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HISTORY OF POLICY REVIEW/CHANGES  

 

1.Purpose  

1.1This policy sets out Worcestershire’s principles and commitment to reducing the 
numbers of Children Missing Education (CME). It outlines the key roles and responsibilities 
of all those working with children identified as CME to ensure they are able to access 
appropriate education as soon as possible.  

 

1.2 It applies to all children and young people of compulsory school age who reside within 
Worcestershire, and to all Worcestershire schools. 

 

2.Introduction  

2.1 The law states that 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.  

2.2 The government defines CME as:  

Children of compulsory school age who are not registered pupils at a school and are not 
receiving suitable education otherwise than at a school. 

 

This does not include:  

• Children who are receiving alternative provision  

• Children who are registered at an educational provision who are not attending 

regularly  

•  Children who are being Electively Home Educated (EHE)  

 

2.3 Everyone who is involved with children and families has a role to play in CME. The 
Children’ Act 2004 places a duty on all agencies to work together to promote the welfare 
of children and to share information. This principle underpins this policy to ensure CME are 
identified and safely enrolled in education.  

2.4 This policy sits alongside safeguarding responsibilities placed upon professionals under 
Working Together to Safeguard Children 2023 and Keeping Children Safe in Education 2024. 
It does not replace established safeguarding referral procedures which should still be 

followed in any case where there are safeguarding concerns.  
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2.5 The key legislation which informs this policy can be found in Appendix A.  

 

3.Context  

3.1 CME miss out on learning opportunities, which can lead to poor outcomes in later life. 
CME are less likely to take up further educational opportunities or find employment upon 
school leaving age.  

3.2 CME do not benefit from the daily monitoring and oversight ordinarily available through 
contact with professionals compared to children on roll at a school. This can mean missed 
opportunities to support families and vulnerable children. CME have also been found to be 
at greater risk of harm, including exploitation and radicalisation.  

3.3 The reasons for CME are various and can include the following:  

• families newly arrived in the area (from UK or abroad)  
• failure to take up provision offered (at 5+, or, at usual transition stages)  
• parental reluctance to utilise alternative provision following permanent exclusion  
• failure of a parent to ensure that a child being home educated is in receipt of 

suitable provision  
• a child’s name being removed from a school roll in error.  

3.4 For some children and young people certain life events/circumstances may make them 
more vulnerable to becoming CME, which further informs this policy. Appendix B recognises 
such circumstances. 

 

4. Policy Commitments  

4.1 Worcestershire County Council and the Local Authority are committed to ensuring that:  

• All pupils who maybe missing from Worcestershire Schools (including independent, 
academies and free schools) are located   

• Support is given to external local authorities to locate missing children who may 
have moved into Worcestershire 

• Use is made of all available database systems to track CME 

• Reasonable enquiries are made by schools, and then by CME teams within the local 
authority to locate children who are missing from school in a timely manner 

• All children living in Worcestershire are in receipt of a suitable education in 
accordance with their age, ability, aptitude and any special educational needs they 
may have 

• All children in Worcestershire are safeguarded and their welfare promoted 

 

5. Roles and responsibilities  

5.1 All staff who have contact with children have a duty to be aware of their responsibilities 
in relation to any children identified as CME. Staff who may identify a child as CME will 
include social care teams, children’s services, school admissions teams, school staff, 
housing officers, health professionals, the police, the voluntary sector and external local 
authorities.  

5.2 In line with Working Together to Improve School Attendance (August 2024), and CME 
guidance (August 2024) ‘joiners and leavers’ protocols are in place and are managed by the 
CME Lead Officer. These regulations require all schools (including independent and free 
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schools) to notify the maintaining Local Authority of all children placed on a school roll and 
when they are removed.  

5.3 Worcestershire’s CME Lead Officer, alongside the School Admissions and Education 
Engagement teams have oversight of all notified CME cases. 

 

6. CME Responsibilities for all Schools  

6.1 All schools and academies (including Independent and free schools):  

• Have a statutory duty to provide the LA with specific information about all leavers, 

no later than the time at which the pupil’s name is removed from the register.  
• Have a statutory duty to notify the local authority within five days of adding a pupil’s 

name to the admission register.  
• Act as first responders to children who are missing from education, so a timely and 

appropriate response is critical.  
• Have a key role to play in early identification of potential CME and should follow 

established safeguarding referral procedures, as appropriate.  

 

NB Children who cease to attend and are on a school roll are not CME. The school’s 
attendance policy and procedures should be followed to address attendance concerns.  

6.2 All required procedures for schools to follow are as detailed in Appendix C. 

 

7. Overview of Local Authority CME responsibilities  

7.1 The LA will ensure that information and guidance are available to:  

• Raise awareness of CME through training and publicity  
• Work with all Worcestershire schools to encourage real time on roll/off roll reporting 

and pupil data sharing  
• Publicise contact details and methods for colleagues to refer potential CME cases to 

the Lead Officer  
• Prevent where possible children becoming CME e.g., promotion of ‘on time’ 

applications and close liaison with pupil admissions to identify transition gaps, 
gatekeeping and advising schools upon legal off rolling procedures, liaison with 
exclusions officer/EHE team of cases potentially becoming CME.  

• Maintain accurate data in relation to all CME and publicise this as deemed 
appropriate by senior leaders  

• Track and support all CME until education is secured or the case can be closed  

7.2 The flowchart illustrating the process for cases referred into CME can be found in 
Appendix D  

7.3 The EEVSS Lead is responsible for the oversight of CME policy, strategic practice and 
review  

7.4 The CME Lead Officer and Education Engagement Manager support the operational 
management of CME.  

7.5 CME Officers support and advise schools, colleagues, and families in relation to CME.  

7.6 Specific CME roles and responsibilities can be found in Appendix E. 
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8. Information Management of CME  

8.1 The CME Lead Officer maintains the ONE database for all notified CME believed to be 
resident in Worcestershire.  

8.2 Database information is used to track and monitor cases, to identify trends, inform 
future best practice and assess required resource.  

8.3 Extracted data reports are shared at the weekly Missing Monday’s strategic leadership 
meeting. 

 

9. Support and Casework  

9.1 The role of the CME Officer is to work to support families, alongside other appropriate 
professionals, by clarifying all available options and removing barriers to the identification 
and take up of educational provision.  

9.2 CME Officers are also responsible for processing any CME cases where it is deemed 
necessary for the Local Authority to pursue a School Attendance Order.  

9.3 Casework recording is completed using the ONE system  

9.4 For any CME cases that cannot be successfully supported back into education through 
the usual CME process, escalation routes into FAP/Missing Mondays/CCAS/other 
appropriate forums will be utilised, as deemed most appropriate, to swiftly secure each 
child’s education. 

 

10. Untraceable ‘whereabouts Unknown’ CME  

10.1 The majority of CME are successfully located, and educational provision established 
following reasonable enquiries, extensive casework investigation and support.  

10.2 For the small minority of cases that remain untraceable, these are escalated into 
WCC’s ‘Missing Mondays’ weekly strategic meetings as ‘whereabouts unknown’ CME to be 
further assessed.  

10.3 Using the Missing Mondays Forum safeguarding and other risk factors are considered. 
Any agreed case closures, ongoing required actions, or otherwise, are agreed and signed 
off by the Senior Leadership Team.  

10.4 In such cases that require ongoing action the CME Lead Officer will retain oversight of 
these cases.  

10.5 Periodic searching of national/local databases will continue to establish if an 
individual’s whereabouts become known. If successful, the case will be re-assigned to a 

CME officer. If unsuccessful the CME Lead Officer will continue to make periodic checks 
until successful, a further review can take place, or until the child is beyond statutory 
school age. 

 

11. CME Responsibilities and Social Care  

11.1 The Family Front Door is the initial point of contact for Children’s Services who manage 
all safeguarding referrals and early intervention requests for support.  

11.2 A CME Officer will contact the named social worker, at the earliest opportunity, when 
a CME case is opened, and the child is already open to social care  
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11.3 Social care staff will alert the CME Lead Officer of all cases where a child of 
compulsory school age has no educational provision confirmed  

11.4 Social care staff will ensure that the CME lead Officer/CME casework officer is invited 
to child protection and child in need meetings where the child meets the CME definition.  

11.5 Social care staff will notify the CME lead Officer if a child they are working with, of 
compulsory school age, leaves Worcestershire, or the country, and should provide the 
forwarding destination, wherever possible. 

 

12. Contact details  

For any concerns about Children Missing Education please contact:  

CME Lead Officer:  

Matt Pooler on 01905 843204  

Email: cme@worcestershire.gov.uk  

 

 

 

For general attendance enquiries:  

Attendance Helpline: 01905 844440 (Open 9am-4.30pm daily during term time)  

 

Attendance Lead:  

Michelle Fowler (Education Engagement Manager-Attendance and CME) Tel: 01905 844667  

Email: Mfowler2@worcestershire.gov.uk   

 

Family Front Door (FFD):  

The Family Front Door is the referral point for all referrals where members of the 
community and professionals refer children and young people living in Worcestershire 
where they are worried about their safety and welfare.  

For more information visit: Early help family support or Tel: 01905 822666 

 

13. Governance  

This policy has been ratified and will be reviewed annually.  

The next due date for review is July 2026. 

 

 

 

 

 

mailto:cme@worcestershire.gov.uk
https://www.worcestershire.gov.uk/council-services/childrens-social-care/early-help-family-support
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Appendix A  

Legislative Context and Relevant Documents  

The Education Act 1996  

• Section 436A requires local authorities to make arrangements to establish, as far as it is 
possible to do so, the identities of children in their area who are of compulsory school age, 
who are not registered pupils at a school and are not receiving suitable education otherwise 
than at a school.  

• Section 7 requires parents of all children of compulsory school age to ensure that their 
child receives an efficient full-time education suitable to their age, ability and aptitude 
and any special education needs.  

 

Children Missing Education, Statutory Guidance for Local Authorities 2024  

• States that 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.  

• Affirms that schools and local authorities must work together to establish the 
whereabouts of a child prior to removal from roll.  

 

DfE ‘Working Together to Improve School Attendance’ Statutory Guidance 2024  

Expects schools and local authorities to ensure every pupil has access to full-time education 
to which they are entitled and emphasises the duty on local authorities to trace children 
of compulsory school age and ensure that they receive full-time education.  

 

Education (Pupil Registration) (England) Regulations 2007, 2024  

Define the grounds under which a child can be removed from a school’s admissions register 
for exclusion or under regulation 9.  
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The Education Act 1996, 2002  

Section 175(1) outlines the duties of LA’s and Governing Bodies to ensure that education 
functions are exercised with a view to ensuring the safeguarding and welfare of children 

 

The Children Act 2004  

Places a duty on all agencies to work together to promote the welfare of children and to 
share information.  

 

Working Together to Safeguard Children 2023 (with updates February 2024)  

Requires a named CME point of contact in every Local Authority and requires every 
practitioner working with children to inform the CME contact if they know or suspect a 
child is not in receipt of an education.  

Section 157 places a duty on all to safeguard and promote the welfare of children   

Keeping Children Safe in Education 2023 (with updates February 2024)  

Details the requirements upon all staff to be aware that children going missing, particularly 
repeatedly, can act as a vital warning sign of a range of safeguarding possibilities that may 
need to be acted upon.  

 

WCC Protocol - CME Guidance for Schools 2024 – detailed in Appendix D  

Provides detailed operational advice and guidance on reporting CME information into the 
LA, steps that should be taken prior to removal from roll, and requirements to locate the 
whereabouts of a pupil.  

 

Ofsted Education Inspection Framework (EIF) 2023  

Under leadership and management judgements makes clear that the practice of removing 
a learner from the provider’s roll without a formal, permanent exclusion or by encouraging 
a parent to remove their child, when the removal is primarily in the interests of the 
provider rather than in the best interests of the learner, will be classed as a form of 
‘gaming’ and the leadership and management judged accordingly.  

 

WCC Fair Access Protocol August 2023  

School admissions policies | Worcestershire County Council  

 

Provides detailed operational advice and guidance on the admissions and FAP procedures 
as ratified 2023 

 

 

 

https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/school-admissions-policies
https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/school-admissions-policies
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