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Introduction

The DFE estimates that up to 10,000 children are missing completely from school each year*.  This is in addition to those who do not attend regularly or are excluded from school.  Every Child Matters sets out a clear agenda for the need for early intervention, effective protection and accountability by Local Authorities for this group of potentially vulnerable children.

Every year children move between Portsmouth schools or leave the area for a school in another authority.  Additionally children arrive in the city needing to access education and may require support and intervention to do so.  There is a legal requirement placed on the Local Authority to monitor this movement and in Portsmouth this responsibility is undertaken jointly by Schools, Information Services, the Attendance Monitoring Service and a range of partners.  

The purpose of this guidance is to outline both the legislative requirements and operational details for managing this responsibility, so that all parties understand their responsibilities and undertake them consistently and promptly.  This will help to minimise disruption to pupil learning and achievement that mobility can cause, and ensure that children’s welfare is safeguarded.

* (Ofsted Out of School report 2004)

1 Statutory responsibilities and definition of Children Missing Education

1.1 Legislation

The relevant legislation is as follows:

Education Act 1996 

· Section 14(1) refers to the provision of places.

Education Act 1996

· Section 7 and Section 437 (1) refers to the parent’s responsibility to ensure attendance.

Education Act 1996

· Section 19 (1) requires every Local Authority (LA) to make alternative provision available for pupils who have significant or long term health needs, or excluded from school.

Education Act 2002

· Section 175 came into force on 1 June 2004 and imposes a duty upon LA’s and governing bodies to exercise their functions with a view to safeguarding and promoting the welfare of children.

The Children Act 2004 contains the following requirements:

· Section 10 - A duty upon each children’s services authority to promote co-operation between it and various other bodies to improve the well-being of children so far as relating to (amongst other things) education and training

· Section 11 - A duty upon various bodies (including children’s services authorities) to make arrangements for ensuring that their functions are discharged having regard to the need to safeguard and promote the welfare of children

· Section 12 - Provision for the Secretary of State to put into place information databases for the purposes of arrangements under Section 175 of the Education Act 2002, and a framework for the sharing of information contained in such databases where appropriate.

1.2 Definition of Children Missing Education

For the purposes of this document we define Children Missing Education as:

All children of compulsory school age who are:

· not on a school roll
· on the roll of a school but where they have been absent for 10 consecutive days and no contact has been received from parents.

1.3
 The role of the Children Missing Education Officer
The CME (Children Missing Education) Officer helps to co-ordinate all aspects of children missing education by:

· Tracking children entering and leaving Portsmouth who may not have a verified school destination.

· Tracking children moving within Portsmouth who may not have a verified school destination 

· Monitoring and gathering information in respect of Children Missing Education using EMS (Education Management System).

· To liaise closely with a range of key agencies and departments

· Assisting the Admissions Team in tracking the validity of mid-term transfer admissions applications

1.4  
How do children go missing?  What to do to prevent this.
a) Children who fail to start an appropriate provision and hence never enter the education system

We undertake to:

· Raise awareness of children missing education through the appointment of a dedicated Children Missing Education Officer (CME Officer).

· Investigate enquiries from partners via the Children Missing Education referral form (see Appendix 3).

· Maintain effective links with partners, e.g. Housing, Health.  

b) Children who fail to return to school following 10 consecutive days of unauthorised absence where there has been no contact from parents and schools have followed all normal procedures to contact parents without success.
We undertake to:

· Identify and investigate where children cease to attend by referral from school and remotely via EMS Pupil Database reports.

· Ensure that schools comply with the Education (Pupil Registration) (England) Regulations 2006.  These regulations detail the only reasons that pupils can be removed from roll (see www.dcsf.gov.uk/schoolattendance/legislation/index.cfm). 
· Ensure schools comply with regulations guidance with regard to elective home education.
c) Parents fail to complete a transfer between schools e.g. being unable to find a suitable school place after moving to a new Local Authority, failing to pursue a school place for their child either at statutory school age or at transition e.g. infant to junior.
We undertake to:

· Monitor the transfer of all children.
· Ensure that children and parents receive appropriate support and advice from the LA’s Admissions Department to make the transfer successful.

d) Parents choose to undertake elective home education with their child and either withdraw      them from school or never place them on the roll of a school.

We undertake to:

· Ensure schools comply with regulations/guidance with regard to Elective Home Education.
· Ensure parents receive the LA’s guidance on Elective Home Education.
· Keep a register of pupils who are home educated which is regularly updated.
· Contact parents annually.
1.5
Information systems

The Education Management System (EMS) is the cornerstone for the tracking of all children on a school roll and helps to identify those who may go missing.
The CME Officer produces reports of pupils who have been removed from roll via EMS on a minimum of a half termly basis.  This information is then checked for any anomalies or inaccuracies with schools, Admissions, Housing, Information Services and the Children and Families Enquiries Line (C.A.F.E.) 
Using the secure DFE School to School (S2S) website, the CME Officer and Information Services can support the tracking of pupils.

Schools must submit Common Transfer Files (CTFs) to the S2S website when a pupil is removed from their roll.  

If the pupil’s destination is unknown, they are leaving the maintained system, deregistered for elective home education or emigrating, a CTF is submitted to the Lost Pupil database.  See Appendices 1 and 2.

2.  Procedures for children who have left or who are believed to have left Portsmouth schools

The school is usually the first to be aware that a pupil is moving and staff at the school of departure should establish as soon as possible the name and address of the new school and the date the pupil is due to start.  Any deletion from the admissions and attendance registers must comply with the Education (Pupil Registration) (England) Regulations 2006.   Should other Children’s Services staff become aware of the likelihood of a child leaving a school, they should inform the school and the Children Missing Education Officer.

This means:

· Where a child has been continuously absent from school without authorisation for a period of 20 days their name may not be removed from the admission register until both the school and Children’s Services have failed, after reasonable enquiries, to locate the pupil.  This is a joint process between the school and the Children’s Services.

· Where a headteacher/proprietor of a school has been notified in writing by a parent that a child is receiving elective home education, and has deleted the child’s name from the register in accordance with regulations, a copy of the letter must be forwarded to the Attendance Monitoring Service.
For the purpose of this guidance the process that should be followed for children who have left or who are believed to have left education fall into one of two categories:

· Destination verified

· Destination not verified (investigation ongoing)

This process is overseen by Information Services and the Children Missing Education Officer.

2.1 Destination verified

Schools must :

· Identify the name and address of the new school, and an admission date for the child.  

· Action the CTF transfer as outlined in Appendix  1.

· Where a child is subject to a Child Protection Plan, the local Social Care Department should be informed immediately by phone that a child has moved or is believed to have moved.  This should then be followed up in writing.
2.2
Destination not verified

Schools must:

· Contact the parents by phone.  If no response, all other listed contact numbers must be used.  If still no response, a letter must be sent to the last known address requesting contact and if possible a home visit should be made.   It may transpire following this that the child has not moved and will be returning  to school.

· If there is no response after 10 consecutive days, and there are no identified safeguarding concerns, then the matter should be referred directly to the Attendance Monitoring Service using the Children Missing Education Referral  form  (APPENDIX 4).
 
· If a school has safeguarding concerns, or a pupil is subject to a Child Protection Plan and they are ‘missing’, they should contact Social Care/Attendance Monitoring Service immediately for advice prior to the 10 days outlined above.  
The Attendance Monitoring Service will:

· Make a home visit to the last known address providing that the school has made all reasonable efforts, as outlined above.
· Contact other schools where siblings are identified as being on roll.

· Contact C.A.F.E.  

· Liaise with other partners who may have information regarding the family e.g. Social Care, Health, Housing and Police.

· Liaise with other local authorities where appropriate.

· Liaise with partners in sensitive cases.  For example where there are domestic abuse issues or children and their parents are living at the Women’s Refuge.

Children Missing from Education

APPENDICES
1. School to School guidance
2. Migrating pupil flowchart

3. School Checklist
4. Children Missing Education Referral Form

S2S AND SIMS – TAKING CHILDREN OFF ROLL

Children Leaving

Children’s Services staff have been using the EMS PULSE database for a variety of data collection exercises including Turbulence, Pupil Counts and to support the SEN Audit.

Of particular importance is the management of leavers and new arrivals.

Please ensure you are following the appropriate guidance when pupils leave your school.

1. If a child is no longer attending, or you have been advised in writing the child will be elective home educated, please contact the Attendance Monitoring Service.
2. Once a child has left, please ensure that you have put their reason for leaving in their SIMS record.

3. Please remember that the school which the child is leaving has a statutory responsibility to transfer their details electronically, using the standard CTF function in SIMS, to their next school within 15 school days.

4. If you are certain that a child has definitely left your school but you are not aware of their destination school, please submit a CTF record for that individual pupil on the DFE S2S (Schools to Schools) website with a file destination named XXXXXXX.  If you know that the child has moved to Scotland or an Independent school please use MMMMMMM as the destination for the filename.  For children leaving for service schools’ overseas, see the note below.

5. If a child has left (especially when they have moved to another Portsmouth school), please co-ordinate the child’s start/end dates, otherwise children will have history files showing them at more than one school at any time.

Data Transfers for Service Children

Please be aware that if you are receiving new children from Service Children’s Education schools, or, children are leaving because a parent has been posted overseas, you need to use the DFE School to School (S2S) website to transfer their date to/from their next school.

Service Children’s Education (SCE) are proactive users of S2S and are keen to ensure that they receive a pupil’s information as soon as possible and S2S is the method for transferring their data.

Sending a child’s data via S2S

S2S treats SCE as a Local Authority.  It has 702 as its LA number.  You can search for this LA number on Edubase’s establishment finder (found on http://www.edubase.gov.uk) to identify the Service’s school that a child will be attending, so that you can generate the destination school number for a child’s CTF.

If you are not sure where a child is moving to, and the child is unable to tell you where their parent is being posted to, you can create the destination school for children using 702LLLL.  The manager of SCE’s file transfers will forward the child’s CTF to the appropriate Service school for you.

Receiving a child’s data via S2S

If a child has started at your school and you have not received a CTF via the normal method please contact the Information Services Team.

PLEASE NOTE:
If you do not know the specific school a child has gone to, please do not send the file to the Local Authority number (LLLL), e.g. 851LLLL, 850LLLL.  These children must be logged on the Lost Pupil Database.








School checklist for children whose whereabouts are unknown


This is a check list which is to be completed for pupils who have gone ‘missing’ or where a forwarding school or address is not known. You will need to attach this to any referral made to the Children Missing Education Officer.

Pupil’s Name: …………………………………………………  d.o.b. ……………………..

Date last attended …………………………..

Checklist of action taken by school staff
	
	Action Taken
	By who and when
	Outcome

	1
	Check with class teacher, 

SENCO, HOY, Learning Mentors and internal records etc.
	
	

	2
	Check with known friends in school


	
	

	3
	Attempt to contact the parent(s) using telephone, letter or visit the home


	
	

	4
	Check for siblings in other local schools – they may have additional information.


	
	

	5
	If you are aware of other agency involvement, notify them as soon as possible of your concern.


	
	

	6
	Contact any extended family members i.e. grandparents


	
	


If after all enquiries have been exhausted, the whereabouts of the pupil is still unknown a referral should be made to the Children Missing Education Officer.  The School must still maintain ownership of the pupil’s records until advised by the Attendance Monitoring Service.  Removal from roll must comply with Department for Education Regulations and the Local Authority’s Children Missing Education Procedures.
The school must create a Common Transfer File (CTF) and upload this electronically on to the Lost Pupil database (S2S) as per the CME Guidance.  

A copy of this form must be forwarded with any referral to the CME Officer, Attendance Monitoring Service, Floor 2, Core 1, Civic Offices, Guildhall Square, Portsmouth, PO1 2EA.




	This form should be completed by any professional undertaking an assessment or who is aware of a child of compulsory school age who does not appear to be on the roll of a school, or receiving an appropriate educational provision.

This form can also be completed by a member of the public who is concerned that a child of compulsory school age is not on roll at a school, or receiving an appropriate education provision.


Section 1

	Last Name:

	First Name:
	Address:

                                        Post Code:  

	Date of Birth:


	Year Group:
	Ethnicity:
	First Language:



	Last School if known:




Section 2

	Name(s) of Responsible Adults

	Name:

Address:

Post Code:

Home Tel:

Mobile :
	Name:

Address:

Post Code:

Home Tel:

Mobile:

	Details of any siblings (including dates of birth, current or previous schools if known):
	Details of any pre-school siblings (including dates of birth, nursery placements if know):




Section 3

	Please give a brief outline of how you became aware of this young person and the present circumstances; including any background information you feel may be useful to us.

What has led you to believe that this young person is not currently on the roll of a school, or receiving an education?

Is the parent/carer aware that you have made this referral?

Do you know of any other professionals involved with this family?

Please could you also identify if you are aware that a CAF has been completed for this child, and if so who the lead professional is.



	2 IMPORTANT  -  If you are aware of any issues regarding worker safety that should be taken into account when visiting the home please give brief details.



	Date of Referral:

Referrer details:

Name:

Agency:

Contact Details:


	Please forward this referral to the :

Attendance Monitoring Service

Floor 2

Core 1

Civic Offices

Guildhall Square

Portsmouth, PO1 2EA
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APPENDIX 1





End





You do not know the school where they are going. E.g. Emigrating, “the Midlands”, “Possible education at home”


Lost Pupil File XXXXXXX destination








N





N





N





Y





Y





Y





N





Submit CTF for pupil


Destination = MMMMMMM





Are they going to a Service School overseas? e,g. Parents posted to Cyprus





Do you know which Service school they are going to?





Can you ask the pupil where parent/carer has been posted?





N





Y





Y





N





Send CTF to school using 3 digit LA code and 


4 digit DSCF no. e.g. 851888





Send to CTF destination 702LLLL where Service school overseas manager will arrange transfer





Did Receiving school download the CTF?








Do you know which school they are going to?





Treat as Lost Pupil





N





Are they moving to a non-maintained school, or one outside England & Wales except Services Overseas? 


e.g. Scotland


Portsmouth Grammar








Y





Y








Look-up school on EDUBASE Destination 


LAN.DSCF where702 is LA number.





Do you know where they are going?
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Migrating Pupil Flowchart
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Attendance Monitoring Service











