
 
S
 
D
M
D
D
 
 
1
 
1
 
2
 
2
 
3
 
3

 3
in
 

SUBJECT: 
 

DIRECTORATE
MEETING: 
DATE: 
DIVISION/WAR

1. PURPOS

1.1 To agree

2. RECOM

2.1 It is reco

3. KEY ISS

3.1   In Septem
force wh
of childre
 

3.2 The aim 
n order that the

Adoption
  

E: CHILDRE
FULL CA
05.03.14 

RDS AFFECTE

SE: 

e the adoption 

MENDATIONS

ommended that

SUES: 

mber 2009, the
ich required th

en residing in t

of this guidanc
e Local Authori

n of Children M

EN AND YOUN
ABINET DECIS

ED: Countywi

of the Children

S: 

t the Children M

e Welsh Assem
hat Local Autho
heir area who a

ce is to inform 
ity (LA): 

Missing Educ

NG PEOPLE 
SION 

ide 

n Missing in Ed

Missing in Educ

mbly Governm
orities to ensure
are not receivin

all Schools and

 

ation Policy 

ducation Policy

cation Policy is

ent Section 43
e that arrangem
ng a ‘suitable e

d Stakeholder 

.                     

s adopted by th

36A of the Edu
ments are in pla
education’. 

agencies abou

he Local Autho

ucation and Ins
ace to enable t

ut the protocols

Ag

rity. 

spections Act 
them to establi

s and processe

genda Item 4(i

2006 came int
ish the identitie

s to be followe

ii) 
 

to 
es 

ed 



 Ensures that all Monmouthshire’s Children and Young People have access to appropriate educational provision and are on 
the educational roll, or are at risk of missing education.  

 
 Identifies, maintains contact and re-engages children living in Monmouthshire who are missing education (or are at risk of 

missing education). 
 

 Tracks children that move out of Monmouthshire until such a time as they are in a known destination and are being 
monitored and supported by another LA. 

 
4. REASONS: 
 
4.1 If a child or young person is receiving an education, they have the opportunity to fulfil their educational potential, but they are 

also in an environment which enables local agencies to safeguard and promote their welfare and emotional ‘Well Being’ in 
accordance with Local and National Child Protection Policies and Procedures.   

 
4.2    The aim of this guidance is to ensure that the Local Authority meets its statutory duties relating to the provision of education 

and safeguarding and promoting the welfare of Children and Young People in Monmouthshire.  If a child goes missing 
from education, they could be at risk of significant harm. 

 
4.3    The Children Act 2004 and Welsh Assembly Government’s Safeguarding Children : Working Together under the Children Act 

2004 places a duty on all agencies to work together to promote the welfare of children and to share information.  
Consequently, there is an expectation on all agencies that they will adhere to the protocol and procedures in order to ensure 
children are safely receiving a ‘suitable education’. 

 
5. RESOURCE IMPLICATIONS: 
5.1    This policy will be implemented within existing resources of the Education Welfare Service, Access Unit, Safeguarding Unit 

and School based staff engaged in Attendance and safeguarding related areas 
 

6. CONSULTEES: 
 Cabinet 
 Directorate Management Team  
           All Monmouthshire schools 



           Social Service Safeguarding Unit 
Access Unit 
Education Welfare Service 
Youth Offending Service 

  
7. BACKGROUND PAPERS: 
 

Children Missing Education guidance  
Local Authority Children Missing Education Guidance 
 

8. AUTHOR: 
 
 Richard Austin 
 
9. CONTACT DETAILS: 

 
Tel:    01633 644559    E-mail:  Richardaustin@monmouthshire.gov.uk  
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CHILDREN MISSING EDUCATION IN 
MONMOUTHSHIRE 

 
GUIDANCE FOR SCHOOLS AND STAKEHOLDERS 

 
Introduction 
 
From 1st September 2009, the Welsh Assembly Government Section 436A of 
the Education and Inspections Act 2006 came into force which requires that 
Local Authorities must ensure that arrangements are in place to enable them 
to establish the identities of children residing in their area who are not 
receiving a ‘suitable education’. 
 
The aim of this guidance is to inform all Schools and Stakeholder agencies 
about the protocols and processes to be followed in order that the Local 
Authority (LA): 
 

 Ensures that all Monmouthshire’s Children and Young People have 
access to appropriate educational provision and are on the educational 
roll, or are at risk of missing education.  

 
 Identifies, maintains contact and re-engages children living in 

Monmouthshire who are missing education (or are at risk of missing 
education). 

 
 Tracks children that move out of Monmouthshire until such a time as 

they are in a known destination and are being monitored and supported 
by another LA. 

 
If a child or young person is receiving an education, they have the opportunity 
to fulfil their educational potential, but they are also in an environment which 
enables local agencies to safeguard and promote their welfare and emotional 
‘Well Being’ in accordance with Local and National Child Protection Policies 
and Procedures.   
 
The aim of this guidance is to ensure that the LA meets its statutory duties 
relating to the provision of education and safeguarding and promoting the 
welfare of Children and Young People in Monmouthshire.  If a child goes 
missing from education, they could be at risk of significant harm. 
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The Children Act 2004 and Welsh Assembly Government’s Safeguarding 
Children : Working Together under the Children Act 2004 places a duty on all 
agencies to work together to promote the welfare of children and to share 
information.  Consequently, there is an expectation on all agencies that they 
will adhere to the protocol and procedures in order to ensure children are 
safely receiving a ‘suitable education’. 
 
Why do children go missing from education? 
 
Children ‘missing from education’ in this document, refers to all Children or 
Young People of compulsory school age who are ‘not on a school roll’, ‘nor 
being educated otherwise’ (e.g. privately or in alternative provision) and ‘who 
have been out of any educational provision for a substantial period of time. 
(usually agreed as four weeks or more). 
 
Children and Young People go missing from education for a wide variety of 
reasons.  WAG circular Educational Records, School Reports and the 
Common Transfer System (18/2006) identifies that some of the factors could 
be due to pupils who: 
 

 never enter the education system because they fail to start 
appropriate provision at the start of compulsory school age; 

 
 stop going to school at some time during their school career, 

perhaps because they have been excluded or withdrawn; 
 

 are ‘excluded’ on an unofficial basis and are particularly 
vulnerable to dropping out of education permanently; 

 
 fail to complete a transition between providers, for example from 

primary to secondary school or from a school to alternative 
provision; 

 
 move into a local-authority area and do not register with a local 

school, or inform the LA they have moved; 
 

 are children of parents who elect to educate at home and cease 
any contact with the LA; 

 
 are fleeing domestic violence; 

 
 are excluded or withdrawn from independent schools; or 

 
 enter the country and do not register with a school. 

 
 
There are also groups of Vulnerable Children and Young People who are 
more likely to be affected by the factors listed above and who have 
experienced certain life events that make them more at risk of going missing 
from education: 
 
 

 Young people within the criminal justice system; 
 Children living in women’s refuges; 
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 Children of homeless families, perhaps living in temporary 
accommodation; 

 Young runaways; 
 Children with long-term medical or emotional problems; 
 Looked After Children; 
 Children from Gypsy/Traveller communities; 
 Young carers; 
 Children from transient families; 
 Children who are taken on extended holidays or heritage visits by their 

family; 
 Teenage mothers; 
 Children who are permanently excluded from school; 
 Migrant children whether in families seeking asylum or economic 

migrants. 
 
It is often the case that another agency is aware of the arrival or existence of a 
family living in the Authority, but not in education before the Local Authority 
becomes aware of them.  The establishment of regular weekly meetings  
between Officers from the Access Unit, SEN , Inclusion and Lead Officer for 
Safeguarding in Education has ensured that pupils can be brought to the 
attention of the Local Authority by the appropriate agency quickly and 
promptly and that wherever required appropriate provision is put in place. 
 
This protocol identifies the practical steps to be taken by all stakeholder 
agencies to locate, register, monitor and track children and young people 
missing from education, to assess their needs and allocate appropriate 
provision; and then to monitor and track their progress. 
 
The Local Authority will ensure that all agencies are properly supported to 
meet their responsibilities, by the publication of this document, and offering 
advice and guidance from the Education Welfare Service. 
 
Common Transfer System (CTS) 
 
The system that enables schools and LAs to exchange pupil level information 
electronically when a pupil changes school.  CTS incorporates school MIS 
software and the secure transfer site, offering a full transfer system. 
 
Common Transfer File (CTF) 
 
This is the electronic data file, containing pupil data that moves from school to 
school via the CTS. 
 
School2School (s2s) 
 
This is the school to school secure transfer site.  It is used by schools and 
Local Authorities to exchange pupil and other specified files.  The site has a 
searchable area called the ‘Lost Pupil Database’ where CTF files for pupils 
without a known destination are securely stored. 
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Reducing the Risk of Children Missing Education 
  
Local Responsibilities 
 
Schools 
 
Schools have a vital role to play when children go missing from the education 
system. The Education Welfare Service works closely with schools to address 
attendance and related welfare issues.  Schools should undertake immediate 
actions to try and identify the whereabouts of the child/children by utilising 
existing contact information for the family, siblings or extended family. 
 
If the initial school enquiries fail to establish the whereabouts of the 
child/children, a prompt referral (same day) should be made to the Education 
Welfare Service (EWS) to undertake further enquiries and if they cannot 
locate the whereabouts of child within 24 hours they will inform the police. 
 
If the school has existing concerns of a child protection nature, they should 
refer the matter immediately to the Local Authority’s Child Protection Officer 
via the duty Social Worker or Child’s Social worker if case is open and also to 
the Lead Officer Safeguarding in education (LOSIE) and also to the Police. 
 
The child or young person should be maintained on the school roll until all 
avenues have been exhausted and the Local Authority has advised that it is 
appropriate to remove the pupil from roll.   
 
The Statutory Instrument, the Education (Pupil Registration) Regulations 
1995 No. 2089 Section 9 lists the grounds on which the name of a pupil 
of compulsory school age shall be deleted from the admissions register: 
 
‘the pupil has been continuously absent from school for a period of not less 
than four weeks and both the proprietor of the school and the Local Authority 
have failed, after reasonable enquiry, to locate the pupil.’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pupil absent without 
explanation 

School undertakes initial 
enquiries to trace pupil (ASAP) 

PUPIL TRACED Yes – pupil has 
changed schools 

Attendance at new 
school confirmed New school not 

known 

No 

Refer to EWS for 
further tracking. 

Do not remove from 
school roll 

CTF created with the 
filename to include the 
destination school and 

sent s2s 
Following tracking and completion 
of missing children checklist 
child/young person may be 
removed from roll in agreement 
with the LA after 4 weeks 

If not found pupil’s details 
posted as missing s2s & CTF 
file uploaded with XXXXXXX 

destination unknown 
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Education Welfare Service 
 
When a child or young person is suspected of being missing, they should be 
referred to the Education Welfare Service, officers should then utilise the 
‘Children Missing Education’ checklist (Appendix 1).  Checking should 
include home visiting, approaching neighbours and contacting other agencies 
to try to establish the whereabouts of the child/children. 
 
If the Education Welfare Service receives information that establishes where 
the child(ren) or young person(s) has (have) moved to, but there is no clear 
information about whether they have registered at new schools, staff should 
complete the ‘Movement of Children’ form (Appendix 2), and Send it to the 
receiving authority so that contact can be made to ensure a fast and smooth 
transition into local schools.  (A copy of the form should be placed on the 
individual child’s file as well as a copy to the relevant Education Welfare 
Officer as the Education Welfare Service is responsible for Children Missing 
Education). 
 
If all attempts to trace a child/young person fail, then the ‘Children Missing  
Education’ checklist should be completed and passed to the Education 
Welfare Service who are responsible for Children Missing Education.  The 
school will be advised to remove the child from roll (after 4 weeks) and Send a 
CTF to the Lost Pupil Database with the destination as XXXXXXX.  The 
Education Welfare Service will post a message on the lost pupil database 
(s2s). 
 
The Education Welfare Service will ensure that colleagues in Social Services 
(Social Services Safeguarding Manager and the Lead Officer for Safeguarding 
in Education, Officer within the Gwent Missing Children Project and the Police 
are made aware that attempts to trace the child/children have been 
unsuccessful and they are considered missing from education. 
 
If at any point during the checking process staff become aware of issues 
that may indicate issues of a safeguarding/child protection nature, the 
Child Protection Officer and the Police should be notified immediately. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Referral from school – pupil 
whereabouts not known 

Undertake enquiries, including home 
visit, and complete Children Missing 

Education checklist

Pupils whereabouts 
identified but not 

registered at school 

Complete movement of 
children form and Send to 

receiving authority.  Copy to 
the Education Welfare 

Service (Paper or Electronic) 

Unable to locate 
child/family 

Missing child checklist passed to 
the Education Welfare Service for 

message to be posted on s2s 

Appropriate Education Welfare 
Officer to make referral to Police 
and Social Services re: missing 
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Role of Other Agencies, to include the following: 
 
Social Services Departments, Housing Departments, Accident and 
Emergency, NHS Walk-in Services, Police, Health Visitors, Careers 
Wales, Voluntary Agencies, Youth Service, Youth Offending Service, 
Housing Departments, Homeless Hostels, Women’s Refuges, ALN 
Caseworkers. 
 
It is necessary to raise awareness amongst stakeholders about how to inform 
the LA about children or young people missing from education, in order to 
ensure that agencies employ this route consistently and whenever necessary.  
It will often be the case that another agency is aware of the arrival or 
existence of a child, living in a LA, but not in education, before the LA is aware 
of them. 
 
In paragraph 17.97 of the Victoria Climbié Inquiry Report, Lord Lamming 
recommended that: 
 
‘Front line staff in each of the agencies which regularly come into contact with 
families with children must ensure that in each new contact, basic information 
about the child is recorded.  This must include the child’s name, address, age, 
the name of the child’s primary carer, the child’s GP, and the name of the 
child’s school if the child is of school age.  Gaps in this information should 
be passed on to the relevant authority in accordance with local arrangements’. 
 
Note: the relevant authority in Monmouthshire is the Education Welfare 
Service. 
 
It is the responsibility of all agencies to report to the Education Welfare 
Service where they believe a child or young person appears not to be on roll 
at a school, or is not attending school on a regular basis. 
 
A member of staff should complete the: 
 
Notification to the Local Authority of a Child Missing Education form 
(Appendix 3). 
 
This should be sent to the Education Welfare Service, Monmouthshire County 
Council, Directorate for Children and Young People, Monmouthshire Local 
Authority @Innovation House, Wales 1, Magor NP26 3 DG 
 
Checks will be made on the Central Pupil Database (ONE) for any details held 
about the child or evidence of siblings at other schools.  Checks will also be 
made on the school appeals list and the Elective Home Education Register 
held by the Pupil Referral Service Coordinator and Elective Home education 
Teacher.  If there is no evidence of the education being provided, the parents 
will then be contacted by letter requesting that they contact the Education 
Welfare Service regarding their intentions. 
 
If there is no response with 10 working days, an Education Welfare Officer will 
visit the parents at home to check circumstances and assess need if required. 
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LAs can intervene if they have reason to believe that parents are not providing 
a suitable education and may issue a School Attendance Order (SAO) (under 
Section 437(1) of the Education Act 1996).  Further, LAs may apply to court 
for a child assessment order under Section 43 of the Children Act 1989 if they 
have reasonable cause to do so (which will only be where there is a risk of 
significant harm to the child). 
 
The appropriate Education Welfare Officer will notify the referrer of the 
outcome of the enquiry. 
 
The use of School to School Data Transfer Website (s2s) 
 
Currently in Wales there is a requirement under the Education (Pupil 
Information) Wales Regulations 2004 and the Education (School Records) 
Regulations 1989 for schools to maintain data on pupils who are on their roll 
and to pass that data to the receiving school when a child leaves which aims 
to minimise the chances of pupils falling into the category of being missing 
from education. 
 
All maintained schools in Wales have a statutory responsibility to use the 
Common Transfer System (CTS) for England and Wales to transfer specific 
information electronically, via the ‘school2school – s2s’ website when a pupil 
joins or leaves a school. 
 
Procedures for Monmouthshire Schools 
 

 If a school knows the school which a pupil is moving to, it must ensure 
that an electronic Common Transfer File (CTF) is sent to the receiving 
school via s2s as quickly as possible; within fifteen school days of the 
pupil ceasing to be registered at the previous school.  Similarly, if the 
Headteacher of the previous school received a request from the 
Headteacher of the receiving school where the pupil is newly 
registered, the information must be sent within fifteen days of 
receiving the request. 

 
 When a child leaves a Monmouthshire school without notice being 

given by the parent or without the school being advised by the parent 
which new school the child is to attend – that is, should the child go 
‘missing’ or become ‘lost’ – the school should promptly notify the 
Education Welfare Service.  Should the child be on the Child Protection 
Register or should the school have particular child protection concerns 
about the child the school should immediately notify the contact the 
Child’s Social Worker, Social Services Safeguarding Manager and the 
Lead Officer for Safeguarding in Education and the Social Service duty 
office if this is out of hours.  In addition, the school should also notify 
the Education Welfare Service. 

 
 The Education Welfare Service will then work with the school and make 

reasonable efforts to try and identify the child’s current 
whereabouts/destination.  This will include completion of checks 
detailed in the Children Missing Education checklist, (Appendix 1). 

 



8 

 After four weeks should such efforts prove unsuccessful then the 
school, in consultation with the LA, should remove the child’s name 
from its roll and create a ‘lost pupil’ common transfer file (CTF) with 
XXXXXXXX as the destination.  The lost CTF should be immediately 
uploaded onto the s2s secure site where it will be held in the Lost 
Pupils Database. 

 
 When a pupil joins a Monmouthshire school without that school 

receiving a CTF from the pupil’s previous school, and all enquiries have 
been exhausted, then the receiving school should contact the  
Education Welfare Service, and request that a search be made of the 
Lost Pupils Database for a matching record using names or former 
names, date of birth or gender. 

 
 Should a Monmouthshire school which has previously sent a lost child 

CTF to the Lost Pupils Database be contacted by the school at which 
the lost child has subsequently registered, they should direct them to 
the Lost Pupil area where their LA can download the original CTF from 
the Lost Pupils Database.  They should not create a new CTF and 
send it directly to the new school. 

 
 When a Monmouthshire pupil leaves a school and it is confirmed as 

being in the independent sector, elective home education or at a 
destination incapable of receiving a CTF then the school should place 
on the s2s website with the code MMMMMMM as the destination. 

 
 Where it is known, the actual destination (school) must also be 

recorded on the school’s SIMS database when a pupil leaves a school.  
Schools should not record pupil movements as ‘moved house’ or ‘gone 
out of area’.  If the destination is unknown, it should be recorded as 
‘unknown’.  Under no circumstances should this field ever be left 
blank.  This will ensure more efficient central tracking of pupil 
movement. 

 
 Monmouthshire LA recognises that these procedures will only 

function effectively if ALL Monmouthshire Schools are committed 
to adhering to the principle that: 

 
 Whenever a pupil joins or leaves a school, then a common 

transfer file must accompany him/her 
 

 The LA will: 
 

 Ensure that all Monmouthshire schools are properly 
supported to meet these responsibilities 

 
 Closely monitor the operation of its missing/lost children 

procedures in order to ensure best practice with regard to 
child protection 
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The Role of the School Access Unit 
 
The School Access Unit has an important contribution to make in ensuring all 
pupils are on a school roll and attending school. 
 
Children may not be on a school roll where a parent has not accepted a 
school place at phase transfer or failed to follow up an application after 
moving into the LA or unable to secure a place in their preferred school and 
fails to take up another offer.  When this occurs the School Access Unit will 
inform the Education Welfare Service who will then follow the checking 
process detailed above. 
 
The School Access Unit will work with the appropriate Education Welfare 
Service (EWS) and Principal Inclusion Officer to ensure that advice about 
admissions and support with the application procedure is readily available for 
families recently arrived from abroad. 
 
Children Missing Education at Start of Education/School 
Transfer/Transition KS2 to KS3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

School Access  
Unit 

Parents fail to accept 
place 

School Access Unit to 
refer to EWS 

EWS to investigate 

Located 
 
Supported by EWO to take up 
school place. 
School attendance order to be 
made, if appropriate. 

Not located 
 
CME checklist and missing child 
procedure including notification to 
statutory services, police etc if 
appropriate 

- Starting School 
- Transition Yr6-Yr7 
- School Transfer 
- Initial application from 

Monmouthshire address 
is not followed through 
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Elective Home Education 
 
Parents have a duty to ensure that their children receive a suitable full time 
education either by regular attendance at school or otherwise (under Section 
7 of the Education Act 1996).  Some parents decide, as they are entitled, to 
provide suitable education by educating their children at home. 
 
When parents withdraw their child from school to do this, and the child is of 
compulsory school age, the name of the child can only be deleted from the 
admissions register of the school where the parents inform the school in 
writing as provided by the Education (Pupil Registration) Regulations 1995 
under Regulation 9(1)(c): ‘that he has ceased to attend the school and the 
proprietor has received written notification from the parent that the pupil is 
receiving education otherwise than at school’.  It is then the duty of school to 
inform the LA (Pupil Referral Service Coordinator) giving the full name and 
address of that pupil within the ten school days immediately following the date 
on which the pupil’s name was so deleted.  Notification of pupils withdrawn 
from school to be educated at home form (Appendix 4), should be 
completed, signed by the Headteacher and sent together with a copy of the 
parents’ letter to: 
 
The Chief Officer, Children and Young People’s Service, Monmouthshire 
County Council, Directorate for Children and Young People, Monmouthshire 
Local Authority @Innovation House, Wales 1, Magor NP26 3 DG 
 
The child’s name should then be removed from the school roll and recorded 
as home educated.  A CTF should be created by the school using code 
MMMMMMM, so that the CTF goes into the database of children and young 
people who have gone outside of the maintained system.  If the parent 
informs the LA in writing, they will then notify the school. 
 
The school must record on their electronic database when a pupil leaves a 
school to be elective home educated and should confirm in the information 
field that the ‘School Access Unit’ and the Coordinator of the Pupil Referral 
Service has been notified.  This will ensure more efficient central tracking of 
pupil movement. 
 
All pupils are registered to the Elective Home Education base on the Central 
Pupil Database (ONE) and the Education Welfare Service will be notified as 
soon as the School Access Unit and Pupil Referral Service Coordinator are 
informed, when a pupil becomes elective home educated. 
 
Pupils with Additional Learning Needs (ALN) 
 
Children and young people with statements of additional learning needs can 
be home educated and the LA remains responsible for ensuring that the 
education the child receives is suitable.  If the parent wishes to home 
educated a pupil with a statement who is on roll of special school then 
consent is required from the LA (Sect 7 Education Act 1996). The statement 
must stay in force and the LA must ensure that parents can and do make 
suitable provision, including providing for their child’s additional learning 
needs.  If the parents’ arrangements are suitable, the LA is relieved of their 
duty to arrange the provision directly, but it still remains the LA’s duty to 
ensure the child’s needs are met. 
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The ALN Casework Team will invite families of elective home educated 
children with statements of additional learning needs to attend an annual 
review. 
 
Overview 
 
The LA accepts its responsibility to locate, assess, monitor and track Children 
Missing Education in order for them to reach their true potential and is 
committed to providing an education of the highest quality for all children and 
young people. The Elective Home Education Teacher will visit families on a 
termly basis. 
 
Summary of Actions 
 
The LA will: 
 

 Raise awareness of the Children Missing Education protocols and 
processes by: 

 
- contacting Senior Managers in all agencies, to explain roles and 

responsibilities 
- provide support to teams on referral routes 
- ensure that all Monmouthshire schools are aware of the 

guidance 
- implement a range of preventative measures to ensure the 

reduction of the likelihood of children and young people missing 
their education which will also support the National Behaviour 
and Attendance Review recommendations regarding early 
intervention and appropriate support 

 
 The LA’s Management Information System (MIS) Support Manager will 

remind schools annually about the Education (Pupil Information) Wales 
Regulations 2004 and the Education (School Records) Regulations 
1989 on the removal of children from a school roll and create a 
common transfer file (CTF) and upload on the s2s website where a 
child has left with an unknown destination. 

 
 The Management Information Systems (MIS) Manager, will also 

provide support to ensure schools meet their statutory responsibilities.  
 
Schools will: 
 

 Ensure that they are meeting their statutory responsibilities by using 
the Common Transfer System to transfer specific information 
electronically, via the ‘school2school – s2s’ website when a pupil joins 
or leaves a school. 

 
 Ensure that when a pupil moves that destinations are recorded on their 

electronic database and if unknown, confirm that the Education Welfare 
Service has been notified. 

 
 Work with the Education Welfare Service to ensure more consistent 

referral processes for those children missing education and those at 
risk through their non-attendance. 
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Regulations about when a school may delete a pupil’s name from its 
Admissions Register: 
 
The Education (Pupil Registration) (Wales) Regulations 1995, regulation 11 
gives the Education Welfare Service (or any officer of the LA authorised for 
the purpose) a statutory duty to inspect school registers and ensure that they 
are being kept in accordance with regulations.  This should include regular 
monitoring of pupils who have been removed from roll to ensure that no 
child or young person is allowed to disappear from a school roll (unless it 
follows normal transfer from KS2 to KS3 or at the end of compulsory 
education).  Schools should act responsibly in this matter in terms of the 
safeguarding agenda and their duty to ensure that the whereabouts of all 
children are known.  
 
Schools are provided with clear guidance as to when they can delete pupils 
from their admissions register. The circumstances are outlined in Regulation 9 
of the Education (Pupil Registration) Regulations 1995 and the Education 
(Pupil Registration) (Amendment) (Wales) Regulations 2001.  The 
Regulations list the following as the prescribed grounds on which the name of 
a pupil of compulsory school age shall be deleted from the Admission 
Register (and therefore from the Attendance Register). 
 

i. the pupil is registered at the school in accordance with the 
requirements of a School Attendance Order and another school is 
substituted by the LA for that named in the Order, or the Order is 
revoked; 

ii. the pupil has been registered at another school; 
iii. the school has received written notification from the parent that the 

pupil is receiving education otherwise than at school; 
iv. the pupil has ceased to attend the school and no longer resides 

within a reasonable distance from the school;  each case should be 
referred to the Education Welfare Service/Officer for investigation 
before removal from the school roll; 

v. the pupil has been granted leave of absence exceeding 10 days for 
the purpose of a holiday and fails to attend school within 10 days 
immediately following, and the school is not satisfied that the 
absence is caused by sickness or any unavoidable cause; 

vi. the pupil is certified by the school medical officer as unlikely to be in 
a fit state of health to attend school before ceasing to be of 
compulsory school age; 

vii. the pupil has been continuously absent from the school for a period 
of not less than four weeks and both the proprietor of the school 
and the LA Officer have failed, after reasonable enquiry, to locate 
the pupil; 

viii. the pupil has died; 
ix. the pupil will cease to be of compulsory school age before the 

school next meets and does not intend to continue at school; 
x. in the case of a pupil at a school other than a maintained school, 

that they have ceased to be a pupil at that school; 
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xi. where the pupil is registered at a maintained school, that they have 
been permanently excluded from and the permanent exclusion of a 
pupil does not take effect until the governing body have discharged 
their duties under section 66 of the 1998 Act, and: 
 
a. The relevant person has stated in writing that he or she does not 

intend to appeal under Section 67 of the 1998 Act; 
b. The time for bringing an appeal has expired and no appeal has 

been brought forward within that time; or 
c. An appeal brought within that time has been determined; 

 
xii  where the pupil has been admitted to the school to receive nursery 

education and has not, on completing such education, transferred to 
a reception class at the school.  

 
Removal from roll for any reason other than those specified above 
is unlawful.  
 
Although the Education (Pupil Registration) Regulations 1995 states 
that a child may be deleted from roll after 20 school days of 
continuous absence without good reason (10 school days if returning 
from holiday late) there is a clear responsibility to ensure that the 
correct procedures of investigating this absence has been followed 
as any child missing from education may raise potential child 
protection issues.  
 
If schools believe a child or family to have gone missing they should NOT 
remove any child from their roll without following the checklist procedures 
(Appendix 1) and referring to the Education Welfare Service.  
 
The pupil should remain on the school register until all reasonable 
enquiries are completed even if this means that the pupil will amass more 
than 20 days absence.  The outcome of the school and LA’s attempt to 
trace the pupil will dictate the next steps and whether it is appropriate for 
the child to be removed from the roll of the school.  If they are unable to 
find the pupil they must refer the case to the appropriate agencies.  It is 
important that all of the steps outlined above are clearly documented to 
ensure that there is a clear audit trail of the steps which have been taken 
to locate the child.  Only once the Education Welfare Service has 
completed their enquiries and advised the school in writing should the 
school remove a pupil from the roll.   
 
When a pupil’s name is deleted from the Admission Register the school 
should clearly indicate the date and the reason for the removal from roll.  
In the event of a pupil moving to another school, the name of the school 
should be indicated and the pupil’s records must be sent to the new school 
within 15 school days.   
 
When a pupil’s name has been deleted from the register, the school must 
create a CTF and follow the procedures outlined herein.  
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Appendix 1 
 

CHILDREN MISSING EDUCATION 
CHECKLIST 

 
Actions to be taken by LA to locate the child/young person 
 
Name of Pupil(s): _______________________________________________ 
 
D.O.B:  ____________________________      NCY: ___________________ 
 
Address: ______________________________________________________ 
 
Name of Parents _______________________________________________ 
 
Address: ______________________________________________________ 
 
____________________________________Tel: ______________________ 
 

 Action Taken Who & When Outcome 
1 Check internal school records and with member of 

staff i.e. form teacher, YT, HoY 
  

2 Home Visit   
3 Neighbourhood Enquiries   
4 Check with friends, siblings and other relatives of 

the child 
  

5 Telephone calls made/letters sent   
6 Enquiries made with School  Access Unit   
7 Enquiry made with Social Services (Intake and 

Assessment) 
  

8 Enquiry made with POI responsible for LAC pupils   
9 Enquiries made with YOS, and/or any agencies 

with known involvement (inc. Child Health if there 
are any children in the family under the age of 4) 

  

10 Enquiry made with housing   
11 If point 7 is unsuccessful, enquiries with Housing 

Benefit via named Officer 
  

In cases where instances of domestic abuse are known, the following enquiries should be 
made: 

1 Women’s Aid/other   
 
N.B.  If, after completing the above checklist and concluding all enquiries, the child remains 
missing, discuss the removal of the child from the school register with your Line Manager.  If 
agreed and removal complies with National Assembly Guidelines and Local arrangements, 
follow this procedure: 

1. Attach this checklist and any evidence e.g. letters sent/response received etc., to you 
referral sheet. 

2. Send a copy of this completed checklist, with a copy of the child’s Attendance 
Certificate to the named officer who will keep a record of all missing children. 

Name of School ______________________________________________________ 
 
Date Removed (from school roll)  _________________________________________ 
 
Authorised by _________________________ Designation_____________________ 
 
Name of EWO_________________________ Date___________________________ 
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Appendix 2 
 
My Ref:  EWO/EWS 
Your Ref: 
 
Date: 
 
______________________________ 
 
______________________________ 
 
 
Dear Sir/Madam 
 
Movement of Children 
 
Child1 
Name: ………………………………………………..D.O.B:……………………….. 
 
Previous Address ……………………………………………………………………. 
 
Previous School ……………………………………………………………………… 
 
Child 2 
Name: ………………………………………………..D.O.B:……………………….. 
 
Previous Address ……………………………………………………………………. 
 
Previous School ……………………………………………………………………… 
I have been advised that the above-named child(ren) has/have recently 
moved into your Authority. We are not aware of the school that the child(ren) 
has enrolled at.  The information I have been given is detailed below: 
 
Child’s Home Address ………………………………………………………………. 
 
Name of School ……………………………………………………………………… 
 
Admission Date ……………………………………………………………………… 
 
Would you kindly make enquiries as to whether this information is correct and 
return this letter to me as soon as possible. 
 
Comments ……………………………………………………………………………. 
 
………………………………………………………………………………………….. 
 
Yours faithfully 
 
Education Welfare Officer 
 
For the Chief Officer, Children and Young People’s Service. 
 
Please reply to:  Education Welfare Service Monmouthshire County Council, 
Directorate for Children and Young People, Monmouthshire Local Authority 
@Innovation House, Wales 1, Magor NP26 3 DG 
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Appendix 3 
 
 
 
 
 
 
 
PART 1   CHILD’S DETAILS 
Child’s Name: D.O.B. 

 
Gender:  Male/Female Ethnicity 
Address: 
 
 
 

Tel No(s). 

Parent(s) Carer(s) Details: 
 
 
Relationship to Child: 
Previous Address if new to the area: 
 
 
To the best of your knowledge is the child: 
On the Child Protection Register:                               Yes/No 
Refugee/Asylum Seeker                                             Yes/No 
In Public Care                                                             Yes/No 
Reason for Referral: 
Child is not registered at a school                                                                  
Not known if child is registered at a school                                                    
Child is registered at …………………………school but is failing to attend    
Any additional information about the child’s previous educational provision 
(past or present:: e.g. date of last education provision, known attendance difficulties etc) 
 
 
Are any other agencies known to be involved with the child concerned? 
Please give details: 
 
 
Details of Agency Making the Referral: 
Referrer’s Name: 
Designation: 
Address: 
 
Tel. No: Email: 
Reason for involvement of professional making the referral and any other relevant 
information: 
 
 
Date that child became known to agency as missing education: 
 
 
Please post/email this form to the Education Welfare Service Monmouthshire County 
Council, Directorate for Children and Young People, Monmouthshire Local Authority 
@Innovation House, Wales 1, Magor NP26 3 DG 
 
Date Received: ……………………………….. 

Notification to the Local Authority of a Child Missing Education 
This form should be completed by any professional or agency undertaking an 
assessment or being aware of a child of compulsory school age who does not 
appear to be attending a school.
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Appendix 4 
 

MONMOUTHSHIRE COUNTY COUNCIL 
 

NOTIFICATION OF PUPILS WITHDRAWN FROM SCHOOL TO BE 
EDUCATED AT HOME 

 
(Under the Education Pupil Registration Regulations 1995, parents are required 
to inform schools, in writing, that they are educating their children at home.  
Immediately after a school receives a letter from the parent, the name of the 
child must be removed from the school roll.  The school must make a return to 
the Council within 10 school days of removal). 
 
Pupil Name:  ___________________________________________________ 
 
Date of Birth: ___________________________________________________ 
 
Address:  ______________________________________________________ 
 
______________________________________________________________ 
 
______________________________Post Code: ______________________ 
 
Is the pupil subject to a Statement of Additional Learning Needs: Please tick    
 
Has the pupil been permanently excluded?                                           Please tick 
 
Please give details of discussions with the parents prior to notification of 
decision to educate at home: 
 

 
Please give details of the involvement of the Education Welfare Service 
 

 
Please outline reasons that parents have given in Electing to Home Educate 
their child 
 
 
 
 
Please confirm date the pupil was taken off the school roll: …..………………... 
 
Please attach a copy of the letter from the parents informing you of the 
decision to home educate. 
 
Signed: _________________________ (Headteacher) Date::……………… 
 
Return to: School Access Unit, Monmouthshire County Council, Monmouthshire 
County Council, Directorate for Children and Young People, Monmouthshire 
Local Authority @Innovation House, Wales 1, Magor NP26 3 DG 



          The “Equality Challenge” (Screening document) 
Name of the Officer completing “the Equality challenge”  

 

Richard Austin 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

To ensure that schools and other agencies are aware of the potential 
risks to vulnerable groups if they go missing and also processes that 
should be followed to reduce that risk 

Name of the Division or service area 

Directorate for Children and Young People 

Date “Challenge” form completed 

17.02.14 

Protected characteristic 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

Age   Focuses upon school aged pupils 

Disability  Addresses all pupils  

Marriage + Civil Partnership   Provides guidance for schools and 
this can be used to support some 
vulnerable pupils; e.g. arranged 
marriages 

Pregnancy and maternity  Addresses all pupils  

Race   Yes- some ethnic groups are 
vulnerable to going missing and this 
policy ensures that pupils who are 
at risk of going missing are closely 
monitored by schools, Education 
Welfare Service and other agencies 

Religion or Belief   Yes- some ethnic groups are 
vulnerable to going missing and this 
policy ensures that pupils who are 



at risk of going missing are closely 
monitored by schools, Education 
Welfare Service and other agencies 

Sex (was Gender)  Address all pupils  

Sexual Orientation  Address all pupils  

Transgender  Address all pupils  

Welsh Language  Address all pupils  

 

What are the potential negative Impacts.  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments or engagement with affected 

parties).  

    

    

    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below: 

 
 
 
 
 

Policy- Written in response to Welsh Government Guidance for School pupils who go missing from Education 

Policy- Provides a framework and heightens awareness of vulnerable groups who can go missing due to race/religion issues; e.g. 
forced marriage; Female Genital Mutilation   



 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed   Richard Austin     Designation     Principal Officer Inclusion           Dated 17.02.14  
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                                                 EQUALITY IMPACT ASSESSMENT FORM  
 

Name of policy or change to service (Proposal) Directorate: Department: 

Children Missing Education Policy Children and Young People Inclusion 

Policy author / service lead  Name of assessor Date of assessment: 

Richard Austin/Sharon Randall smith Richard Austin 17.02.14 

 
1. Have you completed the Equality Challenge form?      Yes / No.  If No please explain why 
 

 
 
 

 
2. What is the Aim/s of the Policy or the proposed change to the policy or service (the proposal) 
 
  

  

To ensure that schools and other agencies are aware of the potential risks to vulnerable groups if they go missing and also 
processes that should be followed to reduce that risk 

YES 



3. From your findings from the “Equality Challenge” form did you identify any people or groups of people with protected characteristics that 
this proposal was likely to affect in a negative way?    Please tick appropriate boxes below. 
                                          

Age              Race  

Disability  Religion or Belief  

Gender reassignment  Sex  

Marriage or civil partnership  Sexual Orientation  

Pregnancy and maternity  Welsh Language  

4.   Please give details of any consultation(s) or engagement carried out in the development /re-development of this proposal. 

 

 

 

 

 

5. Please list the data that has been used for this proposal? eg Household survey data, Welsh Govt data, ONS data, MCC service  

 user data, Staff personnel data etc. 

 

 
 

 
 
 
 

Education Welfare Service records of pupils who move schools 

Consultation with Directorate Management Team, All Schools, Social Housing Services Safeguarding Team, Youth Offending Service, Access unit 



Existing processes are robust, individuals ensure that they track vulnerable young people and secure destinations if individuals leave 
Monmouthshire area. Children Missing Education Policy endorses current practice. 

6. As a result did you take any actions to mitigate your proposal?  Please give details below. 

  

 

7.  Final stage – What was decided? 

 No change made to proposal/s – please give details 
 
 
 
 
 
 

 Slight changes made to proposal/s – please give details 
 
 
 
 
 

 
  Major changes made to the proposal/s to mitigate any significant negative impact – please give details 

 

 

 

    Signed Richard Austin Designation Principal Officer Inclusion Dated 17.02.14 

   

No 

 

 



          The “Sustainability Challenge”  
Name of the Officer completing “the Sustainability 
challenge”  

 

Richard Austin 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

To ensure that schools and other agencies are aware of the potential 
risks to vulnerable groups if they go missing and also processes that 
should be followed to reduce that risk 

 

Name of the Division or service area 

Directorates for Children and Young People 

 

Date “Challenge” form completed 

 

17.02.13 

Aspect of sustainability 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

PEOPLE    

Ensure that more people 
have access to healthy food 

 N/A  

Improve housing quality and 
provision 

 N/A  

Reduce ill health and 
improve healthcare 
provision 

 N/A  

Promote independence  N/A  

Encourage community 
participation/action and 

 N/A  



voluntary work 

Targets socially excluded 
  Yes- ensures that young people are 

at risk of being socially excluded are 
tracked and engaged in education 

Help reduce crime and fear 
of crime  

 N/A  

Improve access to 
education and training 

  Yes- ensures that young people are 
at risk of being socially excluded are 
tracked and engaged in education 

Have a positive impact on 
people and places in other 
countries 

 N/A  

PLANET    

Reduce, reuse and recycle 
waste and water 

 N/A  

Reduce carbon dioxide 
emissions  

 N/A  

Prevent or reduce pollution 
of the air, land and water  

 N/A  

Protect or enhance wildlife 
habitats (e.g. trees, 
hedgerows, open spaces) 

 N/A  

Protect or enhance visual 
appearance of environment  

 N/A  

PROFIT    



Protect local shops and 
services 

 N/A  

Link local production with 
local consumption 

 N/A  

Improve environmental 
awareness of local 
businesses 

 N/A  

Increase employment for 
local people 

  Potentially – if young people 
engaged in educational provision 
they have a greater chance of 
securing employment 

Preserve and enhance local 
identity and culture 

 N/A  

Consider ethical purchasing 
issues, such as Fairtrade, 
sustainable timber (FSC 
logo) etc 

 N/A  

Increase and improve 
access to leisure, recreation 
or cultural facilities 

 N/A  

 

What are the potential negative Impacts  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments)  

    



    

    

 
The next steps 

 If you have assessed the proposal/s as having a positive impact please give full details below 
 

 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed       Richard Austin                                                             Dated 17.02.14  

 

Policy targets and ensures tracking of vulnerable pupils who move out of area; it ensures that Local Authority complies with 
safeguarding protocols 
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