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Mission Statement
Our school is a place where we respect the views and value the opinions of everyone.
We encourage the development of behaviour and attitudes which reflect the life of
Christ and the teachings of the gospel and so nurture the appreciation of every individual
regardless of race, gender, colour or creed.
We endeavour to involve teachers, parents, governors and the wider community in
the spiritual, intellectual, emotional and social development of our children.
We strive to help our young people become more independent, making their own
decisions and taking responsibility for themselves and others.
“Jesus holds my hand and guides me on my way”
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1. Introduction
This document sets out the guidance procedures for children and young people
missing from education and the role and function of Children's Services and
other agencies in meeting all statutory duties.
Sefton Council, Schools and other partners are committed to safeguarding
children and they seek, through best practice, to help minimise the disruption to
pupil learning and achievement. Identifying and Maintaining Contact with
Children Missing Education Procedures are to ensure that children missing, or at
risk of missing education are identified, tracked and re-engaged in appropriate
full-time education with lasting success, and that children who move in and out of
Sefton are tracked until they are engaged in education elsewhere.
Every Practitioner working with children has a responsibility to inform the CME
Co-ordinator if they know or suspect that a child is not receiving education.
Independent Schools, located in the Borough are legally required to advise the
Local Authority about the details of all children admitted and removed from the
roll of their school. The Independent Schools are also required to complete a
Sefton Child Missing Education Referral Form. (CME1, CME2 or CME3 or an On
Roll Notification Form).
2. Definition and Overview
The Department for Education's (DfE) definition and scope of Children
Missing Education (CME) refer to:
"Any child of statutory school age (5-16) who is not registered at any formally
approved education activity (e.g. school or setting, alternative curriculum,
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home education), and has been out of any education provision for a
substantial period of time (agreed as 4 weeks)"
It is a key responsibility of the Local Authority and its' Schools and Settings to safeguard
all children. This document sets out the guidance and procedures for children and young
people missing from education and the role and function of Children's Services and
other Agencies in meeting all statutory responsibilities. It is intended that this document
should be used as a point of reference by Head Teachers/Principals, Staff in Schools
and Settings and all other professionals who work with children and young people and
their families. This guidance is shared with Schools from the Independent Sector as a
model of good practice within Sefton.
This Guidance does not replace any of the Safeguarding Procedures. Sefton's
existing safeguarding procedures and mechanisms for reporting and recording
child protection concerns are to be observed at all times.
All children, regardless of their circumstances, are entitled to an efficient, full time
education which is suitable to their age, ability, aptitude and any special educational
needs they may have.
Children missing education are children of compulsory school age who are not
registered pupils at a school and are not receiving suitable education otherwise than at
a school.
Children who are registered at a school or setting (or some form of recognised
alternative provision) but whose attendance is poor are not included in the definition of
CME. The issues for these children will be dealt with by the School or Setting with the
support of the Local Authority (LA) as appropriate.
Children and young people who are not included in an education provision, are more
likely to be at higher degrees of risk that could include participation in anti-social or
criminal behaviour, social isolation and/or sexual and criminal exploitation/trafficking/
forced marriage/FGM, at risk of radicalisation and are at risk of becoming NEET. These
'missing' children and young people are amongst the most vulnerable in Sefton.

Children and young people who are missing from education may also be at risk of
significant harm and every Local Authority has a Child Missing Education (CME) named
point of contact. Every practitioner working with a child has a responsibility to inform their
CME contact if they know or suspect that a child is not receiving education.

Effective information sharing between parents, schools and local authorities is critical to
ensuring that all children of compulsory school age are safe and receiving suitable
education. Local authorities should focus their resources effectively in intervening early
in the lives of vulnerable children to help prevent poor outcomes. Sefton
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Council have a dedicated Children Missing Education Co-ordinator whose role is
to receive notifications of children possibly missing education and to manage local
procedures in line with statutory guidance. The Children Missing Education Coordinator can be contacted at CME@sefton.gov.uk
The CME Co-ordinator is responsible for • Chairing the Monitoring & Placements Group Meeting, (M&PG); This is a
multi-agency meeting that is held on a fortnightly basis to discuss children
who are not accessing school for a variety of reasons, the group monitors and
tracks the children until they are in receipt of provision or support.
An 'Out of School' register is held which identifies those pupils who are known
to the Local Authority but are without any education provision. Pupil numbers on
the OSR are monitored at the meeting;
• Overseeing and monitoring the referral system for Children
Missing Education;
• Making appropriate enquiries of the Capita One database and Liquid
Logic, Children's Services database to trace children missing education.
Overseeing, maintaining and updating the children missing education
database and acting as a Link Officer with schools and other agencies
referring or tracking pupils out of school;
• Working with schools, alternative provision and other agencies to ensure that
procedures and practice are in place to minimise the possibility of children
and young people going missing from education;
• Attends and contributes to various meetings where vulnerable pupils are
discussed who are at risk of becoming missing from education. These groups
include the MARAC (Multi Agency Risk Assessment Conference), MACE
(Multi Agency Criminal Exploitation, including Child Sexual Exploitation) and
MARSOC (Multi Agency Response to Serious Organised Crime);
• Works closely with the In Year Fair Access Co-ordinator;
• Support and assist other Local Authorities to locate their own
missing/lost pupils.
3. Risks
There are many circumstances where a child may become missing from
education so it is vital that Local Authorities make judgements on a case by case
basis. Although not exhaustive, the list below presents some of the circumstances
that Local Authorities should consider when establishing their CME policies and
procedures:
•

Pupils at risk of harm/neglect — Children may be missing from education
because they are suffering from abuse or neglect. Where this is suspected
schools should follow local child protection procedures. However, if a child is in
immediate danger or at risk of harm, a referral should be made immediately to
children's social care (and the police if appropriate). Local Authority officers
responsible for CME should check that a referral has been made and, if not,
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they should alert children's social care. The Department's statutory guidance Keeping
children safe in education provides further advice for schools and colleges on
safeguarding children.
•

Children of Gypsy, Roma, Traveller families (GRT) - It is important that
schools inform the Local Authority when a GRT pupil leaves the school without
identifying a new destination school, particularly in the transition from primary to
secondary, so that they can attempt to facilitate continuity of the child's education.
The Local Authority's Co-ordinator of the Complementary Education Service can
advise schools on the best strategies for ensuring the minimum disruption to GRT
pupils' education, for example dual registration with other schools.

•

Children of Service Personnel — Families of members of the Armed Forces
are likely to move frequently — both in the UK and overseas and often at short
notice. The Local Authority CME Co-ordinator will liaise with the MoD Children's
Education Advisory Service (CEAS) to ensure safeguarding and continuity of
education provision.

•

Children and young people supervised by the Youth Justice System —
Children who have offended or are at risk of doing so are also at risk of
disengaging from education. Local Authority Youth Offending Teams (YOTs) are
responsible for supervising those young people (aged 8 to 18). The YOT should
work with the CME Co-ordinator to ensure that children are receiving, or return
to, appropriate full-time education. Where a young person was registered at a
school prior to custody, the school may be able to keep the place open for their
return.

•

Missing children and runaways — children who go missing or run away from
home or care may be in serious danger and are vulnerable to crime, sexual
exploitation or abduction as well as missing education.

•

Children who cease to attend a school — there are many reasons why a
child stops attending a school. It could be because the parent/s chooses to
home educate their child. However, where the reason for a child who has
stopped attending a school is not known, the Local Authority should
investigate the case and satisfy itself that the child is receiving suitable
education.

•

Children of new migrant families — children of new migrant families may not
have yet settled into a fixed address or may have arrived into a Local Authority
area without that Authority becoming aware, therefore increasing the risk of the
child missing education.

•

Children who fail to start appropriate provision and never enter the system,
and children who fail to complete a transition between schools.
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4. Notification of children and young people not in education and referral
routes
Notifications of children missing in education can be received from internal
partners, multi -agency professionals, other Local Authorities and from any other
person who comes into regular contact with a child or young person.
Sefton will work in partnership with key stakeholders and partner agencies and any
other professional who frequently come into contact with school aged children and
young people. It is an expectation that any professional becoming aware of a school
aged child will make enquiries concerning their educational status.
In the event of a child not being on the roll of a School or Setting or Electively Home
Educated, it is the responsibility of that professional to contact the CME Coordinator, Carole Blundell email CME@sefton.qov.uk or tel: 0151 934 3181.

5. Procedures for schools and settings
If the child is open to Social Care the school should immediately contact
the Social Worker and submit a referral (CME1) to the CME Co-ordinator.
Duty to notify the Local Authority- adding a pupil's name to the Admission
Register.
All schools must notify the Local Authority by completing and submitting the On Roll
Notification Form within five days of adding a pupil's name to the admission register
and must provide the Local Authority with all the information held within the
admission register about the pupil. This duty does not apply to pupils who are added
to the admission register at the start of the school's phased admissions at Year 7
and Reception.
Schools must enter pupils on the admission register at 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 should undertake
reasonable enquiries to establish the child's whereabouts. School should submit
CME1 referral form at day 10 to the Local Authority CME Co-ordinator and then once
enquiries have been undertaken the child can be removed from roll once located or
from day 20 of absence, whichever is the earliest. The Off-Roll Notification Form
must also be completed and submitted before removal from roll.
Schools and Settings should promptly make reasonable enquiries to contact the
parent in instances where a child leaves or ceases to attend a Sefton educational
provision:
• without the school being advised by the parent which new school or
setting the child is to attend;
• where the child has not returned from leave of absence from a holiday
within two weeks of the expected date of return;
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•

when a child fails to attend school after having accepted a place.

Following 10 days of non-school attendance or/and after the School or Setting have
completed all reasonable checks, by attempting to contact parents/carers/all
emergency numbers, undertake a home visit to make enquiries (or with known
contacts) and neighbours, as appropriate etc, the School or Setting should refer to the
Children Missing Education Co-ordinator using the Child Missing Education Referral
Form (CME1).
Upon receipt of CME1 the CME co-ordinator will continue to make reasonable efforts to
identify the child's current whereabouts/destination. They will include:
• reference to local databases within the Local Authority;
• contact with other agencies known to be involved with the family;
• checks with Housing Department, where appropriate;
• checks with Council Tax;
• checks with Health.
If, at any point in this process, the child is located the CME Co-ordinator will refer
back to the school to advise them and request the submission of the Off Roll
Notification Form Whereabouts known (CME3). If the new address for the child is out
of borough the CME Co-ordinator will contact the CME Team in the relevant Local
Authority to ensure the child is known to them.
Where the child is still missing from after 20 days of consecutive school absence, the
School or Setting will subsequently complete and submit the Off Roll Notification Form
(CME2) to the Children Missing Education Co-ordinator. Upon receipt of the CME2 the
CME Co-ordinator will liaise with school to remove the pupil's name from the school
register. School should also ensure that the CTF is uploaded via s2s in accordance with
the DfE guidelines.
Upon receipt of CME2 Off Roll Notification form, the CME Co-ordinator will
investigate further with multi agency partners, which may include:
• Health Agencies
• DfE databases
• Social Care database
• Housing Benefits
• Relevant government agencies
• Any Local Authorities where it is suspected the child may be living or have
previously been resident.
If the child is still missing after all enquiries have been completed, the CME Coordinator will activate a national missing children alert via s2s.
Children missing education may raise potential safeguarding issues. If Schools or
Settings believe a child or family to have gone missing, they should NOT remove that
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child from their roll without following the CME Guidance and Procedures, ensuring
all reasonable enquiries have been made; submitting the CME1 Referral Form to the
CME Co-ordinator, and subsequent completion of the Off Roll Notification Form,
(CME2), which must be submitted to the CME Co-ordinator before the child is
removed from roll.
6.

Removal from Scholl Roll

Schools and Settings must notify the Local Authority CME Co-ordinator using
(CME3) when a pupil's name is to be removed from the admission register at a nonstandard (In year) transition point under any of the fifteen grounds set out in the
regulations (Regulation 8 of the Education (Pupil Registration) (England)
Regulation 2006) as set out in Annex A and the revised DfE statutory Children
Missing Education guidance (September 2016).
Schools and settings must advise the Local Authority CME Co-ordinator each time a
pupil is removed from the school roll following in year transfer (or at primary
transition to secondary education), to a school located in another Local Authority
area, transfer to an Independent school, withdrawal to be become Electively Home
Educated or moves abroad (including to Wales, Scotland and Ireland) or out of
area, by completing Notification of Removal from School Roll Form whereabouts
known (CME3).
CME2 Notification form must only be submitted when all "reasonable enquiries"
have been completed by School or Setting and the agreed CME process has been
completed (ie CME1 referral has already been submitted to the Children Missing
Education Co-ordinator) after 10 days of absence.
Removal from school roll for any reason other than those specified above is illegal.
7. Tracking and Cross Boundary Arrangements
Agreed information sharing protocols ensure timely notification with neighbouring
Local Authorities on the management of referrals for children attending schools in
Sefton but living in another Local Authority. If a child goes missing from a Sefton
school, but lives in another Local Authority, the CME Co-ordinator will contact the
designated lead in that Local Authority to alert them of the pupil's CME status.
Similarly, if a child or young person leaves Sefton, the CME Co-ordinator will alert
the new/receiving Local Authority of the reported move to confirm arrival and ensure
appropriate safeguarding of the child or young person.

8. Common Transfer File (CTF)
There is a statutory requirement on Schools and Settings to send specified
information about a pupil moving School to the receiving School. Since June 2002,
this information has been transferred through the electronic common transfer file
(CTF) via DfE's s2s secure website.
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The law requires that CTF data is sent to a pupil's "new" maintained school by the
former school within 15 days after the pupil ceases to be registered at the "old" school.
The unique pupil number (UPN) needs to be included in the CTF as a unique identifier
for the pupil and each UPN should only contain information regarding one pupil.

Briefly, when uploading a CTF, if current school is unaware of where a child has moved
to, then a transfer file using XXXXXXX as the destination should be created and
uploaded onto the secure s2s site.
When a pupil emigrates, becomes Electively Home Educated or transfers to an
Independent school, moves to a school in Scotland, Northern Ireland or the Republic of
Ireland then MMMMMMM should be used. This enables the CTF to be stored securely
and available if the child returns to a maintained school in England or Wales.

Files for XXXXXXX and MMMMMMM are loaded onto s2s in the same way as
files for schools — the only difference is that these files can only have the
details of one pupil to enable individual pupil information to be retrieved.
In the unlikely event of a pupil joining a Sefton school without that school receiving a
CTF from the child's previous school and where the parents are unable or unwilling to
provide information about the previous school, then the receiving school should contact
the Local Authority Children Missing Education Co-ordinator, Carole Blundell,
CME@sefton.gov.uk or Carole.blundell@sefton.gov.uk to seek advice on identifying
previous education provision.
Further guidance regarding creating and transferring of CTFs is available for schools
and can be found on the following link: www.teachemet.qov.uk/s2s
9. Additional Pupil Tracking Notifications
The Department for Education requires that forwarding information (new school, home
address, telephone or email details) is collected, wherever possible, for children and
young people moving abroad and that schools and settings should maintain contact with
that family until a school place is secured for the child or young person.
Schools and Settings are no longer required to report in year transfer to other
Local Authority Schools and Academies that are located within Sefton Local
Authority as this information will be collected via other data reporting systems (ie
school census).
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10. Issues
A child missing from education is not in itself a child protection matter, and there
may be an innocent explanation for this. However, regular school attendance is an
important safeguard and unexplained non-attendance can be an early indicator of
problems, risk and vulnerability.
Schools should endeavour to deal with this problem in three ways:
• By preventing poor school attendance and truancy;
• By acting once absence has occurred to establish children's safety and try to
get them back to school;
• By following the Local Authorities Children Missing Education Procedures to
trace children whose whereabouts are not known.
In Sefton, there are a number of routes for raising awareness with Council Services,
partners, other agencies and the public of the Children Missing Education Policy and
Procedures.
•
Circulating details of the notification routes to all relevant areas of the
council and other partners on an annual basis and to post this information
on the intra and internet;
•
Consultation events with schools;
•
Consultation events with partner agencies, including voluntary and
community groups;
•
Embedded in the designated persons safeguarding training;
•
Publicity campaign across Sefton using fliers in public places, leaflets, and
other publicity materials.

KEY CONTACT DETAILS
Carole Blundell

Tel: 0151 934 3181

Children Missing Education Co-ordinator

Email: CME@sefton.gov.uk

Tracy Mckeating

Tel: 0151 934 3359

Locality Team Manager Lead CME

Email: tracv.mckeatinq@sefton.qov.uk

Jane Perry

Tel: 0151 247 6145/6

Team Leader, Enhanced 0-19 Children's Team

Email: Jane.Perry@NWBH.nhs.uk

Page 10 of 22

11. Further Information
This guidance should be read in the context of the statutory duties upon local
authorities and parents as set out in the following:
•

The Education Act 1996 section 436A; (added by section 4 of the
Education and Inspections Act 2006)
The Education Act 2002;
• The Education Act 1996 (section 7, 8, 14 and 19)
• The Education and Inspections Act 2006 (section 4 and 38)
• The Children Act 1989;
• The Children Act 2004;
• Statutory guidance for local authorities: Children missing
education (September 2016);
• Elective Home Education Guidelines;
• School Admissions Code;
• School to school service: how to transfer information;
• The Education (Pupil Registration) (England) Regulations 2006, as
amended (Education law regarding pupil registration where a child is on a
school roll); The Education (Pupil Registration) (England) (Amendment)
Regulations 2013; as amended The Education (Pupil Registration)
(England) (Amendment) Regulations 2016.
In particular the guidance provides for professionals seeking to exercise their duty
under the following Acts to ensure that their functions are discharged having regard
to the need to safeguard and promote the welfare of children.
• Section 175 of the Education Act 2002; and
• Section 11 of the Children Act 2004.
Additionally, this guidance seeks to ensure that the duty to co-operate to improve the
well-being of children under section 10 of the Children Act 2004 is discharged. All
schools will have a designated teacher for looked after children. These teachers are
ideally placed to assist when identifying those looked after children currently in
school who may be at greater risk of going missing from education.
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3. The Local Authority should be informed of any part-time arrangements.
4. The school should assign a member of staff to liaise with parents/carers, pupils and
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