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CHILDREN MISSNG FROM EDUCATION (CME) 

 

1. Introduction 

Children who are not receiving a suitable education are more likely to be vulnerable 
and at a greater risk of becoming NEET (Not in Education, Employment or Training) 
and having lower educational outcomes. It is key that the council has oversight of any 
children missing education with a focus on their welfare and safety.  
 
The key purpose of Children Missing Education (CME) Policy is to ensure that children 
missing, or at risk of missing, education are identified, monitored and re-engaged in 
appropriate full-time education with lasting success, and that children who move out of 
Croydon are monitored until they are engaged in education elsewhere, so that no child 
‘slips through the net’.  
 
Every child of statutory school age is entitled to an education; this entitlement 

is written in the legislation. 

a) Relevant legislation: 

• The Education and Inspections Act 2006 which places a duty on local 

authorities to make arrangements to enable them to identify children and young 

people of compulsory school age missing education in their area.  

This is in line with their duty under section 436A of the Education Act 1996.  

• Education Act 1996: These procedures are in line with the Local Authority’s 

statutory duty under Section 436A of the Education Act 1996, as amended by 

Section 4 of the Education and Inspections Act 2006, which requires all local 

education authorities to make arrangements to establish (so far as it is possible 

to do so) the identities of children in their area who are not registered at a 

school for example, at home, privately or in alternative provision, and are not 

receiving a suitable provision.  

• Education Act 2002: Section 175, which places a duty on local authorities to 

exercise their functions with a view to safeguarding and promoting the welfare 

of children.  

This policy should be read in conjunction with: 

• The Education (Pupil Registration) Regulations 2006 amended 2016 

• Children Missing Education – Statutory Guidance DfE 2024 

• School Attendance – “Working Together “Statutory Guidance DfE 2024 

• Keeping Children Safe in Education – Statutory Guidance DfE 2024 

• Croydon Safeguarding Children Board Interagency Policies and Procedures. 

• Working together to safeguard children 
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Relevant legislation: 

• Children and Young People Act 2008: This Act emphasizes the importance of 

early intervention to prevent negative outcomes for children, including those 

who are missing education. 

• Admissions Code 2021 

• Children Act 1989: This Act outlines the Croydon Council's duty to safeguard 

and promote the welfare of children. 

• Counter-Terrorism Act 2008: This Act addresses the issue of radicalisation 

and provides powers to prevent and counter terrorism. 

 

a) Definition for Children Missing Education 

This document is intended to inform Local Authority (LA) staff, education 
leaders and governing bodies: 

• Children who are missing education (CME) are children of compulsory school 

age who are not on roll at a school in Croydon and are not in receipt of suitable 

education otherwise than at school.  Children missing education are at 

significant risk of under achieving, being victims of harm, exploitation or 

radicalisation and becoming NEET (not in education, employment or training) 

later in life.  

In addition, CME are not party to the daily monitoring and oversight that is 

ordinarily available through contact with professionals to children who are on 

roll at a school. This can lead to missed opportunities to support families and 

vulnerable children. CME have also been found to be at greater risk of harm, 

including exploitation and radicalisation. 

b) Purpose of Policy 

This policy sets out Croydon Council's commitment to reducing CME and 

outlines the key roles and responsibilities of all those working with children 

identified as CME in Croydon. The aim is to ensure these children are enabled 

to access appropriate education as soon as practical.  

 

The Children Missing Education statutory guidance for local authorities, 

published in August 2024, outlines the responsibilities of local authorities in 

ensuring that all children of compulsory school age receive a full-time 

education. It provides guidance on identifying children missing education, 

establishing their identities, and making arrangements for their education. The 

guidance also emphasizes the importance of collaboration between local 

authorities, schools, and other agencies to address the underlying causes of 

children missing education and ensure their safe and well-being. 
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Key Roles and Responsibilities 

• 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 school admissions colleagues, Early Help 

and social work staff, school staff, housing officers, health professionals, and 

the police. 

• All staff working with children and young people should be trained to when a 

child is missing education and understand the procedures for reporting and 

addressing these cases. 

• The Local authority will send regular updates and reminders via the school 

bulletin in regard to school responsibilities and the potential consequences of 

failing to report CME. 

• A ‘Starters and Leavers’ protocol and database is in place, in line with 

September 2021 guidance and managed by School Admissions. These 

regulations require all schools, state maintained and independent, to notify the 

maintaining Local Authority of all children placed on a school roll and when they 

are removed.  

In Croydon, the Safeguarding and Inclusion team oversees all reported cases 

of children missing education (CME). If a child has a pending school 

admissions application, they are jointly monitored by the CME team and the 

Admissions team. The Admissions team are responsible for overseeing the 

admissions processes for these children, and Section 19 provision can be 

accessed through the Head of Service for Access to Education. A monthly list of 

children awaiting school places has the oversight of the Director of Education  

Children whose parents have applied for a school place are processes through 

the In year Admissions team.  

• A clear division of labour is established between school Admissions and 

Safeguarding and Inclusion team.  

• Regular communication and collaboration between these teams is required to 

ensure a seamless approach to addressing any CME. 

Key Roles and Responsibilities – schools and settings 

Schools must comply with the Department for Education's (DfE) statutory 

guidance regarding the removal of pupils from school rolls. This includes: 

• Notifying the local authority CME team when a pupil's name is removed from the 

school admission register under any of the fifteen reasons listed in the regulations 

(Appendix 1).  

• This duty does not apply when a pupil's name is removed at standard  

 transition points. 

• Notifying the local authority (Appendix 1) within five days of adding a pupil's      

name to the admission register at a non-standard transition point  
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• School/setting should make reasonable enquiries to establish the 

whereabouts of the child, before informing the LA via the CME form that are 

removing the pupil's name from their register.    

• Schools must notify the LA of children who have been added or removed from 
the school register, in line with the DfE timescale, by submitting the returns form 
"Statutory On/Off Roll Return at Non-Transition Points"  

• It is the responsibility of the home school to confirm with the destination school 
that the child is on their roll. The home school must only remove the child's 
name from the admissions register once the child has been added onto the 
destination school's register. The off-roll date must not be backdated. 

• For CME who have moved an unreasonable distance, it is the responsibility of 
the school to obtain the new address and notify SIT. Children must only be 
removed from roll once the destination LA has confirmed receipt of notification. 
The off-roll date must not be backdated. 

• CME notifications do not apply for children who have left the country, unless the 
school has reason to believe this may not be the case. If there are safeguarding 
concerns, then a referral to MASH must be made. 

• If a child is absent from school and their whereabouts is unknown, their name 
must only be removed from the school admission register once the school and 
the Local Authority have failed, after jointly making reasonable checks, to 
establish the whereabouts of the child.  

• Schools must notify the Croydon CME team of any such cases immediately, by 
completing and returning the CME notification form together with Evidence of 
Checks Undertaken. Appendix 3 

• As stated in the School Attendance Guidance, "schools must enter pupils on 
the admission register and attendance register from the beginning of the first 
day on which the school has agreed, or been notified, that the pupil will attend 
the school. If a pupil fails to attend on the agreed or notified date, the school 
must establish the reason for the absence and mark the attendance register 
accordingly." 

• If a child fails to attend on the expected first day, the school must follow their 

non-attendance procedures to trace the child. The school can seek advice from 

CME team via childrenmissingfromeducation@croydon.gov.uk :  

 

• Cases such as these are not deemed CME, they are attendance issues, as the 

child is on roll.  

 
 
  

mailto:childrenmissingfromeducation@croydon.gov.uk
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As recommended in the DfE CME Statutory Guidance, the London Borough of 
Croydon has a named Local Authority CME Officer.  

The named CME Officers' responsibilities include: 

• Receiving all CME notifications from schools/settings 

• Maintaining a register of all children reported as missing from education 

• Tracking children until they are placed into suitable education (Appendix 5) 

• Receiving and monitoring statutory on/off roll returns 

• Adding “lost pupils” to the S2S database 

Established CME notification routes in the borough include: 

• CME notification form, which captures the core information about a child who is 

residing in the LA. (Appendix 6) 

• Direct notifications from parents/family members 

• Returns for "Statutory On/Off Roll Return at Non-Transition Points" form- 

Admissions- regularly shared. 

• DfE S2S Database/ Lost Pupil Database 

CME tracking processes include: 

• A CME register with core information of children who are not currently in 

suitable education, including the monitoring of children where an EHCP * 

application has been made. 

• Croydon’s SEND service leads on monitoring and placing children with an 

EHCP- this data must be gathered and shared monthly.  

• Returns from Croydon schools giving details of children who have been added 

and deleted from the school register. 

• Regular contact with families until the CME is in receipt of suitable education. 

• Where there is evidence to suggest that the child has moved to a different LA, 

the named CME Officer in the destination LA will be notified. CME team will 

maintain a record of the child’s details until receipt of notification is confirmed. 

• A process with agreed timeframes for untraceable CME to be added to the 

“Lost pupil database” 

Risk Assessment and safeguarding 

All cases should be continuously risk assessed to ensure actions relating to 

safeguarding are logged and communicated, based on any known risks.  

If a CME case is currently open with Croydon Social Care, this information will be 

noted. Should any concerning issues arise during the CME investigation, appropriate 

referrals will be made to the Multi-Agency Safeguarding Hub (MASH) or existing open 

cases. 
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Most children who are currently missing education (CME) will eventually reintegrate 

back into mainstream education. However, in cases where it is believed that a family is 

not adequately homeschooling their child or seeking a school place, the CME case will 

be closed and referred to the Missing Monday's panel. Subsequently, a School 

Attendance Order may be issued through the Attendance Inclusion team. 

For those unable to be placed through the usual In Year Admissions process, the 

following routes are available: 

• Fair Access Panel 

• Primary Inclusion Forum 

• Secondary Inclusion Practice Forum 

In line with the DfE CME guidance, there is a requirement that the following 

stakeholders share information about CME: 

Croydon Services Other 

Housing Department Parents/Carers/Family Members/Friends 

Schools/School Admissions Out of Borough Schools 

MASH (Multi Agency Safeguarding Hub) Local Authorities 

Early Help General Practitioners/Medical professionals 

SEND Specialist Agencies/Charities 

Elective Home Education (EHE) Pupil Attendance Service (PAS) 

Export to Sheets 

Youth Offending Service (YOS)  
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To assist with the tracing of a CME, have access to the following: 

• Impulse In-House Database 

• Croydon Resident Index 

• MOSAIC Database/MASH 

• Housing information (on written request) 

• Council Tax information (on written request) 

• Youth Offending Service (YOS) (on written request) 

• Health/NHS Spine Database (on written request) 

• DfE Get Information about Pupils (GIAP) database 

 

Overview of Local Authority Responsibilities in Relation to CME 

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

• Prevent where possible children becoming CME, e.g. advising schools on 

appropriate off-rolling processes, swift referral to alternative provision after 

Permanent Exclusion. 

• Raise awareness of CME through training and publicity. 

• Publicise contact details and methods for colleagues to refer identified CME to 

the designated officer  

• Maintain accurate data in relation to all CME and publicize this termly. 

• Track and support all CME until the child is in receipt of education or the case 

can be closed. 

• Ensure that training and publicity materials are accessible and relevant to all 

staff involved in identifying and addressing CME. 

• Regularly review and update the LA's data collection and reporting procedures. 

• Flowchart illustrates the process followed in referred cases of CME. See Appendix 2 

 

Information Management of CME 

The Team maintains a database of all notified CME believed to be resident in 

Croydon. The Team will produce termly reports of CME including numbers, time 

taken to resolve, and any untraceable children. This is held in Synergy. 

The data is reported regularly by the CME lead to the Strategic Lead for Safeguarding 

Behaviour and Inclusion and is used to identify any trends, inform future practice, and 

target existing resources effectively this will also be shared with head of Access to 

Education on a regular basis. 
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Support and Casework 

The role of the CME team is to support families by clarifying options, including elective 

home education, and removing barriers to the take-up of a school place. 

By identifying and working with these families, Croydon aim to reduce the number of 

children and young people who are missing from education. Statistics show that 

children who suffer from a history of poor attendance, or have periods of missed 

education, are more likely to face future issues in relation to:  

• Homelessness  

• NEET (Not in Employment, Education or Training)  

• Anti-social/ Criminal behaviour  

• Social disengagement  

• Mental health issues  

• Substance abuse  

• Neglect and emotional abuse  

• Sexual exploitation 

• Teenage parenthood  

• Physical health issues  

• Forced marriage  

• Poverty  

• Domestic abuse -rehousing/refuge/or temporary accommodation 

 

The CME Lead is also responsible for closing and logging with the Missing Monday's 

panel, any CME cases where it is deemed necessary for the Local Authority to pursue 

a School Attendance Order. 

c) Untraceable CME 

Most CME are located, and education provision established following 

reasonable inquiries.  

For any CME that remain untraceable after all reasonable enquiries are made, the 

CME Lead will complete the Record of untraceable child of statutory school age form 

and submit it to the Head of Access to Education for final sign off. They will then be 

added to the weekly upload to lost pupil database S2S 
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Appendix 1 

 

Sharing information with the local authority All schools must make a return to the local 

authority when a pupil’s name is to be deleted from the admission register (a ‘deletion return’).   

This duty does not apply at standard transition points – where the pupil has completed the 

school’s final year – unless the local authority has asked for such information to be provided. 

The school must provide the local authority with the following information from the admission 

register:  

• the full name of the pupil 

• address 

• the full name and address of any parent the pupil normally lives with; • at least one 

telephone number by which any parent the pupil normally lives with can be contacted. 

•  if applicable, the pupil’s future address, the full name and address of the parent who 

the pupil is going to live with, and the date the pupil will start living there.  

• if applicable, the name of pupil’s other school and when the pupil began or will begin to 

attend the school; and 

•  the ground for deletion under which the pupil’s name has been deleted from the 

admission register. (see chapter 7 of ‘Working together to improve school attendance’ 

for guidance on grounds for deletion).  

All schools must make a return to the local authority within five days when a pupil’s 
name is added to the admission register (a ‘new pupil return’). Schools will need to 
provide the local authority with all the information held within the admission register 
about the pupil. This duty does not apply when a pupil’s name is entered in the 
admission register at a standard transition point – at the  
 
of the School Attendance (Pupil Registration) (England) start of the first year of 
education normally provided by that school – unless the local authority requests such 
information to be provided.  
 
All schools must make a return to the local authority (an ‘attendance return’) with the 
full name and address of any pupil of compulsory school age who is not a boarder and 
has failed to attend regularly ( excluding codes D, K, V or B) or has missed ten 
consecutive school days or more with their absence being recorded in the attendance 
register in ways statistically recorded as unauthorised absence.  
 
All schools must also make a return to the local authority (a ‘sickness return’) where a 
pupil of compulsory school age has been recorded in the attendance register as 
absent using code I (illness) and the school have reasonable grounds to believe that 
the pupil will be, or will have been unable to attend school because of illness for at 
least 15 school days during the school year, whether consecutive or not.  
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Exploratin of 
CME:

•The CME Officer opens the case and makes the standard checks within 15 days: 
Contacting parents/carers
Checking school records
Inquiring with other agencies (e.g., housing, health, social care)
Conducting home visits (if appropriate)

Determine 
Outcome

• Case closed- send to Missing Monday
• Case close-parent making application
• Case closed- untraceble- Lost pupil database upload

Next steps:

• Refer back to parent and application- monitor til application is in?
• Refer to MM_ for possible SAO (AIO alocation )
• Refer to Lost pupil database

Appendix 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

If unable to trace the child or place them in education: 

 

 

 

 

 

  

Escalate to 
Senior Officer:

• The CME Officer may need to escalate the case to a senior officer 
for further review and potential intervention- or log on LOST pupil 
database. 

Pursue 
Attendance 

Order:

• Missing Monday Referral-if parents aren't responsive- the local 
authority may pursue a School Attendance Order.

Coordinate with 
Other Agencies:

• Collaborate with relevant Safeguarding agencies (e.g., police, 
social care) to highligh any underlying issues or concerns.
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Additional Considerations: 

 

Note: This flowchart provides a general outline of the CME process in Croydon. 

Specific procedures and responsibilities may vary based on individual cases and local 

guidelines. 

  

Data 
Management:

• Maintain accurate records of all CME cases, including outcomes 
and timeframes.

Training and 
Awareness:

• Ensure that staff in all arenas (CSC, Schools and settings, Health)  
are trained to recognize and report CME cases.

Collaboration 
and regular 

reviews

•Work closely with schools, families, and other agencies to achieve 
positive outcomes.
•Periodically review and update the CME process to ensure its 

effectiveness.
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Appendix 3 

 

Children Missing from Education Notification Form 

Safeguarding and Inclusion 

 London Borough of Croydon 

This form outlines information required to make a CME notification. Please note the 

information on this form is collected to ensure children can be identified and supported 

back into education. 

Children Missing Education (CME) Definition CME are children of compulsory school (5-

16) age who are not: (i) registered pupils at a school ii. receiving suitable education otherwise 

than at a school DfE CME Guidance can be found at 

https://www.gov.uk/government/publications/children-missing-education  

Notifier Details: 

Date:  

Name:  

Position:  

School/Service:  

Address: 
 
 

Contact Number:  

Email:   

Child Information 

Full Name:  

Date of Birth:  
Format (DD/MM/YYYY) 

 

Unique Pupil Number 
(UPN): (if known) 

 

Ethnicity: (if known)  

Previous School 
Attended: (if known) 

 

Parent/Carer Details (with whom the child lives) 

Parent/Carer Name(s):  

Full address:  

Postcode:  

Relationship to Child:  

Contact Numbers:   

Email:  

https://www.gov.uk/government/publications/children-missing-education
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Translator Required: ☐ 

(Yes/No) 
 

 

Language: (if translator 
required) 

 

Reason for Absence 

Please describe the reason for the child's absence from school: 
 
 
 
 
 
 
 

Vulnerabilities and Safeguarding Concerns 

Are there any known vulnerabilities or safeguarding concerns related to the child? If yes, 
please provide details: 
 
 
 
 
 
 
 
 

Efforts to Contact Family 

Please describe any attempts made to contact the family: 
 
 
 
 
 
 

Alternative Education Provision 

Is the child believed to be receiving education elsewhere? If yes, please provide details: 
 
 
 
 
 
 

Barriers to Accessing Education 

Are there any known barriers to the child accessing education? If yes, please describe: 
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Additional Information 

Please provide any additional information that may be relevant to the case: 
 
 
 
 
 
 

Plan 

 
• EHC (Education, Health and Care) Plan: Yes/No 

• LAC (Looked After Child): Yes/No 

 

Social Care/Early Help Involvement (if applicable) 

 
• Social Care: Yes/No please specify CP or CIN  

• Early Help: Yes/No 

• CAMHS (Child and Adolescent Mental Health Service): Yes/No 

• YJS (Youth Justice Service): Yes/No 

• Asylum Seeker: Yes/No 

• Other: Yes/No (Please specify) 

 
*If any of the above boxes are checked, please provide further information, including 
details of EHCP/LAC (if applicable). 
 
 
 
 
 

Service Lead Professional (if applicable) 

Name 
 

 

Email: 
 

 

Contact Number: 
  

Supporting: Whole 
Family/Child  
(specify child's name) 

 

Emergency Contact Details 

Name, relationship, contact number: 
 
 
 
 
 

Siblings Details: 
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Name, date of birth - if known: 
 
 
 
 
 

Additional Information (If applicable) 

• Date of last attendance: (DD/MM/YYYY) 

 

• Date of last contact with parent/carer: (DD/MM/YYYY) 

 
 
 
 
 

 

Return of Form: 

Please return the completed form to:  

 

Notes: 

• This form outlines information required to make a CME notification. 

• The information collected ensures children can be identified and supported back into 

education. 

• For children with attendance concerns, please contact Croydon Pupil Attendance 

Service (PAS). 

Important: 

• If removing from the school admissions register due to being unable to trace (ground B 

or C), please attach a completed "Evidence of Checks Undertaken" form. 

o In this case, also provide the following information as per above: 

▪ Date of last attendance: (DD/MM/YYYY) 

▪ Date of last contact with parent/carer: (DD/MM/YYYY) 

 

For children with attendance concerns, please contact the Croydon Missing Monday 

Panel 

Missingmonday@croydon.gov.uk 

mailto:Missingmonday@croydon.gov.uk

