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1. 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 and without access to a school placement 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. Effective information sharing between parents, schools and Local Authorities is critical to ensuring that all children of compulsory school age are safe and receiving suitable education. Local Authorities should focus their resources effectively in intervening early in the lives of vulnerable children to help prevent poor outcomes. 
2. Rationale 
This guidance document has been created to assist all schools and other professionals who work with children and families within Bromley, to ensure that they: Meet statutory duties relating to the provision of education and safeguarding the welfare of children missing education. Have robust multi-agency systems in place to identify, refer and track children missing from education or at risk of doing so. Establish monitoring and reporting systems for all children missing from education and at risk of becoming CME. 
3. Definitions 
Children Missing Education (CME) refer to all children who are of compulsory school age and are not on a school roll, nor being educated otherwise (e.g. Electively Home Educated or registered  with an alternative provision). In Bromley, a school refers a pupil to the Local Authority for further investigation if she/he has been continually absent for more than 10 school days without permission and the school has carried out reasonable checks and failed to establish the child’s whereabouts and the reason for absence. 
Compulsory School Age – A child reaches compulsory school age on or after their fifth birthday. If they turn 5 between 1st January and 31st March, they are of compulsory school age on 31 March; if they turn 5 between 1st April and 31st August they are of compulsory school age on 31st August; if they turn 5 between 1st September and 31st December they are compulsory school age on 31st December.
A child continues to be of compulsory school age until the last Friday of June in the school year they reach sixteen. 
Why Children go missing from Education
1.1	Children are missing when they:
	(a)	Fail to start appropriate provision and hence never enter the system.
	(b)	Cease to attend, due to withdrawal where no future provision is identified, or following exclusion (e.g. illegal/unofficial exclusions).
	(c)	Fail to complete a transition between providers (e.g. being unable to find a suitable school place after moving to a new LA).
	(d)	Personal circumstances or those of their families may contribute to the withdrawal process and the failure to make a transition.
1.2	Children go missing when they fall out of the education system and there is no systematic process in place to:
· Identify those children; and
· Ensure that they re‑engage with appropriate provision (which may include services outside of school) to meet their specific needs.
[bookmark: _Toc381175138][bookmark: _Toc160531044]2.	Safeguarding
There are other circumstances by which a young person could go missing, e.g. when they are reported as “missing from home”. In most cases the young person returns home quickly. However, there are more serious cases, including where a child may become a victim of crime or is lured into criminality; has fallen foul of a trafficking organisation; has been taken into a forced marriage; has undergone female genital mutilation (FGM); is at risk of child sexual exploitation; has been abducted by his/her parent; or has been abducted by a stranger that later results in homicide. It is therefore essential when a child goes missing from education, that these cases are approached in a sensitive but thorough manner.[footnoteRef:1]  [1:  See BSCP Multi-agency Protocol for Children Missing from Home and Care] 

2.1	If a member of school/educational establishment/college staff becomes aware that a child may have run away or gone missing, they should try to establish with the parents/ carers, what has happened. If this is not possible, or the child is missing, the Designated Safeguarding Lead (DSL) should, together with the class teacher assess the child’s vulnerability.
2.2	From the first day that a child does not attend school and there is no explanation or authorisation of the absence, the following steps should be taken.
· A trained staff member will make contact with the parents/carers (person with parental responsibility for the child) to seek reassurance that the child is safe at home.
· The outcome of the contact should be assessed and if there are any concerns a consultation with the school/establishment/colleges DSL should take place to consider the child’s vulnerability.
2.3	In the following circumstances a referral to children’s social care and/or police should always be made promptly:
· The child may be the victim of a crime.
· The child is subject of a Child Protection plan.
· The child is subject of S47 enquiries.
· The child is looked after.
· There is a known person posing a risk to children in the household or in contact with the household.
· There is a history of frequent family moves with gaps in education.
· There are serious issues of attendance.
· There are concerns of possible Female Genital Mutilation.
· There are concerns of Child Sexual Exploitation or other exploitation including forced marriage, association with terrorist organisations, individuals or activities.
The answers to further questions could assist a judgement whether or not to inform LA children’s social care and police:
· How old is the child?
· Is this very sudden and unexpected behaviour?
· Have there been any past concerns about the child associating with significantly older young people or adults?
· Was there any significant incident prior to the child’s unexplained absence?
· Has the child been a victim of bullying?
· Are there health reasons to believe that the child is at risk e.g. does the child need essential medication or health care?
· Was the child noted to be depressed prior to the child’s unexplained absence?
· Are there religious or cultural reasons to believe that the child is at risk? e.g. Rites of passage or forced marriage planned for the child?
· Has the child got a disability and/or special educational needs?
· Is the child missing part of the school day by absenting themselves?
· Is the child known to have gang affiliation?
· Is the child associating with extremist or terrorist organisations, individuals or activities?
· Have there been past concerns about this child and family which together with the sudden disappearance are worrying? e.g.

· Is there any known history of drug or alcohol dependency within the family?

· Is there any known history of domestic violence?
· Is there concern about the parent/ carer’s ability to protect the child from harm?
· Is there any known gang affiliation for the child?
· Is there any known links with extremist or terrorist organisations, individuals or activities?
2.4	Extended leave of absence can be authorised by the head teacher, at which point a return date is set. In these cases, the timeline for enquiries starts from when the child does not attend school on the expected return date, not from the day the extended leave started.
If at any time you have a reasonable concern that a child or young person has suffered significant harm or may be at immediate or acute risk of suffering significant harm, an immediate referral should be made to Children’s Social Care. For further information see The Child’s Journey in Bromley(www.bromleysafeguarding.org).
[bookmark: _Toc381175139][bookmark: _Toc160531045]3.	Children Missing Education Fall into Three Main Groups:
3.1	Those known to be out of education - children within this group will be those known to the LA to have no current provision. These children may fall into the following groups:
· Permanently excluded pupils (formal or unofficial).
· Children with medical needs.
· Pregnant school girls and teenage mothers.
· Those returning from detention (Youth Offending Team referrals).
· Those whose parents have opted to home educate but where the provision has been deemed unsuitable by the LA or where the parent wishes to return the child to mainstream education.
· Those where the parents/carers have approached the LA for a school place as in:
· In-Year Admission (children who have moved into the Authority including those from overseas).
· Homeless (transient families).
3.2	Those who have been known to the LA but who go missing - these children may fall into the following groups:
· Young runaways and children of missing families
· Travellers
· Homeless
· Those where future provision has not been established at transition from primary to secondary.  This group may include children who move to the independent sector
· Children who reside in a neighbouring authority but are on the roll of a Bromley School/Academy
· Those removed from a school roll without providing a defined destination.
3.3	Those who the LA has no knowledge of - children residing within the Authority not known to the LA.  These children may fall into the following groups:
· Children who have never been in the education system.
· Children coming out of independent education.
· Children who are being home educated where parents have not informed the LA.
· Children who have moved into the Authority including those from overseas where no application for a school place has been made.
Notification Routes
4.1	Bromley LA expects all stakeholders and partner agencies to refer any young people who appear to be missing education.
4.2	Referral Routes:
· CME Referral Form available online 
· Child missing from education referral | Instructions – London Borough of Bromley
· Telephone call to CME/EWS Officers  
· Email CME/EWS Officers
4.3	Contact for CME 
Email : CME@bromley.gov.uk
 Education.EDUWelfare@bromley.gov.uk
Telephone: 0208 313 4322
All referral forms available on line at Bromley.gov.uk:
· Child missing from education referral | Instructions – London Borough of Bromley
· Intention to remove pupil from school admissions register | Instructions – London Borough of Bromley
· Education welfare service referral form | Instructions – London Borough of Bromley

5. Roles and Responsibilities
Parents’ responsibilities 
Parents have a duty to ensure that their children of compulsory school age are receiving suitable full-time education. 
Some parents may elect to educate their children at home and may remove them from school at any time to do so unless they are subject to a School Attendance Order. Where a parent decides to home educate their child this decision should be put in writing to the school. 


Schools’ Responsibilities
The statutory requirements for all schools to record joiners and leavers are defined in The Education (Pupil Registration) (England) 2024.
Schools must make reasonable enquiries to establish the whereabouts of the child jointly with the Local Authority, before deleting the child’s name from the register if the deletion is under regulation 8(1), sub-paragraphs (f) (iii) and (h) (iii) [footnoteRef:2] [2:  The Education (Pupil Registration)(England) Regulations 2024 (amended)] 

When removing a child’s name, the notification to the Local Authority must include: (a) the full name of the child, (b) the full name and address of any parent with whom the child normally resides, (c) at least one telephone number of the parent, (d) the child’s future address and destination school, if applicable, and (e) the ground in regulation 8 under which the child’s name is to be removed from the admission register.

All schools (including academies and independent schools) must: 
Enter pupils on the admissions register on the first day on which the school has agreed, or has been notified, that the pupil will attend the school. 
Notify their Local Authority within five days of adding a pupil’s name to the admission register.  The notification must include all the details contained in the admission register for the new pupil. 
Notify their Local Authority when they are about to remove a pupil’s name from the school admission register under any of the fifteen grounds listed in the regulations.
Where parents notify the school, in writing, of their intention to Electively Home Educate their child, the school must attach a copy of the letter to the Education Welfare Service when submitting the intention to remove from roll form. Where parents orally indicate that they intend to withdraw their child to be home educated and no letter has been received, the school must not remove the child from roll and should notify Bromley Education Welfare Service at the earliest opportunity.
Local Authority’s Responsibilities: 
Children Not In School Group (CNIS)
• Meet monthly, during term-time to review CME. 
• Managers will monitor, review, update and agree actions for all children recorded as “Awaiting School Placement”.
• Managers will ensure that any agreed service actions will be completed and reviewed at subsequent monthly CME Meetings 
Children Missing Education Officer
• To track all statutory age children who leave any Bromley school and who do not transfer automatically to another school. This involves identifying and monitoring children until they are registered as on roll with a new school or alternative educational placement. 
• In accordance with statutory guidance, to act as a point of contact for enquiries and referrals from other Local Authorities, partnership agencies and Children’s Services staff. This applies to any child who is at risk of missing education in order to assist the prompt identification of such children and their re-engagement with educational provision. 
• In cases where a child does not appear to be on a school roll, to follow up all referrals by visiting the home address to investigate whether the child is on a school roll or educated otherwise. 
• Where a parent or carer fails to satisfy the Local Authority that the child is receiving a fulltime appropriate education, to issue a School Attendance Order (SAO). It is a criminal offence if parents fail to comply with a School Attendance Order. 
• To maintain a database of identified Children Missing Education who are not registered to a school and meet criteria as ‘awaiting school placement’.
To regularly provide senior managers and service leads with a list of current CME cases for monitoring and intervention.
•To be a point of contact for schools if they are aware that a child is unplaced, i.e. has no destination school. 

School Attendance Order
A School Attendance Order (SAO) is an order issued by the Local Authority to the parent of a pupil in circumstances where the parent has failed to provide their child with a full time education, either by the child being on roll at a school, or by providing a “suitable, efficient” education other than at school.

Should a parent refuse or fail to engage with the Local Authority, and not actively seek a school place, it may be necessary for the relevant Officer to issue an SAO and subsequent proceedings, to be pursued.

The parent/ carer should be made aware of their legal obligation to ensure that their child(ren) is/are receiving suitable education. Failure to take responsibility for this can result in the Local Authority taking legal action.

If a child’s attendance starts to fall, the school would be expected to take appropriate action such as parent meetings and warning letters. A SAO cannot be pursued by the Local Authority whilst a child is on the roll of a school.

The School should use a variety of interventions to attempt to reengage the family and if it is seen as necessary, legal action can be taken. This may be in the form of a Penalty Notice Request or a request for a parental prosecution should they feel that an offence has been committed.

Education Welfare Service
• To fulfil London Borough of Bromley’s statutory responsibilities of ensuring parents provide their children with a full-time education in accordance with the Education Act 1996. This includes investigating why children are not attending school regularly and making enquiries about children who may be missing education. 
• To make reasonable enquiries when a child has been absent without explanation for 10 consecutive days. This may include home visits, contacting known family members, liaising with Police and Housing Groups. 
• In order to prevent children from becoming CME in Bromley, to take responsibility for ensuring that schools only delete children from the school roll lawfully – in line with Regulation 9 The Education (Pupil Registration) (England) Regulations 2024 
• Where schools fail to provide a copy of the parent’s written notice of intent to Electively Home Educate the Education Welfare Service will be advised and will follow up with the school. 
• Where it is established that a child is not receiving a full-time appropriate education to work with the parent/carer, young person and Local Authority services to ensure suitable educational provision is found for the child.
• Where a need for additional support is identified, to make referrals to appropriate services. 
SEND 
• Key stage transfers dealt with by SEND and for those children that remain unplaced into the new academic year are registered as CME by SEN Case Officers. 
• SEND Case Officers to ensure when end dates are entered onto systems updating school history and the CME officer should be notified
• SEND Case Officers will notify the CME Officer of any SEND children that are identified as CME. These children remain the responsibility of the SEN case officer.
 Any child who is on a school roll who cannot return to their named school but remain on roll, whilst an alternative school / provision is being sought should be raised by SEND at the CNIS meetings.
• SEN Manager will attend all CNIS meetings with updates to ensure cases do not drift and to evidence the work being carried out to source full time provision. 
• SEN Managers will ensure all actions agreed during CNIS Meetings are completed. 

School Attendance and Education Welfare Manager 
• To ensure that agreed actions of CME Officer / Education Welfare Officers are carried out in line with service expectations 
• To work collaboratively with all relevant agencies to ensure every child has access to suitable full-time provision and a support plan is in place for the child. 
Admissions Team 
• To ask current schools to check their leavers at standard transition points, to ensure all have applied for a school place and that, at the end of the year, they know of the destination school for each child on roll. 
• To ensure admissions applications are followed up if they do not indicate a current school. 
• To track all in year and normal round applications until the child is placed on roll.
• To refer to the CME officer for any child who is out of school and for whom no school place has been accepted 
• Along with the school, to make reasonable checks to ascertain the whereabouts of children who fail to start at school and refer those children to the CME officer if the destination school cannot be established. 
• To refer to the EHE inbox details of any child who is declared to be receiving home education and for whom no school place can be offered or those who decline an offer of a school place or withdraw from a school roll in favour of home education 
To receive and record details of starters and leavers from Bromley’s state funded schools. 
• To alert the CME officer if a child previously identified to be CME is known to be offered a school place.

All Service Managers will be responsible for ensuring that all individuals within their teams are clear about their roles and responsibilities in relation to CME in line with this policy document.

[bookmark: _Toc381175144][bookmark: _Toc160531049]Legislation and Guidance 

Policy and practise should be read in the context of the statutory duties upon local authorities and parents as set out in the following:
· The Education Act 1996
· The Education act 2002
· The Children Act 1989
· The Children Act 2004
· Statutory guidance for local authorities: Children missing education (January 2015)
· The Education ( Pupil Registration) ( England) regulations 2006, as amended 
(Education law regarding pupil registration where a child is on a school role): The Education
(Pupil Registration) (England) (Amendment) Regulations 2013
· The School Attendance (pupil Registration) (England) Regulations 2024
· Children Missing Education: statutory guidance for local authorities and schools (September 2025)

Section 436A Education and Inspections Act 2006: provides that local authorities must have regard to the statutory guidance for LAs in England to identify children not receiving education issued by the Secretary of State February 2007.
Section 14(1) of the 1996 Education Act: provides that a local education authority must make sure there are sufficient schools for providing education in their area.  For these purposes, the schools must be sufficient in number, character and equipment to provide all pupils with the opportunity of appropriate education (s.14 (2)).  “Appropriate education” means, broadly education which is desirable in view of the pupils’ different ages, abilities and aptitudes and the different periods for which they may be expected to remain at school (s.14(3)).
Section 7 of the 1996 Education Act: provides that the parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable to his age, ability and aptitude and to any special educational needs he may have, either by regular attendance at school or otherwise.
Section 437 (1) of the 1996 Education Act: provides that if it appears to a local education authority that a child of compulsory school age in their area is not receiving suitable education, either by regular attendance at school or otherwise, they must serve a notice in writing on the parent (“a school attendance order”) requiring him to satisfy them within the period specified in the notice that the child is receiving such education.
Section 19 (1) of the 1996 Education Act: requires every local education authority to make arrangements for the provision of suitable education at school or otherwise than at school for those children of compulsory school age who by reason of illness, exclusion from school or otherwise, may not for any period receive suitable education unless such arrangements are made for them.  For these purposes, “suitable” education is defined as “efficient education suitable to the age, ability, aptitude and to any special educational needs the child (or young person) may have.” (s19(6)).
19(4A) of the 1996 Education Act provides: - “In determining what arrangements to make under subsection (1) in the case of any child or pupil, a local education authority shall have regard to guidance given from time to time by the Secretary of State.”
Section 175 of the Education Act 2002: imposes a duty upon LAs and governing bodies to exercise their functions with a view to safeguarding and promoting the welfare of children.  For these purposes, “functions” includes the powers and duties of LAs and governing bodies.

Legal Summary: 
Agencies and practitioners are under various duties to assist and work together with other agencies in seeking to protect children from harm and meet their needs. This will often include the need to share personal information in relation to children. Care however does need to be taken by any agency or practitioner when sharing personal information to ensure that it is done in a way that complies with the Data Protection Act 1998, the Human Rights Act 1998 and the common law duty of confidence. If relevant consent is obtained, it may then be shared. However even without consent it is still possible to share personal information without breaching the Data Protection Act 1998, provided that it is necessary to do so to carry out statutory functions (there are other exemptions as well). These functions include:
 • Children Act 2004 - Every Child Matters: Change for Children. The Act imposes a specific duty to co-operate to improve children’s well-being (s.10) and implies a duty to share information for strategic planning, and to put in place arrangements to facilitate sharing information about individual children to improve their well-being. Section 11 of the Act also contains a duty to safeguard and promote the well-being of children (also included in the Education Act 2002). 
• Ensuing provision of appropriate services for children „in need‟ or „at risk or likely to be at risk of significant harm‟ (Children Act 1989, Sections 17, 27, and 47). Please note that this category covers children considered to be „in need‟ under Section 7, i.e. it has a much wider application than only those children considered to be „at risk of significant harm‟ under Section 47. 
• Promoting the economic, social or environmental well-being of children and families in the Local Authority area. This includes the elimination or reduction of risk factors within the county (Local Government Act 2000, Section 2). 
• The prevention or reduction of crime and identification and apprehension of offenders or suspected offenders (The Crime & Disorder Act 1998, Section 115). 
[bookmark: _Toc160531053][bookmark: _Hlk160528112]In order to ensure that the Human Rights Act is also complied with, and particularly Article 8 of the European Convention, any information sharing would need to be necessary, proportionate and in accordance with one of the legitimate aims set out in the Article, e.g., protecting the rights of others. So far as the common law of confidentiality is concerned, in the absence of consent, there would need to be an overriding public interest to justify disclosure - this would for example ordinarily include situations where there is a risk to the protection or well-being of the child without the information being shared.







Check List for School

	Checks to be made within 10 days
	Date/s attempted/completed
	Outcome of gathered information

	Phone calls to parents
	
	

	Leave voicemails with your contact information 
	
	

	Emails to parents
	
	

	Text message to parents
	
	

	Phone calls to emergency contacts
	
	

	Home visit to last known address
	
	

	Talk to the neighbours
	
	

	Talk to friends of the children at schools
	
	

	Phone previous school if they recently transferred
	
	

	Call siblings schools if known
	
	



When all checks are exhausted within the 10 days, refer to the LA
Child missing from education referral | Instructions – London Borough of Bromley

[bookmark: _Toc160531055]Check List for LA (not an exhaustive list)                     

	Checks to be made with 10 days:
	Date/s completed
	Outcome/information

	Phone call/text/email/Letters to parent/s
	
	

	Phone calls/texts/emails to emergency contacts 
	
	

	Home visit to last known address
	
	

	Talk to the neighbours
	
	

	Phone previous school if a recent transfer
	
	

	Check CAPITA V4 for siblings and contact schools/EWO/SPOC
	
	

	[bookmark: _Hlk160528260]LBB School Admissions
	
	

	Refuges
	
	

	LBB Children & Families Hub
	
	

	LBB Housing
	
	

	LBB Health
	
	

	Police
	
	

	Youth Justice Service
	
	

	Council Tax
	
	

	MOD ( for service families) https://www.gov.uk/government/groups/the-childrens-education-advisory-service-ceas 
	
	

	Border Force ( if Safeguarding concerns)
	
	

	Child Benefit (if Safegurading concerns)
	
	




Children Missing from Education School and LBB Education Welfare Service Flowchart

On day 1 of absence unless otherwise agreed, if a child is CLA, CP, CIN open to Early Help, notify social worker. 
If school have safeguarding concerns, they should contact The Children and Families Hub Bromley Children's Portal
DAY 1-10
School to make reasonable enquires, including but not limited to:
· Contact parents/guardians/carers daily via phone/text/email and send letter home.
· Liaise with relevant school staff such as Class Teacher/Tutor, Head of Year, DSL, SENCO
· Speak to peers/friendship groups in school
· Contact siblings, including those in other schools.
· Contact single point of contact EWO in the Education Welfare Service
· Home visits
· If appropriate school to request Police Welfare Check. 



S











Yes

	Is the child still missing?
No



Day 11- 20
School to refer CME to Education Welfare Service:
Children missing education (bromley.gov.uk)
LBB EWO will carry out reasonable enquires and liaise with school. 



Is the child attending school?

Yes
No


	


CME Outcome 1
Child is located at home. EWO to advise school to follow attendance policy/procedures.
School to follow attendance policy and procedure/ seek advice from EWS 
No longer CME

CME Outcome 2
Family have moved out of area. EWO to pass over to CME Officer. School advised to follow off rolling process.


	

If Child is found and EWO/CME Officer hasn’t contacted school, please let them know. 

CME Outcome 3
If child is still missing after 20 days, EWO to refer to CME Officer and EWO to advice school to follow off rolling process.
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