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Children Missing in Education Policy (CME) 2020- 2021 

St. Michael in the Hamlet Primary School 

 

 

St Michael in the hamlet has adopted and adapted the LA CME Policy.  

The safety of our pupils is our priority whilst they are in our care at school. This policy sets out our 

procedures for dealing with the unlikely event of a child going missing.  

This document is aimed to establish a set of principles in which all agencies subscribe to and to 

highlight the responsibilities of staff in schools. The Local Authority (LA) and partners ensure that all 

children and young people have the opportunity to access appropriate and suitable educational 

provision.  

 

There has been a duty placed on Local Authorities by the Government (Education and Inspections 

Act 2006, Section 436A) to establish (so far as it is possible to do so) the children in their area who 

are of compulsory school age and not receiving a suitable education. A suitable education is 

defined as: an efficient full-time education suitable to her/his age, ability and aptitude and to any 

special educational needs the child may have. 

 

 This duty is for children of compulsory school age who are not on a school roll and who are 

not receiving suitable education for example, at home, privately or in alternative provision. 

 

 The duty does not apply in relation to children who are registered at a school and are not 

attending regularly: schools already monitor attendance through the attendance register 

and to follow their attendance procedures when the attendance of an individual pupil is 

cause for concern. 

 

o Staff have a duty to complete Attendance Registers with a timely manner; they must be 

completed accurately and promptly according to guidelines. Completed registers must 

be submitted immediately after individual class start time. Whole school currently 

operating at staggered start times due to Covid 19.  

o Second register must be completed upon immediate return to class room after lunch time 

has ended.  

 

 

Liverppol’s Safeguarding procedures ensure that the Local Authority (LA); 

 Is able to fulfil its statutory duty to provide an education for all children of compulsory school 

age (year 11 students are covered by this policy until the last Friday in June of their last year 

in school); 

 Identify, reengage and maintain contact with those children and young people missing from 

education who reside in Liverpool. 

 Ensure Liverpool City Council, schools and families work together, along with other partners, 

to track students believed to be not to be on roll with an education provider until they are 

registered in a new school or other educational provision. 

 

o The Children Act 2004 places a duty on all agencies to work together to promote the 

safeguarding and welfare of children and young people and to share information. 

This principle underpins this policy and there is an expectation that all agencies will 

work together to ensure that children and young people do not ‘slip through the net’ 

and become missing. 

 

o These missing children and young people are amongst the most vulnerable in 

Liverpool and therefore it is vital that practitioners in all services work together to 



We are 

Safe, Motivational, Inclusive, a Team and Happy   

identify and reengage these children and young people as quickly as possible. 

 

o Liverpool City Council has in place arrangements for close joint working and 

appropriate information sharing with other local authorities and relevant partner 

agencies that come into contact with children and families including Liverpool City 

Council departments, Connexions Service, Social Care, Health, Youth Offending 

Teams, Merseyside Police, social landlords, Revenues and Benefits as well as links with 

the Border Agency.  

 

o Liverpool City Council is committed to ensuring; 

 Tracking procedures are monitored to ensure best practice with regard to safeguarding 

children and young people, 

 Work with other agencies is carried out so that the Local Authority knows all children of 

statutory school age who reside within Liverpool and that their education provider is 

identified. 

 All pupils of statutory school age who go missing from schools in Liverpool and move within 

the LA or to other areas are speedily located, 

 Support is provided to other LA’s to locate their own missing/lost pupils 

Independent schools, located within the LA, are legally required to advise the Local Authority about 

the details of all children admitted or removed from the roll of their school. 

 

Finally it should be noted that this document does not apply to young people who run away from 

home or care placement. This group is subject to separate arrangements detailed in Liverpool’s 

LSCB policies, procedures and protocols 

 

Section 2  

2.1 Children who go missing from the roll of a school or alternative provision provider.  

Schools and the Local Authority have a statutory duty to make reasonable enquiries to locate a 

pupil following unauthorised absence from school and, after 20 school days of unauthorised 

absence, to transfer the pupil records using the statutory electronic Common Transfer File (CTF) 

The 2006 pupil registration regulations came into force on September 1st 2006.  

Regulation 5 New pupils joining a school – expected first day of attendance.  

Schools must now put pupils on the admissions register on the first day that the school expects them 

to attend, not when they first attend.  

Pupils join the school roll from the first day on which the school has agreed, or has been notified, 

that the pupil will attend and must be listed in both the admissions and attendance registers from 

that day. If a pupil has accepted a place at the school and fails to attend on the agreed date, 

school must follow up the absence to ensure that the pupil does not lose their place and that any 

safeguarding and missing from education concerns are addressed. If the child or young person 

does not join the school within 5 days of the expected first day of attendance a referral must be 

made to the Education Welfare Service. 

 

The national definition of a child missing education is; 

“All children of compulsory school age who are not on a school roll, nor being educated 

otherwise (e.g. at home, privately or in alternative provision) and who have been out of any 
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educational provision for a substantial period of time (usually agreed as four weeks or more)” 

Children who are on a school roll but; 

 Fails to attend school without offering a reasonable explanation and; 

 School has been unable to locate the pupil at the last known address and has completed 

the CME checklist.  

Children who are deemed to be at risk from harm: 

o If the child or young person is subject to a child protection plan or is a child looked after, 

notify the social worker as soon as no contact can be made.  

o Day 1 - Where there is concern for a child who is deemed to be at risk from harm, or where 

there is reason to suspect the child is a victim of crime, notify social care and/or the police 

immediately and inform the Education Welfare Service. 

This document does not replace any of the Child Protection Procedures. Existing safeguarding 

procedures for reporting and recording child protection concerns are to be observed at all times. 

Children who are not deemed to be at risk or harm: 

Follow attendance procedures e.g: first day contact.  

Days 1-5 – Schools should make all investigations to determine the whereabouts or reasons for 

absence from school.  

Days 6-19 - Where a pupil has been missing for 5 school days, the school should contact the 

Education Welfare Service. A missing pupils’ checklist should be completed by the school.  

Day 20 - Where a pupil remains missing from school/education provision, review the situation with 

the Education Welfare Service. If all enquires have been completed by the school/education 

provider and the Education Welfare Service, and the child is still untraced, a CME referral form 

should be completed by the school and in agreement with the Education Welfare Service, pupils 

may be removed from the roll once all the following have been completed:  

 Remove the pupil as a leaver from your database.   

 Set up a Lost Pupils’ destination school on your database, using XXX as the Local Authority 

code and XXXX as the school establishment number.  

 Create a common transfer file (CTF) for the pupil, using the above Lost Pupils’ destination 

school. 

 Upload the CTF to the school to School (S2S) website. 

https://securedatatransfer.teachernet.gov.uk/sdtlive/asp/login.asp or go to  

            www.teachernet.gov.uk and navigate to the login screen using the S2S links. 

 Once uploaded, the pupil data will be stored in the national lost pupil database. The use of 

XXX as the Local Authority code and the school establishment number XXXX is correct and 

not an illustration. School will pass a copy of the Pupil Checklist with the Missing Pupil Form to 

Joanne McKenna, CME Co-ordinator. These procedures ensure that these “reasonable 

enquiries” are carried out before a pupil is removed from a school roll. It is vital that schools 

try to obtain as much information as possible from parents and pupils in advance, if it is 

suspected that they may be moving out of area to reduce the risk of them disappearing 

without trace. It is also equally important to notify the Education Welfare Service as soon as 

possible if it is suspected that a pupil is missing to ensure that all enquiries can be completed 

within the four week timescale, therefore, keeping unauthorised absence to a minimum. The 

Children Missing Education Co-ordinator will continue to regularly monitor any “lost children” 

to track them into provision. They will also contact, where appropriate the Border Agency. 

If at any time during the tracking process, the child is located, the Children Missing Education 

Co-ordinator will:- 

https://securedatatransfer.teachernet.gov.uk/sdtlive/asp/login.asp
http://www.teachernet.gov.uk/
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 Contact the school, informing them where the child has been located.  

 Where an actual forwarding address is identified, contact will be made with the person 

responsible for Children Missing Education in the new Local Authority. 

The DfE has stated that it is no longer acceptable for schools to back date the off roll date to the 

beginning of enquiries once it is agreed a pupil can be removed from roll. 

 

Professionals should work together to identify children and young people of compulsory school age 

who have no educational provision to ensure they can swiftly return to a suitable form of education 

provision.  

Systems for identifying and maintaining contact with children missing education.  

Liverpool City Council’s systems for identifying and maintaining contact with children missing 

education and current developments for identifying those at risk of going missing from education.  

 The Local Authorities CAPITA system provides the database by which a child’s name can 

be checked to establish whether or not s/he is registered with an education provider or 

educated at home by the parent.  

 An ‘Out of School’ register is held which identifies those pupils who are known to the Local 

Authority and are without any education provision.  

 The most complex of cases may require the completion of an assessment to identify which 

services may be required to provide support to the child or young person.  

 

Identifying Children at risk of becoming missing from education.  

Some children are at greater risk of becoming a child missing education.  

The following groups have been identified as at risk.  

These include:  

 Young offenders  

 Children at risk from Child Sexual Exploitation  

 Children at risk of becoming involved with gun and gang crime  

 Children living in refuges  

 Children at risk of radicalisation or extremism  

 Runaways  

 Children of homeless families  

 Children of Refugees and Asylum Seekers  

 Children of new immigrant families  

 Children looked after  

 Children from the Gypsy, Roma, Irish and Show People Communities  

 Children who are privately fostered  

 Young carers  

 Pregnant teenagers and school age mothers  

 Children with psychological/mental health problems  

 Children who have been permanently excluded.  

 Children whose parent/s are in prison  

 Children subject to witness protection arrangements  

Why do children go missing from education?  

 They fail to start appropriate provision and thus never become a part of the education 

system;  
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 They cease to attend their education provision due to an unofficial exclusion or removal 

from the school roll;  

 The parent/carer withdrawal of a child from the school roll with no details provided of 

alternative provision; or  

 They fail to find alternative provision when moving to a new address within Liverpool or 

moving into Liverpool from Out of Borough.  

 They fail to transfer from primary to secondary school  

 Fail to complete a transition between providers (eg, being unable to find a suitable school 

place after moving to a new Local Authority or transfer between school education 

phases).  

They could potentially be at risk from sexual exploitation  

 Forced Marriage.  

 Female Genital Mutilation 

 

Sharing Information. 

There is legislation is in place that enables the sharing of appropriate information, safely and 

securely. 

Information can be shared in accordance with the following legislation:  

 Current Child Protection legislation, which states that any child missing from education, is 

deemed to be a ‘Child in Need’.  

 Section 27 of The Children Act 1989, which states that a Local Authority may request help 

from any Local Education Authority and other agencies in exercising their duty to provide 

support and services to children in need and that Education staff have a duty to gather 

information regarding concerns. 

 Section 7 of the Education Act 1996, which states that it is the duty of the parent of every 

child aged five to sixteen to cause the child to receive efficient, full-time education, suitable 

to his or her age, ability or aptitude and to any special need he/she may have, either by 

regular attendance at school or otherwise.  

 The Children Act 2004, which states that all public agencies should work together, exchange 

and share information for the welfare and protection of children in the area. 

 Data Protection Act 1998,  

1. Schedule 1, Principle 1 and Schedule 2(5)(b), to process data which is necessary to 

enable an Authority to pursue every avenue to trace a child, as well as Schedule 2, 

specifically:  

2. Para 3 "disclosure is necessary to protect the vital interests of the child", and;  

3. Para 5d "disclosure is necessary for the exercise of any functions of a public nature, 

exercised in the public interest" 

 

Identifying a child missing education 

Schools have their own procedures regarding contacting children at risk of going missing from 

education. These include the use of the schools to schools (S2S) website and the Lost Pupils 

Database for the transfer of pupil data. Schools should act responsibly in this matter in terms of the 

safeguarding agenda and the duty to ensure that the whereabouts of all children are known. This 

proactive approach will help to enable us in limiting the opportunity for children and young people 

to become missing or “lost”. 

Local Authority Procedures 
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The CME officer has an extensive range of contacts and has established information sharing 

procedures with internal and external agencies. The CME Officer attends regular meetings of the 

North West network for CME.  

Notification Routes  

 From schools – where a child has left the school and the whereabouts or new provision not 

established; on admission list but does not arrive and contact cannot be made; or where a 

school becomes aware through their own pupils/families or other contacts, or any child who 

is not registered at a school.  

 From other professionals within Children’s Services e.g. EIT, Admissions.  

 From other Local Authorities – S2S secure messaging, secure email. 

 From members of the public 

 School Secretaries/Administrators  

 Registered Social Landlords  

 Accident and Emergency Department  

 Parent Partnership Services  

 Children’s Social Care  

 Police  

 Youth Offending Teams  

 Health Visitors/School Nurses  

 UK Border Agency  

Recording Children Missing Education  

The Children’s Services pupil database has a module, which is used, amongst other reasons, to 

record children missing education. It is the CME Officers responsibility to record necessary 

information on this database to enable accurate information to be reported to the Director of 

Children’s Services as and when appropriate.  

Local Authority Procedures  

The CME Officer is responsible for co-ordinating referrals from schools, internal and external 

agencies and recording the information on the pupil database. The CME Officer will perform a 

number of checks using the prescribed checklist with various agencies using the agreed protocols 

to ascertain the whereabouts of a child. It is the CME Officer’s responsibility to record the missing 

child on the S2S Lost Pupil database if necessary which is accessed by CME Officer’s within Local 

Authorities across the country.  

5.6 School Procedures  

The following advice and guidance is provided for schools in an effort to ensure consistent practice.  

5.7 Missing Pupils  

Under normal circumstances when a child moves school the receiving school must contact the 

previous school to inform them they have placed the pupil on roll. In response to this, the previous 

school must complete a Common Transfer Form (CTF) and transfer this file to the new school via the 

secure data transfer site, referred to as School-to-School (S2S). The purpose of this national system is 

to try and avoid pupil’s going missing. Where a pupil leaves a school and no notification of a new 

school has been received, a school must within 1-10 days of their last date of attendance notify the 

LA CME officer having once completed the referral form and checklist. The pupil must remain on 

roll for at least 20 continuous school days whilst further enquiries are completed by the CME Officer.   

Pupils located in Liverpool  

 If the child returns to school or is found during the 20 days the child should not be taken off 

roll.  
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 The school should work with the child/family and if appropriate other agencies to ensure the 

child remains engaged in education.  

 They may be removed from roll only if they then go on roll at another school. 

 

 Pupils located outside Liverpool  

 The school should complete the referral form and checklist with information of the forwarding 

address and send to CME Officer who will make enquiries with the receiving authority to 

confirm the child’s whereabouts.  

Pupils not located  

 If after completion of the referral form and checklist and submission to the CME Officer the 

child remains untraceable, the school may remove the pupil from the roll.   

 The pupil must remain on roll for at least 20 continuous school days whilst enquiries are 

completed. The school will post the child on the S2S site. In accordance with DfES S2S 

instructions the destination should be given as XXXXXXX (i.e. 7X’s). This website enables LA 

staff on a national basis to see who is missing and provide fresh information where possible.  

 The removal date will depend on whether the pupil has been traced to another school or is 

untraceable.  

 The School must adhere to The Education (Pupil Registration, England) Regulations 2006 

Regulation 8 ‘Deletions from Admission Register’.  

 

Procedures for other agencies 

This may include the Police, health professionals, voluntary organisations, etc. Where an agency 

has information regarding a child who is not currently accessing education or is aware of a child 

who is at risk of missing education they should inform the CME Officer as soon as possible using the 

attached referral form. The Agency’s own referral form will be accepted but as much details as 

possible needs to be included to ensure the maximum chance of tracing the pupil. Please contact 

cme@liverpool.gov.uk. The CME Officer will be responsible for co-ordinating the referrals from 

schools, internal and external agencies and ensuring accurate recording on the pupil database 

Children Missing Education Local Authority Lead and contact details:  

CME Officer,  

School Improvement Liverpool 

Toxteth Annexe 

Aigburth Road 

Liverpool L17 7BN     Secure email; cme@liverpool.gov.uk 

Child missing during the school day  

If a member of staff takes a pupil, group or class out of school they are responsible for informing 

parents and staff at the school office.  

 

It is the responsibility of parents to ensure they provide correct and updated contact information 

on a timely basis and know the procedures for handover of their child at the beginning and end 

of sessions.  

 

If a parent takes a pupil out of school during the day, they must sign them out at the office on the 

register screen.  

 

mailto:cme@liverpool.gov.uk
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It is the responsibility of governors to ensure they are aware of the school’s procedures and to 

challenge/support the school in its review of this policy.  

 

Procedures aimed at reducing risk of a missing pupil  

Start of the day  

 The school should ensure parents are fully aware of the points at which responsibility for the care 

of their child passes from staff to them and vice versa.  

 There are clear procedures for welcoming pupils into school. From 8.40a.m., a member of staff is 

deployed to each of the school gates to meet and greet. The school gates are locked at 9.10am. 

A member of staff remains on the yard until the gates are locked.  

 Pupils use designated entrances where an additional member of staff waits to greet them and 

escort the children in. There is staff in cloakrooms and classrooms to monitor children coming into 

school.  

 Nursery and Reception Classes are escorted directly to their classrooms by a Parent / Carer. 

Nursery and Reception staff must be in their classrooms from 8.40a.m. to welcome the children. 

Reception class doors open at 9.10a.m. Nursery is open from 8.30a.m.  

 All Teaching staff should be on the yard from 8.40a.m.  

 

 

During lesson time 

 Staff mark registers promptly and accurately – mornings and afternoons submitted in SIMS – office 

staff to monitor attendance as soon as registers are submitted electronically.  

 All staff must ensure that the external gates to any outside area are locked when pupils are 

playing outside. The exception is the main car park gate in the Junior building.  

 If pupils leave the classroom to work in other parts of the school, the class teacher must ensure 

that adequate supervision is maintained at all times and all pupils are accounted for on return to 

the classroom.  

 Updated contact information for parents and carers is sought and maintained.  

 All external class doors leading onto the playground are locked during lessons. These doors can 

easily be opened from the inside.  

 

Playtime 

 Pupils are to be escorted to the external doors or hall by staff.  

 Duty staff should be on the playground before pupils come out.  

 Teachers should remain with their class on the playground until adequate staff supervision is 

present.  

 External gates remain locked.  

 Staff patrol all areas in playground throughout the session.  

 Exit/ entry doors are locked behind the last member of staff as they come off the playground. This 

includes external doors from KS1 toilet areas, which are closed once the pupils have exited to the 

playground. Access to KS1 toilets is gained through the First Aid point, which is staffed at all times.  

 

Lunch time: (as above) 

 Lunchtimes are staffed by Learning Support Staff and 3 mid-day Supervisors. Staff are deployed on 

a rota basis to ensure all playground areas and dinner centres are appropriately staffed.  

 SLT members are available at lunch time.  

 Learning Support Staff accompany children from the Reception and Infant playground when they 

are called in for lunch.  

 

Home time 

 The gates are opened at the designated end of day time for their class, pupils are then called 1 

by 1 to be dismissed. Pupils leave by assigned exits.  

 Pupils in the Foundation Stage and KS1 are collected by their parent/carer from the classes or a 

designated exit point from the Infant building.  
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 Pupils and staff have sight of a parent/carer before they leave through the door.  

 Children who are not collected go to the designated ‘late’ area to wait. This is staffed by a 

teacher on late duty.  

 

Educational Visits 

 Thorough risk assessments and adequate staff/pupil ratios (no less than one staff member to 8 

pupils) are provided when pupils leave the school premises.  

 Permission from parents must be obtained. 

 Mobile phones taken on every visit and mobile contact numbers left at school.  

 Staff count and name check all pupils engaged in trip / off-site visit at the beginning, periodically 

at suitable stages throughout the trip (e.g. lunchtime or re-grouping), before return journey and 

during handover to parents / carers. 

 

 

 

After School Clubs 

 Thorough risk assessment in place.  

 A register of pupils should be taken. 

 Consent forms should be obtained from parents with contact numbers and details of how the 

pupils are to go home and who with.  

 

Procedures in the event of a child going missing: 

In the event of a member of staff fearing that a child has gone missing while at school:  

1. If a teacher suspects that a child is missing from a lesson or activity, they contact the nearest 

member of the SMT and school office immediately. The SMT member and any learning support 

staff will carry out a thorough search of the following areas: - Play Room / Training Room / 

Staffroom/ ICT Suite / Hall / Library / Under stairwells / Cloakrooms / First Aid Room or First Aid Area 

/ Store Cupboards - Toilets and playgrounds. - Garden Area (including Sensory Garden) - 

Information concerning sports fixtures/activities/school trips.  

2. The following lists held in the school office will be checked: - Attendance Registers - Off Site 

Record - Music lesson lists - Lists of those attending other schools (i.e. for taster days)  

3. If necessary, staff will promptly, but calmly round up all pupils to a pre-arranged area and a 

designated member of staff will supervise the children. The safety and care of other pupils is 

paramount so the security of the school and the number of staff remaining to supervise the other 

pupils in the school must be adequately maintained while the search continues.  

4. Staff will count and name-check all the pupils present against the register while the group are 

assembled in one place.  

5. A thorough check of all exits will be made, to make sure all gates/doors were locked/bolted 

and there are no other ways a pupil could have left the school. If something is discovered this 

needs to be drawn to the attention of the staff immediately.  

6. At the same time the CCTV will be reviewed.  

7. If the child is still not found after this initial search, the secretary informs the Headteacher and/or 

Deputy Headteacher.  

8. The Head or School Office personnel then ‘staff’ the telephone. If the child has not been found 

after 10 minutes from the initial report of them as missing, then parents / carers should be notified. 

The Headteacher or next most senior member of staff on site will decide at which point the police 

need to be contacted. When contacting parents or carers staff will ask them to bring with them a 

recent photograph of their child. 

9. Staff must try to remember and write down a description of what the child was wearing and 

any distinguishing features.  

10. If the missing child has any special medical or learning needs then these, need to be noted to 

be disclosed to police or other agencies.  

11. The class teacher is spoken to in order to gain further information and asked to confirm if 

he/she attended the previous sessions.  
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12. A thorough search of the school buildings continues and is carried out by senior members of 

staff with the help of other members of staff available, including maintenance department staff.  

 

Particular attention is paid to:  

 Rarely used rooms  

 Toilets  

 Learning Support Rooms  

 All classrooms  

 Main school hall  

 The school grounds  

 

In the event of a member of staff fearing that a child has gone missing while off school premises:  

1. The Visit Leader must ensure the safety of remaining pupils. At least two adults must stay with 

them.  

2. One or more adults should immediately start searching for the child.  

3. The Visit Leader should contact school to alert them.  

4. If the child is not found within 5 minutes, the Visit Leader must contact police by telephoning 

999.  

 

The Visit Leader should alert school that the police have been contacted and school will make 

arrangements to notify parents, after which the procedures described in points 9 to 11 will be 

followed. A secondary search will then be undertaken, with care and sensitivity to other pupils / 

staff/. The visit leader will then work with the Police, keeping the school informed throughout.  

 

This policy will be updated to reflect changes/procedures put in place to increase the safety of 

our children.  

Reviewed: Autumn 2020  

Next review date: Autumn 2021 

 


