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ST EDMUND’S
SCHOOL

CANTERBURY

Child Missing Education Policy

This is a 2-18 Whole School Policy



https://www.stedmunds.org.uk/about-us/policies-inspection-reports/

1. Context
Education is compulsory for children starting from the school term after their
fifth birthday and the last Friday in June of the school year that they turn 16. A child
missing from education is a compulsory school-age child who is not on the roll of a
school, not placed in alternative provision by a Local Authority (LA) and who is not
receiving suitable education at home

In Children Missing Education - Statutory Guidance for Local Authorities (2016),

children missing education are defined as those who are not on a school roll or
receiving suitable education otherwise than at school. Those who are regularly absent
or have missed 10 school days or more without permission may be at risk of becoming
‘children missing education’.

Keeping Children Safe in Education (2023) also makes clear the central importance of
maintaining close scrutiny of pupil attendance for Safeguarding reasons:

“Children being absent from education for prolonged periods and/or on repeat
occasions can act as a vital warning sign to a range of safeguarding issues including
neglect, child sexual and child criminal exploitation - particularly county lines. It is
important the school or college’s response to persistently absent pupils and children
missing education supports identifying such abuse, and in the case of absent pupils,
helps prevent the risk of them becoming a child missing education in the future. This
includes when problems are first emerging but also where children are already known
to 45 local authority children’s social care and need a social worker (such as a child
who is a child in need or who has a child protection plan, or is a looked after child),
where being absent from education may increase known safeguarding risks within the
family or in the community.” (KCSIE 2023, P44-45)

2. Rationale
Children not receiving a suitable education are at increased risk of a range of negative
outcomes that could have long term damaging consequences for their life chances.

It is potentially a safeguarding issue when a child is moving away without the school
knowing the forwarding address and the details of the new school. When a child is
missing from a school or is moving away, schools have the initial responsibility to make
reasonable enquiries and to establish the whereabouts of a child or the key
information of the new address.



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.

3. Identifying CME

There are various reasons children go missing from education:

- They do not start school at the appropriate time and so they do not enter the
educational system

-  They are removed from school by their parents due to problems at school,
disinterest or poor attendance

- They stop their education due to exclusion, illness or bullying

- They fail to find a suitable school place after moving to a new area

- Children's personal circumstances can contribute to them missing education (eg. If
family is homeless and they are living in temporary accommodation or refuge, if
there are long term medical or emotional problems)

4. Increased Risk Factors

There are complex reasons why children become missing from education. These may
include:

- Victims of Child Exploitation

- Young offenders

- Children of families who can be highly mobile e.g. Gypsy, Roma and Traveller families

- Children from Armed Forces families

- Children of refugees and asylum seeking families

- Children of new immigrant families

- Children of migrant worker families (who may not be familiar with the education

- system)

- Children at risk of “honour”-based violence including forced marriage or female genital
mutilation

- Children at risk of modern slavery

- Children from families fleeing domestic violence

- Children living in Women'’s Refuges

- Young runaways

- Children of families living in temporary accommodation

- Children whose parents take them abroad for a prolonged period

- Children who do not receive a suitable education whilst being “home educated”

- Children of parents with mental health problems or learning difficulties

- Children with long term mental health, medical or emotional problems

- Children affected by substance and/or alcohol misuse



- Children with a history of poor school attendance

- Children that have difficulties at home

- Children that have a history of abuse or neglect

- Children that have learning difficulties or a disability

- Children that are young carers

- Children on the point of permanent exclusion from school who leave or are persuaded
to seek a fresh start in another school

- Children on alternative curriculum arrangements which are not monitored effectively

- Children with SEN placements that are not completed due to one or more parties not
complying with arrangements or able to meet needs

- Children from families with poor literacy skills or with EAL needs that find accessing
information difficult

5. School’s Duties
Schools are uniquely placed to identify children aft risk of missing education.

St Edmund’s School recognises its legal duties to maintain accurate and up to date
Admissions and Attendance Registers and that all pupils should be on both registers.

The protocols used at St Edmund’s School for managing these registers are given in
detail in Appendix 1 and 2 of this policy.

St Edmund’s School will notify the Local Authority

(1) if we have concerns about a child missing in education relating to attendance
(all schools are required to periodically report to Kent LA any children who do
not attend regularly or have 10 days or more continued unauthorised absence)

(2) when a pupil’'s name is to be deleted from the Admissions Register for these
reasons: when the child has been taken out of school to be home educated;
when the family has apparently moved away; when the child has been certified
as medically unfit to attend; when the child is in custody for more than four
months; when the child has been permanently excluded)

(3) when a pupil’'s name is to be deleted from the Admissions Register at non-
standard transitions

6. Referrals Process

St Edmund’s School follows the Kent LA Referral Procedures:

These are reproduced below:



1. Children on roll at a school but missing education: If a child is on a school
roll (has a school place), but not attending school and the school's enquiries
have failed to establish the child's whereabouts or confirmed an onward
destination.

1. Please use the Digital Front Door to make a referral fo the Area Inclusion and
Attendance Team. https://www.kelsi.org.uk/pru-inclusion-and-attendance-
service-pias/children-missing-education

2. Hereis the KCC CME referral guide. (PDF, 19.2 KB)

3. Under the Education (Pupil Registration) (England) Regulations 2006,
section 5 paragraph 3 'the pupil is a pupil af the school from the beginning
of the first day on which the school has agreed, or has been notified, that the
pupil will attend the school.

2. All children that have been offered a start date to attend your school/academy,
must be put on roll on the expected start date, even if they fail to attend.

a. Ifachild is offered a school place and does not arrive on the agreed start date
and the school’s enquiries has failed to establish the child’s whereabouts, then
please notify KCC by using the Digital Front Door.

b. If the child is leaving your school at point of transition but doesn’t have a
confirmed destination, then please notify KCC by using the Digital Front Door.

3. Children without a school place: If a school or an agency has identified a child not
being on roll, they must notify KCC using the Digital Front Door.

Data Submissions

Apart from referring a CME case for LA interventions, St Edmund’s recognises that it is
required to periodically report to Kent LA any children who do not attend regularly or
have 10 days or more continued unauthorised absences. A list of this cohort and their
attendance levels will be submitred to the Area Inclusion and Attendance Team at the
end of each school term, three times a year. These are not individual referrals for LA
interventions but regular submission of attendance information at agreed intervals, as
required by Pupils Registration Regulations 2006 and Keeping Children Safe in
Education 2023.


https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/children-missing-education
https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/children-missing-education
https://www.kelsi.org.uk/__data/assets/pdf_file/0006/62385/CME-referral-guide.pdf

Appendix 1: 2-18 Admissions Register - Management Protocol

1. Context

This document is prepared in accordance with the following Keeping Children Safe in
Education (2023), Children Missing Education (2016) and Kent County Council guidance which
is located here hitps://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/off-

rolling.

The purpose of an Admission Register is to record details about children admitted to the
school, and about their parents or guardians.

The DfE publication Children Missing Education (2016) makes the important point:

“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.”

This is reinforced in KCSIE 2023:

“Children being absent from education for prolonged periods and/or on repeat occasions can
act as a vital warning sign to a range of safeguarding issues including neglect, child sexual
and child criminal exploitation - particularly county lines”.

St Edmund’s School recognises that safequarding its pupils is its principal responsibility. The
Admissions Register is a vital part of this process.

2. Inputting information

A pupil’s details are inputted on to the Admissions Register by the Admissions Office at the
prior to the pupil’s point of entry to the school. This information is recorded on to the school’s
database — ISAMs.

The ongoing management of the database is the responsibility of the Executive Administrator.
The Executive Administrator updates the Admissions Register on a monthly basis and it is
reviewed at that point by the Head for accuracy.

In accordance with ISI Regulations, the school ensures that the Admissions Register contains
(for each pupil):

- namein full;
- sex; this should be the birth sex unless the person has obtained a gender recognition
certificate (not available under the age of 18);


https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/off-rolling
https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/off-rolling

- name and address of every person known to the proprietor to be a parent of the
pupil (and an indication of which parent the pupil normally lives with and which
parents hold parental responsibility as defined by Section 3 Children Act 1989) - NB
parents holding parental responsibility, even if not actually caring for the child, have
a right to receive relevant information from the school in respect of any pertinent
matter affecting the child, unless a court order indicates otherwise;

- where a parent notifies a school that a pupil will live at another address, in addition
or instead, the new address, the full name of the parent with whom the pupil will
normally live in future and the date from which it is expected the pupil will normally
live there, where it is reasonably practicable for the school to ascertain this
information;

- atleast one telephone number at which the parent with whom they normally live can
be contacted in an emergency; (NB - schools must have one contact number fo meet
the registration standard and more than one to meet the safeguarding standard in
paragraphs 7(a) and (b). They need not all be kept on the register);

- day, month and year of birth;

- day, month and year of admission or re-admission to the school;

- name and address of the school last attended, if any;

- an indication of boarding or day attendance (in schools which include boarders);

- the name of the destination school (or additional school, in the case of dual
registration) notified by a parent and the first date of attendance, where it is
reasonably practicable for the school to ascertain this information.

- Start date at the destination school

Those who are additions to the school roll at non-standard entry points are entered info a
spreadsheet with pupil’s full name, parents’ names and addresses, and at least one contact
number. This is then sent to EYPSsystems@kent.gov.uk.

3. Deletions from the Register

There are fiffeen grounds given for making deletions from a school Admission Register
according to Children Missing Education (2016). These are detailed in Appendix A of this

policy.

St Edmund’s (via the Executive Administrator) will notify the local authority (Kent County
Council) where a pupil's name is going to be deleted from the Admission Register on certain
grounds. In summary, these are:

- when the child has been taken out of school to be home educated;
- when the family has apparently moved away;

- when the child has been certified as medically unfit to attend;

- when the child is in custody for more than four months;

- when the child has been permanently excluded


mailto:EYPSsystems@kent.gov.uk

- when a pupil’s name is added to or deleted from to the admission register at non-
standard transitions, ie, where a compulsory school-aged child leaves a school before
completing the school’s final year or joins a school after the beginning of the school’s
first year.

Deletions are made by the Executive Administrator via the KCC portal:

https://www.kelsi.org.uk/pru-inclusion-and-attendance-service-pias/off-rolling

In each School it is the responsibility of the following to inform the Executive Administrator of
any potential deletions or additions to the Admission Register:

- Inthe Pre-Prep School this is the responsibility of Mrs Sarah Bartholomew, Head of
the Pre-Prep.

- Inthe Junior School, this is the responsibility of Mrs Yvonne King, Junior School
Secretary.

- Inthe Senior School, this is the responsibility of Mrs Catherine Shearer, Deputy Head
Pastoral.

Queries regarding the KCC off-rolling process can be directed to the County’s school ligison
contacts given in Appendix B.

4, Archiving

Historic Admissions Registers are stored securely by the Executive Administrator for three
years.

Edward O’'Connor

Head

Reviews:
1. September 2018
2. September 2019
3. September 2020
4. September 2021
5. September 2022
6. September 2023

Review Date:

September 2024
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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

1 8(1)(a) - where the pupil is registerad 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-ime education suitable to his age, ability and aptitude otherwise than
at school.

2 | 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.

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

4 | 8(1){d) - in a case not falling within sub-paragraph (a) of this paragraph, that 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.

5 | B(1)(e) - except in the case of a boarder, that 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 he is registered.

6 | 8(1)(f) - in the case of a pupil granted leave of absence in accordance with
regulation 7(1A), that —

(i) 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;

(ii) 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

(iii) the proprietor and the local authority have failed, after jointly making
reasonable enguiries, to ascertain where the pupil is.

T | 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 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 he has been continuously absent from the school for a period of not
less than twenty school days and —




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

(i} at no time was his absence during that period authorised by the proprietor in
accordance with regulation 6(2);

(i) 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

(iii) the proprietor of the school and the local authority have failed, after jointly
making reasonable enquiries, to ascertain where the pupil is.

8(1)i) - that 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

B(1)( ] ) - that the pupil has died.

1"

8(1)(k) - that the pupil will cease to be of compulsory school age before the school
next meets and—

(i) the relevant person has indicated that the pupil will cease to attend the schoaol;
or

(i) the pupil does not meet the academic entry requirements for admission to the
school's sixth form.

12

8(1)1) - 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 schoal.

13

8(1)(m) - that he has been permanantly excluded from the school.

14

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

15

B(1){o) where—
(i) the pupil is a boarder at a maintained school or an Academy;
(iiy charges for board and lodging are payable by the parent of the pupil; and

(iii) those charges remain unpaid by the pupil's parent at the end of the school
term to which they relate.

10



Appendix 2: Attendance Register Protocol

1. 2-18 Framework

The School follows DfE guidance for registration and recognises is vital importance for
pastoral care and pupil academic progress:

“Central to raising standards in education and ensuring all pupils can fulfil their potential is an
assumption so widely understood that it is insufficiently stated — pupils need to attend school
regularly to benefit from their education. Missing out on lessons leaves children vulnerable to
falling behind. Children with poor attendance tend to achieve less in both primary and
secondary school.”

DFE: School attendance Guidance for maintained schools, academies, independent schools
and local authorities September 2018

2. Attendance Codes

The school uses registration codes recommended by DfE. These can be found at the following

location:

hitps://www.gov.uk/government/publications/school-attendance

3. Archiving

The School’s iSAMs database retains historic registers which can easily be accessed. We retain
Attendance register information for three years. The School’s computer system is backed up
online on a daily basis with Safe Data Storage Litd.

4. Senior School Registration

Notification of Pupil absence

Advance requests for pupil absence are submitted by parents via the Online Form on Pupil
Portal.

11
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Parents seeking to notify the school of absences on the day also do so via the Online Form on
Pupil Portal or by phoning in an absence to the Attendance Officer on 01227 475600.

Morning Registration

All pupils are required to register with their Housemasters between 800am and 830am every
day.

Housemasters input registration data into the school database via ISAMS.

Housemaster registration offers the opportunity for all students to register, so that those pupils

with free periods lessons 1 or 7 are not overlooked.
The School’s first legal registration takes place in Period 1 at 900am.

All subject teachers must register their pupils in all lessons via ISAMS.

Attendance Officer response (am)

From 905am, the school attendance officer will review the House registers, the
attendance@stedmunds.org.uk email account, parental phone messages, the late arrivals

book in the school office and previously received notifications of authorised pupils absences
to identify all authorised absences and any possible unaccounted for students.

From 920am, the attendance officer reviews the P1 registration data and updates the list of
unaccounted for students: the “O”s on the school register.

The attendance officer will then seek to locate the unaccounted for students using the following

strategies:
1. Contacting Housemasters, the Director of Boarding and the School Medical Centre
2. Visiting classrooms
3. Visiting boarding areas
4. Confacting parents

If the Atrendance Officer is unable to locate a pupil after trying these measures, they will notify
the Deputy Head, the Assistant Head, the Director of Boarding and the Housemasters as soon

as is practicably possible.

Once the morning register is reconciled, the Attendance Officer places a list of pupils
away from school (and the reasons for absence) in the School Fire Box to facilitate
registration in the event of a fire evacuation.

12
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Afternoon Registration

All pupils are required to register with their Housemasters between 200-220pm every day.
Housemasters input registration data into the school database via ISAMS.

The School’s second legal registration takes place in Period 7.

All subject teachers must register their pupils in every lesson via ISAMS..

Attendance Officer response (pm)

From 225pm, the school attendance officer will review the lunchtime activities lists, check the
signing out sheet, the schedule of music lessons, rehearsal lists, the sports fixture registers and
the schedule of authorised absences to identify any unaccounted for students.

After the 225pm registration is complete, the attendance officer will then locate any
unaccounted for students using the following strategies:

Contacting Housemasters, the Director of Boarding and the School Medical Centre
Visiting classrooms
Visiting boarding areas

Hw e

Contacting parents

If the Attendance Officer is unable to locate a pupil after trying these measures, they will notify
the Deputy Head, the Assistant Head, the Director of Boarding and the Housemasters as soon
as is practicably possible.

Review of Data
Attendance data is reviewed weekly by the Deputy Head (Pastoral) and the Attendance Officer.

Review the effectiveness of the attendance policy
Identify patterns of attendance
Identify any possible pastoral concerns

YV V VYV V

Produce a list of pupils whose non-attendance requires a disciplinary response

The list is then circulated to the DSL and Housemasters: any potential pastoral concerns or
disciplinary cases will be discussed at the weekly Tuesday morning SMT meeting.

13



Fail safes

If a pupil cannot be located, then the School’s Missing Pupil policy will immediately come into
effect.

If the attendance officer is absent from school, the school office will manage the registration
process — they have previous experience and understand the systems. Additional staff for the
Office will be sourced from Admissions and Marketing if necessary.

If the school system crashes, registration will take place using paper registers which will then
be passed on to the attendance officer.

The Attendance Officer ensures that any Sixth Formers who do not have lessons in P1 or P7
are cross-checked with Housemaster registration to ensure no-one is missed. Sixth Formers
leaving the school site are required to sign out via the signing out sheet which is held by the
Atrtendance Officer.

During free periods, vulnerable students must sign in with SAS in the School Library. These
pupils will be assigned to a registration group on iSAMs.

Night matron will ensure all boarders are up in time for morning registration. Boarding staff
will sweep the boarding house at 830am.

5. Junior School Registration Procedures

Advance requests for pupil absence are submitted by parents to the Head.

On the day absences are communicated to the Junior School Secretary, Mrs Yvonne King via
email, phone or the online form.

All pupils are registered directly onto ISAMS.

- Registration takes place in form groups and is the responsibility of the form teacher
- Morning registration takes place at 830am
- Afternoon registration takes place at 125pm

The registers are checked and updated by the Junior School Secretary. They are regularly
reviewed by pastoral staff.

Junior School Secretary chases up absences with staff or by contacting parents and then
prints off a daily ‘fire drill absence list".

6. St Edmund’s Pre-Prep Registration Procedures
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Early Start

e Children/parents sign their name in book on arrival.
(In case of emergency evacuation this book would be taken by staff on duty to JS
playground.)

In Dragonfly, Cricket and Honeybee Classes

e Complete computer registration on ISAMS. as soon as children arrive in class and
complete by 9.00am

e Complete notes for any child who is absent with a known reason

e If achild is absent and no reason has been given by break time the teacher will
contact parents by phone

e If no contact can be made Head of Pre-Prep will be informed and continue trying to
contact parents using emergency contact numbers as well. If it is deemed that the
well-being of the child is at risk the Head of Pre-Prep will contact the Area
Safeguarding adviser and the police if felt necessary.

e Thereason for absence needs to be completed for all children

o If achild leaves or arrives during the day this needs to be recorded on the register
giving the reason.

o Theregister is also completed after lunch
In Nursery (Butterfly and Ladybird Classes)

o Nursery Staff sign child in on paper register near the door.

¢ This information is transferred to the computer registration system as scon as is
possible

e Complete notes for any child who is absent with a known reason

o If achildis absent and no reason has been given by break time the teacher will
contact parents by phone

e If no contact can be made, Head of Pre-Prep will be informed and confinue trying to
contact parents using emergency contact numbers as well. If it is deemed that the
well-being of the child is at risk the Head of Pre-Prep will contact the Area
Safeguarding adviser and the police if felt necessary.

e Thereason for absence needs to be completed for all children

e If achild leaves or arrives during the day this needs to be recorded on the
computerised register giving the reason.

o Nursery Staff sign children out on paper register when they leave at 12.00, 1.30 or
3.10.

e The computer registration system is completed in the afternoon as soon as is possible

(In case of emergency evacuation the Nursery paper register would be taken by staff on duty
to JS playground.)
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Late Stay

e Staff sign children’s names in file on arrival.

e Staff sign children out when parents arrive, and children are collected.

(In case of emergency evacuation this file would be taken by staff on duty to JS
playground.)

EOC, RAC, SB

1. September 2022
2. February 2023
3. September 2023

Review Date: September 2024
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