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1. INTRODUCTION 

At Tockington Manor School the safety and welfare of every child is of paramount 
importance and therefore we are concerned about any child missing education. We are 
also concerned about the inevitable impact on the child’s potential achievement. The 
purpose of the Children missing education (CME) Policy is to ensure that children and 
young people missing education are re-engaged in appropriate education provision in the 
shortest possible time, with lasting success and that ’no child slips through the net’. 
 

2. ​LEGAL & STATUTORY CONTEXTS 

The Children Act 2004 places a duty on all agencies to work together to promote the 
welfare of children and share information. The Education and Inspections Act 2006 placed 
a new duty on all local authorities in England and Wales for them to make arrangements to 
identify CME in their area. The duty applies to all children of compulsory school age who 
are not on a school roll and are not receiving a suitable education. Working together to 
Improve School Attendance (2024) sets out the requirements for schools for supporting 
children's attendance to prevent them from becoming children missing education. 
Children Missing Education: Statutory Guidance for Local Authorities (2024) sets out the 
requirements of local authorities to support and identify children who are missing 
education. 
 
3. PURPOSE OF THE CME POLICY  

The purpose of the CME Policy is to establish a set of principles to which Tockington Manor 
School and partner organisations can sign up to in order to ensure children and young 
people living in South Gloucestershire are safely on roll of a school, placed on alternative 
educational programmes or electively home educated at the request of parents. This 
policy should be read in conjunction with existing safeguarding and child protection 
policies and procedures: 
 

●​ Safeguarding and Child Protection Policy 
●​ Online Safety Policy 
●​ Anti-Bullying Policy 
●​ Behaviour Policy 
●​ Code of Conduct for Staff 
●​ Physical Restraint Policy  

 

4. AIMS OF THE CME POLICY  

●​ To assist in identifying CME.  
●​ To raise awareness of the notification process. 

 

5. DEFINITION OF CHILDREN AT RISK OF MISSING EDUCATION  

Children and young people with poor school attendance are often the most vulnerable and 
are more likely to become children missing from education. Guidance about ‘Children 
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missing from education’ has been replaced with ‘Children who are absent from education 
for prolonged periods and/or repeated occasions’ KCSIE 2025. Being absent, as well as 
missing, from education can be warning sign of a range of safeguarding concerns, 
including sexual abuse, sexual exploitation or child criminal exploitation. 
 
South Gloucestershire recognises that the duty to identify children not receiving education 
does not apply in relation to children who are registered at school who are not attending 
regularly. The authority’s CME strategy does, however, include the reinforcement of duties 
that already exist for schools and therefore supports the monitoring of children at risk of 
missing education in the future.  
 
The monitoring of children at risk of missing education is carried out in partnership with 
schools where attendance of individual pupils gives cause for concern with the aim of 
reducing the risk in the future. 
 

6. WHY CHILDREN GO MISSING FROM EDUCATION  

Children and young people can go missing from school or agreed education provision, for 
a wide variety of reasons. Their personal circumstances or those of their families may 
contribute to the withdrawal process. Children can go missing when there is no systematic 
process in place to identify them and ensure they re-engage with appropriate provision. 
The most common reasons why children miss education include: 
 

●​ Failure to register at school aged five;  
●​ Failing to make successful transition from infant to junior and primary to 

secondary;  
●​ Ease to attend due to exclusion (formal/illegal withdrawal);  
●​ Mid-year transfer of school;  
●​ Unable to find a school place after moving into the local authority;  
●​ Victims of bullying;  
●​ Frequent moves of house including periods of homelessness or periods in a refuge;  
●​ Transience/family mobility;  
●​ Family breakdown;  
●​ Frequent absence leading to low attendance  
●​ Disaffection leading to parents withdrawing the pupil or being ‘asked to leave’;  
●​ Involvement in youth offending.  

 
Certain vulnerable groups are more likely to be affected by the factors; these are:  

●​ Young people who have committed offences;  
●​ Children living in women’s refuges;  
●​ Children of troubled families ie: suffering bereavement, trauma, domestic violence, 

homelessness etc;  
●​ Refugee and asylum seeking children;  
●​ Travelling families;  
●​ Looked after children;  
●​ Teenage parenthood;  
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●​ Children with mental health issues;  
●​ Young carers;  
●​ Children who are permanently excluded from school;  
●​ Young people being forced into marriage;  
●​ Children involved in substance misuse.  

 

7. THE ROLE OF THE ACCESS, INCLUSION AND MULTI AGENCY TEAMS 

To reduce the risk of children and young people falling out of the education system, South 
Gloucestershire has developed Multi Agency Teams (MATs) and Access and Inclusion 
services that support the work needed in this area. Contact details are: Access and 
Response Team (ART) on 01454 866000, AccessandResponse@southglos.gov.uk. These 
teams work closely together to ensure there is coherence and consistency within the 
system. These teams ensure that the process for identifying, investigating, and finding 
CME is carried out. The duties and responsibilities of these teams include: 
 

●​ Tracking CME through a dedicated CME coordinator.  
●​ Ensuring all notifications of CME are correctly recorded on relevant databases.  
●​ Investigating relevant databases e.g.: Lost Pupil Database  
●​ Coordinating casework in relation to investigating CME including working closely 

with relevant services and agencies to determine appropriate provision for the 
child.  

●​ To raise awareness of the CME policy  
 

8. ATTENDANCE  

At Tockington Manor School children are registered between 8.20 – 8.35 am. Parents are 
responsible for informing the school about their child’s absence. If a child is absent, 
parents are contacted to explain the absence. There are two contact detail numbers on file 
and two emergency numbers. All methods will be used to seek an explanation without 
delay. Poor attendance or regular absences will be addressed by the Deputy Head Pastoral. 
All support will be given to parents and children to understand and ensure attendance. 
 

9. SCHOOLS’ RESPONSIBILITY FOR CME 

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 
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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. Pastoral support will be 
given to support families. 
 
10. 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 such as regular emails and newsletters. 
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: 
 

1.​ the full name of the parent with whom the pupil will live. 
2.​ the new address; and 
3.​ the date from when it is expected the pupil will live at this address. 

 

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: 
 

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

 

11. 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 ground 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. 
 
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.  
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12. SAFEGUARDING OF CME 

A significant number of children referred as missing education are either found in 
education following initial investigations or found but not in education and subsequently 
supported to return. There are a number of children who are not found in education as the 
family cannot be located following the normal investigations. 
 
A child who is not found in education following CME investigations does not infer that the 
child is at risk. However, it is appropriate to escalate the concerns to consider potential 
risks to the child. A process is in place to facilitate this. 
 

NB: If there are child protection concerns the South Gloucestershire Child Protection 
procedures must be followed. 
 
 
 
13. VERSION HISTORY  
 

Action Date  Version No.    
01/09/2018  1.0  Document created  
01/01/2019  1.1  Reviewed in line with current requirements   
01/09/2019  1.2  Reviewed in line with current requirements  
01/09/2020  1.3  Reviewed in line with current requirements  
01/09/2021  1.4  Reviewed in line with current requirements  
01/09/2022  1.5  Reviewed in line with current requirements  
01/09/2023  1.6  Reviewed in line with current requirements  
01/09/2024  2.0  Amended  
01/09/2025    
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