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Introduction 

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.   

Children missing education are children of compulsory school age who are not registered pupils at a 

school and are not receiving suitable education otherwise than at a school. 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. 

Children missing from education, particularly persistently, 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 school’s response to children missing from education supports 

identifying such abuse and helps prevent the risk of them going missing in the future. This includes 

when problems are first emerging but also where children are already known to 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 going missing from education may increase 

known safeguarding risks within the family or in the community.  

 

Local authorities have a duty to make arrangements to establish the identity of children of 

compulsory school age (5-16) who are missing education in their area.  Effective information sharing 

between parents, schools and local authorities is critical to ensuring that all children are safe and 

receiving suitable education. 

 

All school staff must know and follow the procedures for dealing with children that go missing from 

education to help identify the risks to those children and to help prevent the risks of going missing in 

the future. 

 

Admission Register 

At St Michael’s C of E Primary School, all children are placed on both the admission and attendance 

register; this is a legal requirement.  A child will be placed on the admission register at the beginning 

of the first day when they are expected to start school.  Each child’s attendance is monitored 

through the daily register.  Attendance is monitored closely and poor attendance is addressed by 

working in partnership with the child’s parents and carers.  If necessary, poor attendance is referred 

to Oxfordshire County Council’s attendance team. 

 

To ensure that the Admission Register is accurate, parents are encouraged to keep school up to 

date with any changes to details kept therein. 

Where a parent notifies the school that a child will live at another address, the school will record in 

the admission register: 

• The full name of the parent with whom the child will live 

• The new address 

• The date from when it is expected that the child will live at this address 
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Where a parent notifies the school that the child is registered at another school or will be attending a 

different school in the future, the school will record in the admission register: 

• The name of the new school  

• The date on which the child first attended or is due to start attending that school 

Information sharing with Oxfordshire County Council (OCC) 

School will notify Oxfordshire County Council (OCC) within 5 days when a child’s name is added to 

the admission register at a non-standard transmission point and provide all the information held 

about the child in the admission register. 

 

School will notify OCC when a child’s name is to be removed from the admission register at a non-

standard transition point under any of the grounds set out in the Education (Pupil Registration) 

(England) Regulations 2006, as soon as the ground for deletion is met and no later than the time at 

which the child’s name is deleted from the register.  School will provide OCC with information about 

the child as detailed in the Education (Pupil Registration) (England) Regulations 2006, as amended. 

 

Referrals to OCC’s Children Missing Education Officer 

A child will not be removed from the admission and attendance registers unless their new 

educational provision has been confirmed with the receiving school.  If we are not informed within a 

reasonable time that the child has started a new school, we will make a referral to OCC’s Children 

Missing Education Officer (CMEO). Under these circumstances, the child will only be removed from 

the registers once the CMEO has checked and confirmed their new destination.   

Email: childrenmissingeducation@oxfordshire.gov.uk   telephone: (01865) 810515 

 

Circumstances under which we will contact the Children Missing Education Officer: 

a) When school is informed that a child is leaving, but there is no contact from a new school 

within 20 days of the child’s last attendance.  An earlier referral will be made if school has 

reason to think no school application will be made. Any information that school has obtained 

about the destination of the family will be supplied. 

b) A child has left school to move abroad but school does not receive full details of the new 

education provision. 

c) A child stops attending (or fails to return after absence) without explanation.  School will 

make reasonable attempts to contact the parents for an explanation about the child’s 

absence.  If these fail, school will also contact LCSS or MASH, as deemed appropriate. 

d) A child is allocated a place at St Michael’s, but does not start as arranged and there is no 

contact from the parents.  School will initially try to contact the parents to find out what is 

happening. We will also contact the School Admissions Team to find out whether the 

admissions officer has had any information from the parents. Once a start date has been 

agreed, the pupil must be entered on the school’s admission and attendance registers and if 
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they then fail to attend, we will establish the reason for absence and apply our attendance 

procedure in the normal way. 

If at any time after a referral has been made to the Children Missing Education Officer and school is 

contacted by another school to confirm that the child is now on the register there, we will inform the 

CMEO immediately. 

Concerns for a child’s safety 

Where we have a concern about the safety or wellbeing of a pupil arising from their non-attendance 

or departure from the school, then we will contact the Local and Community Support Service 

(LCSS), the Multi Agency Safeguarding Hub (MASH) or the police.  We will also make referral to 

OCC’s Children Missing in Education Officer where appropriate. 

 

Transfer of pupil data between schools 

When a child ceases to be registered at St Michael’s C of E Primary School and becomes 

registered at another school in England, Wales, Scotland or Northern Ireland, a Common Transfer 

File (CTF) will be sent to the new school using the School2School (S2S) secure internet system.   

 

CTFs of children whose destination school is not known or who have moved abroad or to a non-

maintained school will also be uploaded to S2S. If a child starts at St Michael’s, but the previous 

school is unknown, we will ask OCC to search the database to see if a CTF for that child exists. 

 

 

 

 

 

 

 

 

 

 

 

 


