gov.uk  
 
CME inbox Children 
MissingfromEducation@croydon.gov.uk 

 
13. Monitoring and review 

This policy is reviewed every two years by the Headteacher, DSL and the  
Governors  
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Appendix A (Taken from Croydon Council - Children Missing from Education & Pupils Added/Removed from Roll - Information & 

guidance for all schools, including independent schools, free schools & academies)
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Appendix B  

Summary of school action when decision made to remove pupil from roll: 

(Taken from Croydon Council - Children Missing from Education & Pupils Added/ 

Removed from Roll - Information & guidance for all schools,  

including independent schools, free schools & academies) 

Statutory Ground for deletion from roll 

 

 

School Action Required 

Subsection (1) (a) LA amendment to existing 

School Attendance Order  

Submit a Pupil Migration form 
 

Subsection (1) (b) Pupil has transferred and 

been registered at another school 

Submit a Pupil Migration form 
 

Subsection (1) (c) Dual registration has come 

to an end  

Submit a Pupil Migration form 
 

Subsection (1) (d) the school has received writ-

ten notification from the parent that the pupil is 

to be home educated 

Submit a Children Missing Educa-

tion referral and provide copy of 

written notification from parent. Pu-

pil should remain on roll until confir-

mation is received from the LA’s 

Elective Home Education Monitor-

ing and Support Teacher. Once 

confirmation is received a Pupil Mi-

gration form should be submitted. 

Subsection (1) (e) Pupil no longer ordinarily re-

sides at an address which is a reasonable dis-

tance from the school 

Submit a Children Missing Educa-

tion referral and provide copy of 

written notification from parent of 

new address. Pupil should remain 

on roll until confirmation is received 

from Children Missing Education 

Engagement Key Worker. Once 

confirmation is received a Pupil Mi-

gration form should be submitted 

Subsection (1) (f) (I) (ii) (iii) Leave of absence 

exceeding 10 school days granted AND pupil 

Submit a Children Missing Educa-

tion referral and provide copy of any 
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has failed to return to school within 10 school 

days immediately following the expiry of the pe-

riod for which leave of absence was granted 

correspondence with parent re the 

period of leave. Pupil should remain 

on roll until confirmation is received 

from Children Missing Education 

Engagement Key Worker. Once 

confirmation is received a Pupil Mi-

gration form should be submitted 

Subsection (1) (g) School medical officer has 

certified that pupil unlikely to be in fit state to at-

tend school before ceasing to be of compulsory 

school age 

Submit a Children Missing Educa-

tion referral and provide copy of any 

correspondence relating to the ill-

ness. Pupil should remain on roll 

until confirmation is received from 

Children Missing Education En-

gagement Key Worker. Once confir-

mation is received a Pupil Migration 

form should be submitted 

Subsection (1) (h) Child has not been located 

following 20 days unauthorised absence and 

reasonable enquiries have confirmed child no 

longer resides at given address 

Submit a Children Missing Educa-
tion referral and provide copy of any 
correspondence relating to any 
change of address and enquiries 
made by the school. Pupil should 
remain on roll until confirmation is 
received from Children Missing Ed-
ucation Engagement Key Worker. 
Once confirmation is received a Pu-
pil Migration form should be submit-
ted. 
 
 

Subsection (1) (I) Pupil is detained for a period 

of not less than four months and the proprietor 

does not have reasonable grounds to believe 

the pupil will return at the end of that period 

Submit a Children Missing Educa-

tion referral and provide copy of any 

correspondence with the Youth Of-

fending Service. Pupil should re-

main on roll until confirmation is re-

ceived from Children Missing Edu-

cation Officer. Once confirmation is 

received a Pupil Migration form 

should be submitted. 
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Subsection (1) (j) Pupil has died Submit a Pupil Migration form 
 

Subsection (1) (k) Pupil will cease to be of com-

pulsory school age when the school next meets 

and school has been informed that pupil will 

cease to attend school 

Submit a Pupil Migration form 
 

Subsection (1) (l) Pupil has ceased to be a pu-

pil at an Independent school 

Submit a Statutory Notification of a 
Deletion from a Croydon School 
Roll 
 

Subsection (1) (m) Pupil has been permanently 

excluded from school 

Complete a notification of perma-

nent exclusion to the LA. Once the 

permanent exclusion is ratified sub-

mit a Pupil Migration form. 

Subsection (1) (n) Pupil was on roll during 

nursey education phase but has not transferred 

to a reception or higher class within the school  

Submit a Pupil Migration form 
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Appendix C -  Grounds for deleting a pupil from the school admission register 
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