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[bookmark: _Toc214002487]Document Summary
This guidance is statutory for local authorities in England and is intended to help them fulfil their legal duty under section 436A of the Education Act 1996 to make arrangements to identify, as far as it is possible to do so, children missing education (CME). This guidance is also statutory for academy trusts, governing bodies, management committees, and proprietors who must have regard to it as part of their efforts to promote the welfare of children.
Local authorities and schools should be able to demonstrate that they have considered this statutory guidance, and where it is not followed, they should have reasonable grounds for not doing so. This advice is not exhaustive, and the circumstances of individual cases will need to be considered.
This guidance should be read alongside the following statutory guidance documents:
· Working together to improve school attendance
· Supporting pupils at school with medical conditions
· Suspension and permanent exclusions
· Alternative provision
· Elective home education
· Keeping children safe in education
· Children missing education: statutory guidance for local authorities and schools - GOV.UK
· Exclusions from school - Nottingham City Council
· fair-access-protocol-sept-2024-new.docx














[bookmark: _Toc214002488]Introduction
CME are children of compulsory school age who are not registered pupils at a school and are not receiving suitable education other than at a school.
CME are at significant risk of; underachieving, poorer health outcomes, being victims of harm, exploitation or radicalisation, and becoming not in education, employment or training (NEET) later in life.
[bookmark: _Toc214002489]CME includes children who:
· are in the process of applying for a school place
· have been offered a school place for a future date but have not yet started
· are receiving elective home education (EHE) that has been assessed as unsuitable
· have been recorded as CME for an extended period, for example where their whereabouts is unclear or unknown

[bookmark: _Toc214002490]CME does not include children who:
· are receiving suitable education otherwise than at a school (for example, pupils who are EHE or attending alternative provision) which is suitable to the child’s age, ability, aptitude and any special educational needs they may have
· are EHE but the local authority has not had an opportunity to assess whether the education being provided is suitable
· are registered at a school, even if they are persistently or severely absent from that school

[bookmark: _Toc214002491]Local Authority, Parents, and Schools Responsibilities 
[bookmark: _Toc214002492]Local Authority Responsibilities
Under Section 436A of the Education Act 1996, Nottingham City Council has a statutory duty to identify children of compulsory school age who are not registered at a school and are not receiving suitable education otherwise. Prompt action and early intervention are crucial to discharging local authority duties under Section 436A (to seek to identify children of compulsory school age not registered at a school or receiving suitable education otherwise) to effectively ensure that children are safe and receiving suitable education.
Supported by schools, Nottingham City Council ensures time spent out of suitable education is kept to an absolute minimum and work to prevent repeated instances of children becoming CME. For example, by effective and supportive reintegration into school, or by supporting into education other than at school (EOTAS) if this is more appropriate for the child’s needs.
The local authority will consult the parents of the child when establishing whether the child is receiving suitable education. Those children identified as not receiving suitable education should be returned to full time education either at a school or in alternative provision. Prompt action and early intervention are crucial to discharging this duty effectively and in ensuring that children are safe and receiving suitable education.
Local authorities should have robust policies and procedures in place to enable them to meet their duty in relation to these children. This includes ensuring that there are effective tracking and enquiry systems in place, and appointing a named person to whom schools and other agencies can make referrals about children who are missing education. The named CME Officer in Nottingham City is James MacLean, CME Manager.
Some children who are missing from education can be identified and supported back into education quickly; other children who have experienced more complex problems face tougher obstacles to getting back into suitable education. When developing policies and procedures for children not receiving a suitable education, local authorities should consider the reasons why children go missing from education and the circumstances that can lead to this happening.
Arrangements made under section 436A also play an important role in fulfilling local authorities’ wider safeguarding duties. This duty should therefore be viewed alongside these wider duties and local initiatives that aim to promote the safeguarding of children. The statutory guidance on working together to safeguard children provides advice on inter-agency working to both safeguard and promote the welfare of children. 
Nottingham City Council have in place arrangements for joint working and information sharing with other local authorities and agencies. Individual local authorities can determine the specific detailed arrangements that work best in their area that not only meet this statutory duty but also enable them to contribute to a range of work aimed at improving outcomes for children. The ‘Working Together to Safeguard Children’ statutory guidance provides advice on inter-agency working to safeguard and promote the welfare of children. 
Nottingham City Council undertake regular reviews and evaluate their policies and procedures to ensure that these continue to be fit for purpose in identifying CME in their area. 
Where there is concern for a child’s welfare, this should be referred to Nottingham City Council children’s social care. If there is reason to suspect a crime has been committed, the police should also be involved. Where there is a concern that a child’s safety or well-being is at risk, it is essential to act without delay.
In addition to Section 436A, Nottingham City Council exercises a range of legal powers and expectations that further support their work to prevent, identify and support CME. These include, but are not limited to:
· Safeguarding children’s welfare, and their duty to cooperate with other agencies in improving children’s wellbeing, including protection from harm and neglect (section 10 of the Children Act 2004).
· Arranging suitable full-time education for permanently excluded children from the sixth school day of exclusion (The Education (Provision of Full-Time Education for Excluded Pupils) (England) Regulations 2007).
· Arranging suitable education for children out of school due to exclusion, illness, or other reasons, if they would not receive it otherwise – this duty covers all compulsory school-age children in the local authority’s area, regardless of school type or whether they are on a school’s admissions register (section 19(1) of the Education Act 1996).
· Carrying out the expectations of local authority School Attendance Support Teams set out in the statutory guidance on working together to improve school attendance
· Serving notice on parents requiring them to satisfy the local authority that a child is receiving suitable education, when it comes to the local authority’s attention that the child might not be receiving such education (section 437(1) of the Education Act 1996).
· Issuing school attendance orders (SAOs) to parents who fail to satisfy the local authority that their child is receiving suitable education, if the local authority deems it is appropriate that the child should attend school (section 437(3) of the Education Act 1996).
· in cases where parents do not comply with an SAO, prosecuting parents (section 443 of the Education Act 1996).
· where parents fail to ensure their school-registered child attends school regularly, prosecuting or issuing penalty notices (section 444 of the Education Act 1996 and section 23 of the Anti-social Behaviour Act 2003).
· applying to court for an Education Supervision Order for a child to support them to go to school (section 447 of the Education Act 1996).

[bookmark: _Toc214002493]Parent’s responsibilities 
Where this guidance refers to a parent, the school and/or local authority will need to decide which adult is most appropriate to work with. Generally, parents include:
· all natural parents, whether they are married or not
· all those who have parental responsibility for a child of compulsory school age
· those who have day-to-day care of the child (for example, lives with and looks after the child)

Parents have a duty under section 7 of the Education Act 1996 to ensure that their children of compulsory school age are receiving suitable full-time education.
If parents are proposing to withdraw their child from school, it is important that they supply information to the school about how their child will be continuing to receive suitable education, for example providing the name and address of the new school the child will be attending. Where this information is not yet available, parents are asked to inform the school of the location where their child will reside.
Some parents may elect to educate their children at home and, unless registered at a special school under arrangements made by the local authority, may usually withdraw them from school at any time to do so. Home educating parents devote time, financial resources and dedication to the education of their children and educating children at home works well when it is a positive, informed and dedicated choice. More information on EHE can be found in the department’s elective home education guidance for parents and local authorities.
Children with Education, Health Care (EHC) plans may be home educated. Nottingham City Council follows the Department for Education’s guidance on EHE (Elective home education – GOV.UK) to ensure legal compliance and appropriate support.
As outlined in the School Attendance (Pupil Registration) (England) Regulations 2024 under regulation 9(1)(f), where a parent notifies a school in writing that their child will no longer attend the school after a certain day and will receive education otherwise than at a school (for example, EHE) and that day has passed, the school must delete the child’s name from the admission register (unless an (SAO) is in place) and inform the local authority. If a parent’s notification to withdraw the child does not satisfy the criteria for deletion (for example, it is not provided in writing or does not specify the date), this may trigger the school to notify the local authority. Notifying the local authority will prompt them to conduct their own informal enquiries alongside the school.
Under section 436A of the Education Act 1996, local authorities must make arrangements in attempt to identify children of compulsory school age who are not registered at a school or receiving suitable education otherwise. Under section 437 of that Act, local authorities must make informal enquiries with parents whose children are not registered at school (for example, EHE parents) to establish what education is being provided if they do not already know. Parents are strongly encouraged to co-operate with local authorities during these informal enquiries. If parents do not co-operate, usually (see admissions for circumstances where this may not apply) local authorities must begin the SAO process which begins with a formal written notice to parents under section 437(1) of the Education Act 1996.

[bookmark: _Toc214002494]Schools’ responsibilities
[bookmark: _Toc214002495]Attendance Monitoring & Reporting:
· Schools must monitor pupil attendance daily via their attendance register in line with chapter 2 of working together to improve school attendance also refer to maintain accurate admission registers .
· They should take proactive steps to address poor or irregular attendance to prevent CME (refer to making reasonable enquiries).
· Poor attendance must be reported to the relevant local authority through attendance returns.
· If a pupil lives in a different local authority area than the school, both authorities must collaborate to ensure effective joint working.
[bookmark: _Toc214002496]Attendance Returns:
· Each local authority should agree with schools on how often attendance returns should be submitted.
· Local authority officers have the legal right to access attendance and admission registers and may take digital or physical extracts to fulfil their duties.
[bookmark: _Toc214002497]Safeguarding Responsibilities:
· If there are concerns about a child’s safety or well-being, schools must act without delay.
· Staff should follow the child protection policy and involve the Designated Safeguarding Lead (DSL).
· If necessary, a referral to children’s social care should be made, and the police contacted if the child is at risk of significant harm
Further information about schools’ safeguarding responsibilities can be found in the statutory guidance on keeping children safe in education.
Schools play a critical role in preventing, identifying, and supporting children who are missing education. The updated guidance reinforces that safeguarding and access to education are shared responsibilities between schools and local authorities.
[bookmark: _Toc214002498]Key Duties for Schools:
[bookmark: _Toc214002499]Maintain Accurate Records:
· Keep up-to-date admission registers.
· Monitor attendance daily and proactively address poor or irregular attendance.
· Follow procedures outlined in Chapter 2 of Working Together to Improve School Attendance Working together to improve school attendance.
[bookmark: _Toc214002500]Initial Proactive Work:
· Before referring a child as CME, schools must make their own efforts to locate the child.
· This includes contacting families, checking known addresses, and liaising with other services.
[bookmark: _Toc214002501]Joint Reasonable Enquiries:
· After submitting a CME referral, schools must continue to collaborate with the local authority to conduct reasonable enquiries.
· These enquiries should be proportionate, prompt, and evidence-based, with clear communication between parties.
[bookmark: _Toc214002502]Collaborative Reintegration:
· Work with the local authority (and the child’s home authority, if different) to return CME to education.
· Support may include placing the child in school, alternative provision, or assessing suitability of elective home education.
[bookmark: _Toc214002503]Efficient Admissions Processes:
· Ensure timely decision-making for admissions to avoid delays in placing children.
· Provide appropriate support to help children successfully integrate into school life.
[bookmark: _Toc214002504]Admission Register Changes:
· Follow statutory guidance carefully when removing or adding pupils to the register.
· In some cases, this will require joint action with the local authority before changes can be made.

To enable effective CME processes, all schools must make a ‘new pupil return’ or a ‘deletion return’ to the local authority when a pupil’s name is added to or deleted- This should be done through the school numbers live system link below.

· School Numbers Live – Menu – Section 1 – Nottingham City Council

To support effective CME processes, schools have a duty to make a return to the local authority in line with regulation 13 of the School Attendance (Pupil Registration) (England) Regulations 2024 whenever a pupil’s name is added to or removed from the admission register outside of standard transition times. Local authorities can extend this to include standard transition times, if they wish to do so. For full details, see paragraphs 211 and 219 of Working together to improve school attendance.

[bookmark: _Hlk209607160]Further information about schools’ safeguarding responsibilities can be found in the statutory guidance on keeping children safe in education.


[bookmark: _Toc214002505]Making reasonable enquiries
[bookmark: _Toc214002506]Summary
When a child’s whereabouts or education status is unclear, local authorities and schools must work together to make reasonable enquiries to locate the child and determine if they are receiving education. This process helps identify Children Missing Education (CME) and enables support into suitable education.
[bookmark: _Toc214002507]Key Responsibilities:
[bookmark: _Toc214002508]Local Authorities 
(under Section 436A of the Education Act 1996) must:
· Set clear expectations for schools to support reasonable enquiries.
· Ensure roles and responsibilities are well-defined and promptly acted upon.
· Promote effective collaboration and communication with schools.
[bookmark: _Toc214002509]Schools must:
· Immediately investigate unexplained absences.
· Refer to children’s social care or police if there’s risk of harm.
· Notify the local authority CME team if a child is believed to have left without formal notice or alternative education arrangements.
· Continue enquiries and maintain regular communication with the local authority until the case is resolved.
[bookmark: _Toc214002510]Principles of Reasonable Enquiries:
· Enquiries should be proportionate to the situation and collaborative.
· Actions must be based on case-specific evidence and careful judgement.
· Both parties must agree when enquiries are complete or when no further action is possible.

With the child’s welfare as the paramount concern, it is imperative that actions are taken without delay. These actions may include, but are not limited to:
· making contact with the parent using known contact details
· checking with agencies known to be involved with the family
· checking with siblings’ schools whether they have contact with the parents (if applicable)
· where the child had previously moved or changed school, check with the local authority and school from which the child moved originally, if known
· checking with the local authority or school to which a child may have moved
· checking with the local authority for the area where the child lives, if different from where the school is
· speaking to landlords if appropriate (private, social or temporary housing providers)
· referring to databases within the local authority where possible (for example, admissions or children’s social care)
· establishing and following local information sharing arrangements (where needed) to access and check databases of external agencies (housing providers, health services, police, refuge, youth justice services, and council tax)
· checking S2S
· checking Get Information About a Pupil (GIAP)
· checking with national databases (such as Department for Work and Pensions (DWP), Border Force, UK Visas and Immigration (UKVI), Ministry of Defence (MoD), Health)
· home visits made by the appropriate team, following local guidance concerning risk assessment
· making contact with relatives and neighbours, if appropriate, using known contact details
This list is not an exhaustive or prescriptive list of actions. The type of reasonable enquiries required to try to locate a child and establish their circumstances will differ from case to case and additional enquiries to those suggested in this section may be necessary.
Making reasonable enquiries may not always lead to establishing the location or circumstances of a child, but will provide a steer on what action should be taken next, for example contacting the police, children’s social care and, in cases where there may be concerns for the safety of a child who has travelled abroad, the Foreign, Commonwealth and Development Office.

[bookmark: _Hlk210997020][bookmark: _Toc214002511]Using Common Transfer Files to transfer pupil information
Summary: Using Common Transfer Files (CTFs)
The Department for Education provides a secure system called school2school ( School to school service: how to transfer information – GOV.UK) to transfer pupil information when a child moves schools. 
Key Points:
· CTF Requirement:
· All local authority-maintained schools in England must send a Common Transfer File (CTF) ( Common transfer file (CTF) and co-ordinated admissions data – GOV.UK) when a pupil transfers to another school in England or Wales.
· Academies and free schools are strongly encouraged to do the same.
· Independent schools can access school2school and often have compatible systems to send/receive CTFs.
· If a pupil moves to Scotland or Northern Ireland, the English school must still send a CTF.


· Unknown Destinations:
· If a pupil leaves and their next school is unknown, or they move abroad or to a non-maintained school, the CTF should be uploaded to a searchable area in school2school.
· If a pupil arrives at a school and their previous school is unknown, the local authority can help search the database.
· Exceptional Circumstances:
· In cases involving sensitive situations (e.g. fleeing domestic violence, witness protection, risk of forced marriage), standard CTF procedures may not apply.
· Decisions should be made case-by-case with guidance from the CTF documentation.
· Absence and Removal from Register:
· If a pupil has been absent for 20+ days, schools must consult the Children Missing Education Team before removing them from the register.
· Reasonable enquiries must be made to locate the pupil before any removal.


















[bookmark: _Toc214002512][image: A screenshot of a computer screen]CME Reasonable Enquiries for Schools






[bookmark: _Toc214002513][bookmark: _Hlk208932397]Nottingham City Council’s CME Officer Process
1. A referral is completed by the online form   
2. Referral assessed by a CME Officers 
3. A response email is sent to the referrer noting receipt and named Officer
4. CME EWO opens the involvement onto the education database for the relevant CME Officer Also logs onto tracker and the RAG rates the case
5. CME Officer undertakes investigations, all casework is recorded on the Education Management System 
6. CME Officer concludes casework.
7. CME Officer contacts the referrer by email to confirm the outcome. 
8. CME Officer RAG rates the case and notes this on the database involvement
9. CME Officer closes the referral involvement if child has been located. 
10.  The database will continue to show the CME alert, and the school history section will remain open if the child is not located.
11. We ask schools to contact us after 20 school days of continuous absence to verify the status of our conducted inquiries and to discuss whether there are grounds where they can consider taking the child off roll
1

[bookmark: _Toc214002514]CME Process Map[image: A diagram of text with red and green text

AI-generated content may be incorrect.]

Referral for Children Missing Education in Nottingham City
Referral process used for reporting Children Missing Education in Nottingham city is below. 
https://myaccount.nottinghamcity.gov.uk/service/children_missing_education_referral

[bookmark: _Toc214002516]WASP Process 
[image: ]

[bookmark: _Toc214002517]Appendices 
[bookmark: _Toc214002518]Grounds for deleting a pupil from the school admission register
[bookmark: _Toc214002519]School Attendance (Pupil Registration) (England) Regulations 2024. 
A school can only remove a pupil’s name under specific circumstances outlined in Regulation 9, as below 
9.(1) The proprietor of a school must ensure that the name of a pupil of compulsory school age is deleted from the school’s admission register when:
    (a)the pupil has been registered at another school, unless—
(i)a school attendance order naming the school is in force in relation to the pupil;
(ii)the pupil is a mobile child and the school is their main school; or
(iii)the proprietor has agreed with a person with control of the pupil’s attendance at the other school, or is such a person and has decided, that the pupil should be registered at more than one school;
    (b)the pupil was admitted to the school for nursery education and—
(i)they have completed such education and would, if they continued attending the school, be transferred to a reception, or more senior, class at the school; but
(ii)the proprietor does not have reasonable grounds to believe that the pupil will attend the school again;
    (c)the pupil is also registered as a pupil at one or more other schools and—
(i)the proprietor does not have reasonable grounds to believe that the pupil will attend the school again;
(ii)the proprietor of each other school where the pupil is registered has consented to the deletion;
(iii)there is no school attendance order naming the school in force in relation to the pupil; and
(iv)the pupil is not a mobile child or, if they are, the school is not their main school;
    (d)a school attendance order relating to the pupil and formerly naming the school has been amended by the relevant   local authority to substitute the name of the school with that of another school;
    (e)a school attendance order relating to the pupil and naming the school has been revoked by the relevant local authority on the ground that arrangements have been made for the pupil to receive suitable education otherwise than at school;
    (f)a parent of the pupil has told the proprietor in writing that the pupil will no longer attend the school after a certain day and will receive education otherwise than at school and—
(i)that day has passed; and
(ii)there is no school attendance order naming the school in force in relation to the pupil;
   (g)the pupil no longer normally lives a reasonable distance from the school and—
(i)the proprietor does not have reasonable grounds to believe that the pupil will attend the school again; and
(ii)the pupil is not a boarder;
   (h)the pupil has been given leave of absence and—
(i)the pupil has not attended the school within the ten school days immediately after the end of the period of leave;
(ii)the proprietor does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or an unavoidable cause; and
(iii)the proprietor and the local authority have jointly made reasonable efforts to find out the pupil’s location and circumstances but—
              (aa)they have not succeeded; or
              (bb)they have succeeded and they agree that there are no reasonable grounds to believe that the pupil will attend the school again, taking into account any reasonable steps they could take (either jointly or separately) to secure the pupil’s attendance.
  (i)the pupil has been continuously absent from the school for at least twenty school days and—
(i)none of the circumstances mentioned in Table 2 in regulation 10(3) or in any row of Table 3 in regulation 10(4) other than the final three rows applied to the pupil at any point during that period;
(ii)the proprietor does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or an unavoidable cause; and
(iii)the proprietor and the local authority have jointly made reasonable efforts to find out the pupil’s location and circumstances but—
               (aa)they have not succeeded; or
               (bb)they have succeeded and they agree that there are no reasonable grounds to believe that the pupil will attend the school again, taking into account any reasonable steps they could take (either jointly or separately) to secure the pupil’s attendance;
   (j)the pupil is detained under a sentence of detention and the proprietor does not have reasonable grounds to believe that the pupil will attend the school after they cease to be detained under that sentence;
   (k)the pupil has died;
   (l)the pupil will be over compulsory school age by the next time the school meets and—
(i)the proprietor does not have reasonable grounds to believe that the pupil will attend the school again; or
(ii)the pupil does not meet the academic entry requirements to be transferred to the school’s sixth form;
  (m)the pupil is a boarder at the school and—
(i)the school is a school maintained by a local authority or is an Academy;
(ii)charges for the pupil’s board and lodging are payable by a parent of the pupil; and
(iii)those charges remain unpaid by the parent at the end of the school term to which they relate;
  (n)the pupil has ceased to be a pupil at the school and the school is not—
(i)a school maintained by a local authority; or
(ii)an Academy; or
  (o)the pupil has been permanently excluded from the school.

(2) If a registered pupil at a special school is of compulsory school age and became a registered pupil at that school under arrangements made by a local authority, the proprietor of that school must ensure that the pupil’s name is not deleted from the school’s admission register unless—
(a)paragraph (1)(d), (e), (k) or (o) applies;
(b)the local authority who made those arrangements have given their consent to the deletion; or
(c)the local authority who made those arrangements have refused their consent but the Secretary of State has directed that the pupil’s name be deleted.

(3) The proprietor of a school must ensure that the name of a pupil who is not of compulsory school age is deleted from the admission register when—
(a)the pupil is not a boarder and the proprietor does not have reasonable grounds to believe that they will attend the school again;
           (b)the pupil is a boarder and has ceased to be a pupil at the school;
(c)the pupil has been continuously absent from the school for at least twenty school days and—
        (i)the pupil was not absent with leave at any point during that period;
   (ii)the proprietor does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or an unavoidable cause; and
        (iii)the proprietor has made reasonable efforts to find out the pupil’s location and circumstances but—
                  (aa)has not succeeded; or
                  (bb)has succeeded and has no reasonable grounds to believe that the pupil will attend the school again;
          (d)the pupil has died; or
          (e)the pupil has been permanently excluded from the school.

  (4) In this regulation—
“main school”, in relation to a mobile child, means the school that, during the last 18 months, the child has attended during periods when their parent was not travelling in the course of trade or business or, if there is more than one such school, the school that most recently fulfils those criteria;
“pupil” means a registered pupil, except in the second place where it occurs in each of paragraphs (1)(n) and (3)(b);
“reception class” means a class in which education is provided which is suitable to the requirements of pupils aged five and any pupils under or over that age who it is expedient to educate together with pupils of that age;
“the relevant local authority”, in relation to a school attendance order, means the local authority who served the school attendance order;
“suitable education”, in relation to a child, means efficient full-time education suitable to the child’s age, ability and aptitude and any special educational needs they may have.
(5) For the purposes of this regulation—
(a)whether a pupil normally lives at a place is not affected by temporary or occasional absences;
(b)a child is admitted to a school for nursery education if they are admitted for early years provision as defined by section 20 of the Childcare Act 2006(8) and, on admission, are not placed in a reception class or any more senior class;
(c)the permanent exclusion of a pupil from a maintained school, pupil referral unit, Academy school or alternative provision Academy on disciplinary grounds does not take effect until the responsible body (as defined in section 51A of the Education Act 2002(9)) has discharged its duties under the School Discipline (Pupil Exclusions and Reviews) (England) Regulations 2012(10) and—
   (i)the relevant person, within the meaning of those Regulations, has stated in writing that they do not intend to apply for a review under those Regulations;
   (ii)the time for applying for a review has expired and no review has been applied for in that time; or
   (iii)the relevant person has applied for a review within that time and—
                        (aa)they have abandoned the review;
                        (bb)the review panel has upheld the responsible body’s decision that the pupil should not be reinstated; or
                        (cc)the review panel has recommended or directed that the responsible body reconsider its decision and the responsible body has decided that the pupil should not be reinstated;

       (d)the permanent exclusion of a pupil from a city technology college or a city college for the technology of the arts does not take effect until the proprietor has discharged its duties in relation to a permanent exclusion under the agreement entered into pursuant to section 482 of the 1996 Act(11) and—
(i)the relevant person (within the meaning of that agreement) has stated in writing that they do not intend to bring an appeal;
(ii)the time for bringing an appeal has expired and no appeal has been brought within that time; or
(iii)an appeal brought within that time has been determined or abandoned.

 DfE’s guidance on Children Missing Education sets out the expectations for schools and local authorities in respect of making reasonable efforts to find out a pupil’s location and circumstances.


[bookmark: _Toc214002520]Ground 9(1)(i) – in more detail 

Relevant regulation 9(1)(i) Where a pupil has been continuously absent from the school for a period of 20 school days or more and:  
· at no point during that period did any of the circumstances in regulation 10(3) Table 2 or 10(4) Table 3 other than the ones for codes G, N, or O apply. 
· the school does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or an unavoidable cause, and • the school and the local authority have jointly made reasonable efforts to find out 
·  the pupil’s location and circumstances, but: 
· they have not succeeded, or 
· they have succeeded but they agree that there are no reasonable grounds to believe that the pupil will attend the school again, considering any reasonable steps they could take (either jointly or separately) to secure the pupil’s attendance. 
The DfE’s guidance on CME sets out the expectations for schools and local authorities in respect of making reasonable efforts to find out a pupil’s location and circumstances. 

[bookmark: _Toc214002521]Pupils who have been located but have not returned to school 

Where a pupil has been located and their circumstances discovered but they have not returned to school, a joint decision is required between the school and the local authority before this ground is used. Both must agree that there are no reasonable grounds to believe the child will return to the school, even with reasonable support and/or enforcement to try to cause their return to school. This means the final criterion will be met very rarely, usually when a pupil has been out of the country for a prolonged period and there are no signs of the pupil returning. 

This ground cannot be used in any case where the pupil could reasonably be supported to return to school regardless of whether that support has been provided. It cannot be used where a pupil is absent because of a health reason. It also cannot be used in cases where attendance legal action to cause the pupil to return to school could reasonably be taken instead. In these cases, the appropriate support or enforcement should be taken rather than the pupil’s name being deleted from roll. 

Examples of appropriate use include: 
· The pupil is away from home and the parent has refused to give a date for their return but there is no reason to think there is anything preventing them from returning. 
· No date or evidence of the pupil returning has been provided by the deadline set out in the school’s contact with the parent and there is no reason to think there is anything preventing them from returning. 
· The parent has given a date, or several dates, for returning and the pupil has failed to return by or on the last given date. 

Examples of where regulation 9(1)(g) may be appropriate instead: 
· The date for return the parent has provided is too vague or too far in the future to reasonably believe the pupil normally lives a reasonable distance from the school. 
· The school does not believe, taking account of any information from the parent, that the pupil still resides within the area and the pupil’s absence does not appear to be temporary. 



[bookmark: _Toc214002522]Regulation 9 Pupil Deletion Codes - Summarised

This below outlines the grounds under Regulation 9 of the School Attendance (Pupil Registration) (England) Regulations 2024 for lawful deletion of a pupil from the admission register. It is intended for use by school leaders, attendance officers, and education welfare professionals to ensure compliance and safeguard against unlawful off-rolling.
Regulation 9(1) – Grounds for Deletion

	Code
	Ground for Deletion
	Explanatory Notes

	9(1)(a)
	Transferred to another school
	Confirmed by receiving school or local authority.

	9(1)(b)
	Home education
	Parents have provided written notification of elective home education.

	9(1)(c)
	Moved abroad
	Family has relocated outside England; education arrangements confirmed.

	9(1)(d)
	Death of pupil
	Formal notification received.

	9(1)(e)
	Medical condition prevents attendance
	Long-term condition confirmed by medical evidence.

	9(1)(f)
	Custodial sentence
	Pupil detained for a period exceeding school term.

	9(1)(g)
	No longer within reasonable distance
	Pupil moved and cannot reasonably attend.

	9(1)(h)
	Independent school enrolment
	Confirmed registration at another independent school.

	9(1)(i)
	Continuous absence (CME-related)
	Absent for 20+ days with only G, N, O codes; joint enquiries confirm unlikely to return.

	9(1)(j)
	Awaiting placement
	Pupil removed pending placement elsewhere; education continues.

	9(1)(k)
	Permanent exclusion
	Following governing body and independent review panel decisions.

	9(1)(l)
	Nursery pupil not continuing
	Parent confirms child will not continue into reception.

	9(1)(m)
	Non-compulsory age withdrawal
	Pupil below compulsory school age withdrawn by parent.

	9(1)(n)
	Special school placement ended
	Placement terminated and no new provision identified.

	9(1)(o)
	Other lawful reason
	Must be documented and agreed with local authority.



Regulation 9(2) and 9(3) – Special Provisions
Regulation 9(2): Applies to pupils at special schools. Deletion must be agreed with the local authority.
Regulation 9(3): Applies to pupils of non-compulsory school age. Deletion permitted if parent withdraws child and no further education is planned.


It is expected that the local authority will not withhold consent unnecessarily, nor delay for an unreasonable period.


[bookmark: _Toc214002523]Frequently Asked Questions:
[bookmark: _Toc214002524]Can we back date attendance when we off roll?
The DfE have confirmed that backdating the date a child is removed from the school roll is unlawful and should not happen under any circumstances.
[bookmark: _Toc214002525]Removing pupils from the school roll
The date a child is taken off roll with effect from, must be the date the decision was made that one of the prescribed grounds of Regulation 9, The Education (Pupil Registration) Regulations 2006 has been met. Therefore, the administrative date of removal from roll should be the same date as the child’s last date of registration at the school.
For example, a school being advised on the 26th of January 2023 that a family relocated to another LA in December 2022. The child would be removed from roll as of the 26th of January 2023 and not back dated to the end of the autumn term.
Where ‘reasonable enquiries’ need to be made that may result in a child being deleted from the school roll it is essential that the enquiries are started immediately with no delay. This will include any joint enquiries that need to be made by the Local Authority.

[bookmark: _Toc214002526]Pupils that are withdrawn from the school roll because of permanent exclusion?
The date the child is removed from roll should not be any earlier than 15 school days following the outcome of the Governors Board meeting unless the parent confirms that they will not be lodging an Independent Review. Where parents have requested an Independent Review panel (IRP) then the child should remain on roll until the completion of the IRP and any subsequent recommendations made by the panel that the governors reconsider their decision.
[bookmark: _Toc214002527]A child is leaving my school and moving abroad, what do I need to record? 
The school should request in writing from parents, the details of their new address and name of school. The school should have sufficient contact details other than just parent’s phone numbers, such as emergency contact details, e-mail addresses or work contacts etc. We would ask school to make every effort to confirm the young person’s attendance at their new school, parents contact details including email address and full school name and address. 
A school cannot remove from roll if the only information they have is that the family have ‘moved abroad’. A referral received with just this information will be returned. When the school has completed a reasonable investigation, and are unable to confirm these details, then a CME Referral should be completed. The CME Officer will then advise with the school. 
If there are safeguarding concerns, then the school should immediately refer these into the City Mash Team direct on 0115 876 4800 or email CityMash@nottinghamcity.gov.uk .
Online link- https://myaccount.nottinghamcity.gov.uk/service/request_for_help_and_support_for_a_child
The City MASH receives referrals in respect of children where there are worries about their welfare. City MASH is operational Monday to Friday from 8:30 am to 4:50 pm. Outside these hours, the telephone number should be used for emergency safeguarding enquiries only.
The City MASH will only accept referrals on a child that lives within the city boundaries.
If there are no safeguarding concerns and school have the above information, then the pupil file should remain with the UK school. A copy of the most recent reports would be provided to parents to give to the new school. 
When can I remove a child from a school roll following a CME Referral? 
Schools must not remove a child from the school roll until their new school is confirmed, or confirmation is received from CME Officer that the child/young person is known to another local authority with their CME team taking responsibility for the case. This will ensure that the young person does not slip between services/authorities. 
What should I do if I do not have the family’s new address when completing the CME referral form? 
The statutory guidance requires the school to obtain the full new address from the parent before removing from roll. If you are aware of the new school, the child is attending but cannot contact the parents then contact the new school to confirm the address and then complete the school roll reporting. If this is not possible the pupil should remain on roll and a CME referral form completed. 
[bookmark: _Toc214002528]What should I do if I am unsure if the child has started at their new school? 
Schools should not remove a child from roll until they have confirmed with the new school that they have started. 
[bookmark: _Toc214002529]What should I do if a Parent has said that they wish to choose EHE? 
Schools should not remove a child from roll to go EHE without the parent providing written confirmation that they are taking responsibility for their child's education. A copy of this letter must be placed on the learners file, and a copy attached the EHE referral form. 
An EHE referral must be submitted to the Education Welfare & EOTAS Service to admin.educationwelfare@nottinghamcity.gov.uk no later than the date of the removal from roll (it will not be accepted without this). If the EHE Referral is not accepted due to incorrect evidence from a parent, you may be asked to place the child back on roll. 
DO NOT remove from your roll if child has an EHCP and has been placed at a Special School without confirmation from the SEND Team that this has been approved. 

[bookmark: _Toc214002530]What is statutory school age?
A child reaches compulsory school age on or after their fifth birthday. If they turn 5 between 1 January and 31 March, then they are of compulsory school age on 31 March; if they turn 5 between 1 April and 31 August, then they are of compulsory school age on 31 August. If they turn 5 between 1 September and 31 December, then they are of compulsory school age on 31 December. A child continues to be of compulsory school age until the last Friday of June in the school year that they reach sixteen.

[bookmark: _Toc214002531]What reasonable enquiries are expected to be carried out by school?
In Nottingham City this includes:
· phone calls
· emails to family
· home visits
· checking Get Information About a Pupil
· attempting to get travel details; new address; new school/provision (and attempting to confirm attendance there even when outside of the UK)
· contacting other families that may have information on child(ren)’s whereabouts

[bookmark: _Toc214002532]Quick Checks:
[bookmark: _Toc214002533]A family indicate they are moving abroad
A School must request and record details/evidence of the family’s new address and school. You can’t remove from your roll without this. If school is unable to ascertain this information, then a CME referral should be made to the CME Officer. The child must stay on roll. 
[bookmark: _Toc214002534]A child is moving out of the Local Authority area. 
A school must request the family’s new address and details of the school applied for/attending. 
The new school should contact you, if not then you will need to contact the new school to confirm that the child is now on their roll. If you are unable to ascertain this information, then a CME referral should be made to the CME Officer. The child must stay on roll. 

[bookmark: _Toc214002535]Child does not arrive on first expected day of attendance.
Admission following normal transition 
If a child has been allocated a place at your school/academy through the normal transition process but they do not arrive at school on the first day of term, then you will need to follow your normal absence procedures. The child must continue to be placed/stay on roll. 

[bookmark: _Toc214002536]In-year Admissions 
If a child/young person has made an application to transfer school/academy during the year (and outside of the normal intake process), the leaving school must keep them on roll until it has been confirmed by the new school that they have arrived and have been taken on roll. The leaving school must follow their own absence procedures. 

[bookmark: _Toc214002537]Non-Statutory Children
· Even if a child is non-statutory school age schools still have a duty to inform Nottingham City Council via School Numbers Live – Menu – Section 1 – Nottingham City Council   if they leave during a non-standard transition.
























[bookmark: _Toc214002538]Links and Guidance
Admissions 
Alternative provision
Checking with national databases 
Children missing education: statutory guidance for local authorities and schools - GOV.UK
CME referral form
Common transfer file (CTF) and co-ordinated admissions data – GOV.UK
Elective home education
Keeping children safe in education
Maintain accurate admission registers .
Making reasonable enquiries).
MASH Referral
SAO
School Numbers Live – Menu – Section 1 – Nottingham City Council   
School to school service: how to transfer information – GOV.UK
section 10 of the Children Act 2004
section 19(1) of the Education Act 1996
section 23 of the Anti-social Behaviour Act 2003
section 437(1) of the Education Act 1996
section 437(3) of the Education Act 1996
section 443 of the Education Act 1996
section 444 of the Education Act 1996  
section 447 of the Education Act 1996
section 7 of the Education Act 1996 
Supporting pupils at school with medical conditions
Suspension and permanent exclusions
The Education (Provision of Full-Time Education for Excluded Pupils) (England) Regulations 2007
Working together to improve school attendance



[bookmark: _Toc214002539]Abbreviations and Acronyms

CME………………………………………………………………………………………………………… Children Missing Education
CTF……………………………………………………………………………………………………………………..… Child Transfer File
DfE…………………………………………………………………………………………………………… Department for Education
DSL………………………………………………………………………………………………….… Designated Safeguarding Lead
DWP………………………………………………………………………………………….. Department for Work and Pensions
EHC……………………………………………………………………………………………………………..… Education, Health, Care
EHCP…………………………………………………………………………………………….…………Education, Health, Care Plan
EHE…………………………………………………………………………………………………………..…..Elective Home Education
EOTAS………………………………………………………………………………………………. Education Other Than At School
EWO………………………………………………………………………………………………………….. Education Welfare Officer
GIAP……………………………………………………………………………………………………..Get Information About a Pupil
GIAS…………………………………………………………………………………………………. Get information About a School
MASH………………………………………………………………………………………………. Multi-Agency Safeguarding Hub
MoD……………………………………………………………………………………………………………………..Ministry of Defence
NEET……………………………………………………………………………….. Not in Education, Employment or Training 
RAG Rating……………………………………………………………………………………….. Red, Amber, and Green Rating
S2S…………………………………………………………………………………………………………………………… School to School
SAO………………………………………………………………………………………………………….... School Attendance Order
SEN………………………………………………………………………………………………………..…. Special Educational Needs
SEND…………………………………………………………………………….…. Special Educational Needs and  Disabilities
[bookmark: _Hlk214017215]UKVI…………………………………………………………………………………………………….… UK Visas and Immigration
WASP………………………………………………………………….… Without a School Place
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Have you exhausted all
emergency contacts you have
on record for the child and
family?

Have you considered the following -
Could there be already known reasons for
why the child is not attending or
parent/carer not engaging with the school
(such as a parent/carer dispute with a
school)? Is the behaviour out of
character? (Has there been previous
situations like this?)/ Do family members
attend other schools? If so, are they
attending/ What are friends informing?
Have they seen/heard from the child
Consider speaking to other families who
may know them/ Review social media/
Consider previous patterns of
attendance/ Have the family been known
to take term time holidays previously? /
Are other agencies involved with the
family? (Have they been contacted?)

Initial Contact Attempts

Try to contact the child s parents or carers via phone
calls, emails, letters, home visits (if appropriate).

Internal Investigation

Review school records for any clues about the child s
whereabouts. Speak with staff who may have relevant
information (e.g. class teachers, SENCO, pastoral
team).

Check with Other Agencies

Contact other professionals involved with the child or
family, such as social workers, health visitors, youth
offending teams, early help services.

Local Authority Notification

If all reasonable steps have been taken and the child s
whereabouts remain unknown, the school must notify
the local authority and submit a CME referral.

Children Missing Education Referral - Intro -

Nottingham City Council ,

Safeguarding Considerations l

Ifthere are concerns about the child s safety, schools
must follow safeguarding procedures and consider a
referral to Children s Social Care.

When doing home visits, please
consider the following to the property
such as: Vehicles moved/ Bins in use/
Build-up of mail/
Curtains/blinds/windows opened or
closed / Seasonal changes such as
grass cut/washing out or a boiler flue in

use/ Pets in the home/Noises coming
from the home such as music, TV’s /
Items visible inside such as coats,
shoes/Have neighbours seen/heard the
family.
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following enquires with the

receiving local authority. Pupil can
be deleted from school roll once this
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receiving school to update school
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all attempts to locate the child by:

Contacting emergency family telephone numbers or email;
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*Please note that a CME referral
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© Wherethed

The CME officer

« Send you an email receipt once the referral has been received with confirmation of the next steps that they will take:
* Open an enquiry for the child wi
*Do not remove a child from the school roll during this investigation stage. You must await the outcome of the CME
investigation before making an informed decision.

includes local/national and intemational ena

1d has been located, the CME officer will confirm with the referrer next step guidance which
may include removing pupil from school roll and uploading the CTF onto 525 or child returning to home school

© Where the child has NOT been located after joint reasonable enquiries completed by the local authority and
the school, the decision will be upon the Headteacher as to remove from roll or other action as deemed
necessary.

+ The schools should contact CME officer after 20 school days of absence for advice about taking off roll.

Only when written confirnation is received from the CME Officer can the child be removed from the school roll and included as a deletion from school. The school creates CTF using XXX XXX
as the destination code and uploads the file o the 525 system where it will then be stored in ‘th lost pupil database'. When a pupil moves to a non-maintained school or one outside England
and Wales then MIMMMMIM should be used as the destination code. This enables the CTF to be stored securely and to be available if the pupil etums to a maintained school- exceptions are
non-maintained special schools, service children's schools of ofher schools which can be identified via Getting Information about Schools (GIAS)
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WASP PROCESS                                                      

CME team locate the  family still living in the  city and  refer   to fap   

Family   still in Nottingham  and   do not in engage with  school offer . FAP   to take  forward for a school  attendance order   CME team   do not   locate the  family   and will now hold the  case  

Child is taken to fair access to be  offered a school place  

FAP team try and contact parent  regarding the school offer  

Family engages and  accepts school   offer and  child starts school.  

No response/engagement from  family    

FAP team to refer to the CME  team to investigate   

Child is referred to fair access from admissions .   F ap team to confirm with parent that child is  still out of education and still in Nottingham   city  

No  response/engagement  from family regarding  school offer  

Family confirm child is still out of  education and living in  Nottingham City   
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