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Children Missing from Education

Guidelines and Procedures

“Our aim is to ensure that every child and young person has the opportunity to fulfil their potential and no child slips through the net.”

DfES, “Every Child Matters: Next Steps”, 2004

Revised  September 2011
Next Review Date –March 2012 
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Contents Page 

3Introduction


4Definitions for Child Missing from Education


5How and why do Children go missing from Education?


5Diagram 1


6Identification Processes in Salford


7Notification and Referral Routes


7Referral from within Salford


7Referral from and to Other Local Authority/Agencies


8Thresholds of need and response in Salford


9The Common Assessment Framework (CAF)


10Development of a Database using EMS


11Partner agencies and services involved in the referral and monitoring process


12Identifying a child missing education or at risk of doing so


13Information for Schools on ways of locating a “missing child”


13Missing Pupils


13What should we do if we believe a pupil to be missing?


14Determining the child’s needs


14Identifying available provision and places


14Maintaining contact


15Sharing of Information


16Appendices


16List of Acronyms


17Referral Process Flowchart


18CME Referral Form


19Enquiry Form - CME


20Multi-Agency Network




Introduction

The Government has placed a duty on local authorities (Education and Inspections Act 2006) to make arrangements to establish (so far as it is possible to do so) the identities of children in their area who are of compulsory school age and not receiving a suitable education.   This duty is supported by the statutory guidance issued February 2007. 

The purpose of this document is to establish a set of principles which all agencies can subscribe to and is underpinned by Salford’s Children and Young People’s Plan, to ensure that the Local Authority (LA):

· Is able to fulfil its statutory duty to provide an education for all children of compulsory school age
;

· Is able to track children and young people missing from education (CME);

· Identifies those at risk of becoming missing from education and accordingly allocates appropriate staff to intervene;

· Maintains contact with those missing from education and those at risk of becoming so.

The Children Act 2004 places a duty on all agencies to work together to promote the safeguarding and welfare of children and young people and to share information. This principle underpins this policy and there is an expectation that all agencies will work together to ensure that children and young people do not “slip through the net” and become missing as well as ensuring that all children within Salford achieve the five core outcomes:

1. Being Healthy

2. Staying Safe

3. Enjoying & Achieving 

4. Making a Positive Contribution 

5. Achieving Economic Well-being

These ‘missing’ children and young people are amongst the most vulnerable in our city and therefore it is vital that practitioners in all services work together to identify and re-engage these children and young people back into appropriate education provision as quickly as possible.

Key stakeholders across agencies such as Locality Teams, Commissioning Teams, Education Inclusion Service, Connexions, Ethnic Minority and Travellers Achievement Service, Youth Offending Service, Social Care colleagues, Primary Care Trust staff, Housing Directorate staff amongst others were brought together to draw up this policy/guidance. This network will also ensure that all staff are aware of systems of referral for pupils who are missing or at risk of going missing from education.

Definitions for Child Missing from Education

The national definition of a child missing from education is:

“All children of compulsory school age who are not on a school roll, nor being educated otherwise (e.g. at home, 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)”

The guidance also talks about the need for Local Authorities to monitor groups of pupils who are likely to go missing from education.

For the purpose of this document, Salford’s definition of children missing from education or at risk of missing education has been agreed as:

“To include any child who is not accessing full time appropriate provision”.

This will include the following pupils:

· Pupils who have moved into the area and are not yet on a school roll (including Refugees, Asylum Seekers, Relocated from a UK City, Relocated from outside the UK). In addition to this group of pupils there may be other pupils who are not on a school roll for any other reason than permanent exclusion
· Pupils in receipt of alternative educational provision but not on a school roll (including all permanently excluded pupils)
· Pupils with a Statement of Special Educational Needs (SEN) awaiting an appropriate placement

· Those pupils offered alternative provision but do not access this provision
· Long-term non-attenders (defined as those who have not attended school for 6 consecutive weeks) 
· Those on a limited part-time provision
This guidance does not replace any of the Child Protection Procedures.   Existing safeguarding procedures and mechanisms for reporting and recording child protection concerns are to be observed at all times.

How and why do Children go missing from Education?

Children fall out of the education system and are at risk of ‘going missing’ due to a wide range of reasons and some examples of which are listed below:

· They fail to start appropriate provision and so never enter the system (e.g. pre –school to Yr 1, new to city and no application made to school);

· Cease to attend, due to exclusion (e.g. illegal or unofficial exclusions) or withdrawal; removal from roll with no named destination; or

· Fail to complete a transition between providers (e.g. being unable to find a suitable school place after moving to a new LA or within Salford).
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To limit the opportunity for this happening a series of systematic process and procedures need to be put in place and links between different agencies on the issue need to be formalised.

Identification Processes in Salford

In order for the LA (Salford) to take overall responsibility for Children Missing from Education (CME), it is necessary to have an officer, which other teams and organisations can contact regarding CME. 

Salford has established a post of Children Missing from Education (CME) Officer for CME to receive referrals and to actively seek and identify those children missing through multi-agency work.   The officer will align the work with other developments:

· Links will be established with the Primary Care Trust (PCT) to exchange information on a more systematic basis to ensure that the Local Authority are aware of children prior to their entry to the education system. This will enable cross checking of this data with those who actually register for education provision at the point of entry thus narrowing significantly a potential for children going missing from the system.

· The Locality Teams work closely with schools on schools’ practice in terms of ensuring pupils are not removed from school rolls without following good practice on the matter to ensure children do not slip through the net.

· The Youth Offending Service, in partnership with other teams has implemented an interdisciplinary protocol that also seeks to ensure that young people who are working with the Service remain on a school roll.

The post of Children Missing from Education Officer has been established to look at undertaking the developmental work, which is needed in this area of responsibility and part of this role is to take responsibility for:- 

· Developing a monitoring and referral system for children out of school, at risk of missing education and those reported missing, destination known or otherwise

· 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
· Developing systems for the regular reporting of data on children missing education or at risk of going missing from education to Leadership Team and Elected Members

· Working with schools, settings 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

Notification and Referral Routes 

If you are aware of a child missing from education (in whatever capacity), you should notify the Children Missing from Education Officer by the referral form available on Salford City Council’s website at: http://www.salford.gov.uk/children-missing-education.htm.  

Alternatively if you do not have access to the Internet you can call the Children Missing from Education Officer on 0161 778 0354.  

All cases of children and young people missing education or at risk of doing so should be reported to the CME Officer to ensure that comprehensive data on the issues is recorded. Even if you will be ensuring that the child or young person moves swiftly into appropriate provision you should still make a referral. 

The referral form has been placed on the Internet and the Intranet so that both Council staff and non-Council staff can access it.  Leaflets providing the web address as well as other details promoting the council’s role in tracking CME are to be sent to non-Council organisations that come into contact with children and families.

The referral process is identified in the Referral Process Flowchart
Referral from within Salford 

· CME Referral Form (Referrer to keep a copy) 

· S2S Lost Pupil Database 

· Email to the CME Officer (cme@salford.gov.uk)  

· Telephone the CME Officer on 0161 778 0354

Referral from and to Other Local Authority/Agencies

Other Local Authorities and agencies use many different methods to notify Salford of children new to the City, including:- 

· Enquiry Form – CME 

· Letter/email to the Children Missing from Education Officer 
· S2S secure messaging  

If a search on the Extended Management System (EMS) is unproductive the CME Officer will complete a CAF and refer onto Locality Team that child resides in to investigate further.

Thresholds of need and response in Salford

The processes detailed in the Thresholds of need and response in Salford document aim to provide effective working practices in safeguarding children in Salford. The new bespoke referral form will lead to better and clearer information being collected; this will greatly assist the Referral and Initial Assessment team (RIAT) in their assessment tasks.

The case transfer between teams and services has been designed to ensure children and families move up and down the continuum of care as seamlessly and safely as possible.

The structure in the RIAT team will lead to a more responsive service in relation to referrals. The single point of entry will ensure that every referral is seen by a duty manager at point of entry and a decision swiftly made. If we receive a referral on the new bespoke form that has the information requested then an initial assessment will be undertaken with the caveat that if it is identified to be at CAF level then it will be returned with a revised plan and the use of a CAF co-ordinator to chair the first meeting.

The CAF forms will be uploaded as before but will arrive at the RIAT team where an operational locality manager will discuss any CAF forms that may indicate a higher level of intervention is required. Otherwise the CAF referral system is unchanged. CAF co-ordinators will be on hand to help and support partner agencies to complete CAF forms and to assist in chairing some meetings.

Please note that there is a new referral form for education which has been developed and should be used when there are attendance problems.

For further information relating to Thresholds of need please click following link:-  http://intranet.salford.gov.uk/thresholdsofneed2010.pdf
The Common Assessment Framework (CAF) 
The process of Common Assessment is a crucial part of the Family Action Model. It enables practitioners, along with the family, to determine whether a child requires additional support, and which services can best assist them. The Common Assessment Framework (CAF) tool is a standard approach to conducting a holistic assessment of the needs of a child and deciding how they should be met. In families with multiple children a CAF should be undertaken on each child. The CAF has been developed for use by practitioners in all agencies so that they can communicate and work more effectively together.

Completing a CAF without consent
A CAF can only be completed in Salford City Council without consent under two conditions. 

· The first is when making a referral to Children's Social Care (under Section 47 - Children's Act 1989). 

· The second is for poor attendance at school.

In both cases it is still good practice to inform the parent of your intentions unless to do so would place the child at risk of harm. In the case of poor attendance at school it is good practice to engage and work with the family from the outset and it is best to seek consent in the first instance rather than just complete a CAF without it.  

Where to send the completed CAF
After completing the online CAF it needs to be sent to the relevant Locality Team via the secure upload. The CAF will be sent to the relevant Locality Team and a page on the internet will come up to say that the CAF has been sent.

Copies of the CAF must be forwarded by the CAF author to any other relevant agency, as agreed by the young person/family and identified in the action plan. It is not the role of the Locality Team to forward the CAF on to any additional services that have been requested.

How will I know what has happened to the CAF?
The CAF Response Form will be returned to you by the receiving agencies that you have sent a copy of the CAF to. This will enable you as the CAF author to know the outcome of the referral.

This should be returned within a week of the CAF being received. If the CAF response form is not returned to you then you should contact the relevant service direct.

Further details relating to CAF can be found via the following link:- 

http://www.salford.gov.uk/caffamprocedures.htm
Development of a Database using EMS

At the present time the Children Support Service module of the EMS captures the information required for monitoring purposes.

When the CME Officer receives notification that a child is missing education or at risk of doing so, the details of the child will be added to the database. 
The information on the database will form the basis of regular reports to both senior managers and elected members in order to highlight areas of concern and to inform policy, practice development and provision in Salford.  

The database will be regularly updated and “key workers” will be responsible for advising the CME Officer of any changes to the status of the children and young people concerned e.g. placement in another school has been made.

The CME Officer regularly attends the following meetings to discuss any areas of particular concern:- 

The Attendance Task Group 

Missing from Home Management Group 

Northwest CME Meeting.

Partner agencies and services involved in the referral and monitoring process

There is a fundamental principle that all officers of the Local Authority and other partners have some level of responsibility around the issue of children missing education. If anybody is aware of any child or young person who does not appear to be accessing education appropriately they should make a referral. This may result in referrals being made for children and young people already known and on a school roll. However, given concerns around the safeguarding and welfare of this group of children, this is more beneficial than not receiving notification.

Having said this there will be some officers who take a lead responsibility for the placement of children young people who are currently not accessing appropriate education. It is anticipated that the following Services or Teams will have lead responsibility in moving individual children and young people’s cases forward:

Staff responsible for tracking CME:

Commissioning Teams

Locality Teams

Ethnic Minority & Traveller Achievement Service  

Educational Inclusion Service

LAC Team

Courts & Child Protection Team

Connexions Personal Advisers

Youth Offending Service
Alongside this group of staff there will be some officers who may become aware of children missing education or at risk of doing so and these staff will make referrals but are not necessarily best placed to pursue the child’s or young person’s placement in an appropriate provision.

Staff likely to come into contact with CME and make referrals:

Primary Care Trust staff

Housing Directorate

SMART staff (Substance Misuse Advice Referral Team)

Neighbourhood Managers

Police Community Support Officers

Any other professional coming into contact with children

Members of the public

Identifying a child missing education or at risk of doing so

Schools have their own procedures regarding contacting children at risk of going missing from education.  These procedures are closely tied into Education Welfare procedures and good practice and also the use of the schools to schools (S2S) website and the Lost Pupils Database for the transfer of pupil data. Once a school has completed all the processes, which they are required to follow to “track”, a pupil and are unsuccessful they should refer the case to an Education Welfare Officer, who is based within multi-disciplinary locality teams.

This proactive approach will help to enable us in limiting the opportunity for children and young people to become missing.  

The CME Officer will be able to access various reports from EMS to highlight specific children and young people who have left one provision and not started at another provision and those at risk of going missing from education.

For traveller/gypsy children weekly visits are made to the various sites in Salford where travellers and gypsies live.  At these visits, the Education Welfare Officer, working with the Ethnic Minority and Travellers Achievement Service, will attempt to obtain information about future plans to travel outside of the LA, so the new LA that the children will be moving to can be alerted to this family and appropriate provision can be made for them.  Additionally links are made with neighbouring LAs so Salford City Council is aware when children from other authorities will be travelling into Salford, so they can be registered into local schools as soon as possible.    

The Ethnic Minority and Travellers Achievement Service will track those asylum-seeking families who arrive in Salford with school age children. 

Links are in place to ensure that all Children and Young People who are looked after are notified when missing education or not accessing appropriate provision via the Care and Education Support Team monitoring processes.

Formally excluded pupils are tracked by staff in the Admissions and Exclusions Team, to ensure that they are accessing provision and their whereabouts are known.

The Education Welfare Service has a statutory duty to inspect school registers and ensure that they are being kept in accordance with regulations. 

This will include regular monitoring of pupils who have been removed from roll to ensure that the legislation on this matter is followed and to ensure that no child or young person is allowed to “disappear” from a school roll. Schools should act responsibly in this matter in terms of the safeguarding agenda and the duty to ensure that the whereabouts of all children are known.

It is anticipated that the CME Officer will carry out checks via access to EMS on a half termly basis to try to ensure that those children and young people who were previously on a school roll and are no longer on that roll have been admitted to another educational provision either inside or outside of Salford. 

Pupils with a statement of Special Educational Needs (SEN) who are not in a provision will be tracked by the SEN Caseworkers.

Children and Young People who have not attended their allocated provision for a period of six consecutive weeks will be deemed to be long term non-attenders and in the absence of any other professionals being involved will be notified to the Tracking and Monitoring Officer by the appropriate Education Welfare Officer for that provision.

Information for Schools on ways of locating a “missing child”

Schools should follow the usual procedures for locating a pupil using the good practice guidance – “Working Together – A guide to Improving Attendance in Salford Schools” – Section 26 Missing Pupils which states:- 

Missing Pupils

Under normal circumstances when a child moves school the receiving school must contact the previous school to inform them they have placed the pupil on roll.  In response to this, the previous school must complete a Common Transfer Form (CTF) and transfer this file to the new school via the secure data transfer site, referred to as School-to-School (S2S).

The purpose of this nationally used system is to avoid pupil’s going missing.

Where a pupil leaves a school and no notification of a new school has been received within 4 weeks of their leaving their details must be posted on the S2S site in accordance with DfES S2S instructions.  

This enables LEA staff on a national basis to see who is missing and provide fresh information where possible.  

Any school receiving a pupil for whom they have not been sent a CTF2 and do not know their previous school can contact the Information Manager on 778 0148.

What should we do if we believe a pupil to be missing?

If you have reason to believe a pupil has gone missing you must speak with your EWSW/EWO.  They will work with the school and make reasonable efforts to establish the pupil’s whereabouts.

In Salford we complete a remove no trace checklist to ensure that all avenues of investigation have been covered (appendix 12).  If on completion of this form the pupil has not been located and 4 weeks have elapsed the school should remove the child’s name from their roll and complete the ‘lost’ CTF2 form with XXXXXXX as the destination school.

Guidance on the use of the Schools to Schools (s2s) secure website is available from the SIMS Information Systems Officer on 0161 778 2376. 

If the missing child is on the child protection register you should make every attempt to contact them as a matter of urgency.  If you are unable to locate them, then you should contact the child protection team and the duty investigation team.

Determining the child’s needs

Once the child has been located, the needs can be assessed. From the referral form and the details contained within, the CME Officer will decide who is the most appropriate professional to take a lead as key worker for the particular case, based on the individual circumstances of the child or young person. 

To ensure joined up integrated working as identified under the ‘Every Child Matters’ agenda, the CME Officer  will check EMS in order to identify which other professionals are currently or have previously worked with the child.  

Whichever officer takes lead responsibility for a particular case they will be advised by the CME Officer which other professionals are involved.

Identifying available provision and places

When identifying places for children, in order to re-integrate them back into education, staff should contact the Admissions and Exclusions team on 0161 778 0415 who will be aware of available places in local schools. 

Placement in Special Schools and within specialist educational provision will be facilitated by the Special Educational Needs Team advice can be obtained on 0161 778 0410.

 Maintaining contact

Once the child has been placed with an educational provider, their attendance should be monitored for a term. The CME Officer should maintain contact with all cases of children and young people being appropriately placed and consequently being removed from the database of children missing education or at risk of doing so. This contact should track the placement for a period of one term to ensure there is no repetition of the issues that resulted in the child or young person being placed on the database.

Sharing of Information

Checks with other City Council Directorates can be made on the basis of the following legislation:

· Current child protection legislation, which states that any child missing from education is deemed to be a “Child in Need”

· Section 27 of the Children Act 1989 which states that a Local Authority may request help from any Local Education Authority and other agencies in exercising their duty to provide support and services to children in need and that Education staff have a duty to gather information regarding concerns

· The Children Act 2004 which states that all public agencies should work together to exchange and share information for the welfare and protection of children in the area.

Appendices 

List of Acronyms 

CAF
Common Assessment Framework



CME 
Children Missing from Education 

CTF
Common Transfer File 

DfES 
Formerly Department for Education and Skills now Department of Education
EMS 
Extended Management System 

LA
Local Authority 

PCT 
Primary Care Trusts 

RIAT
Referral and Initial Assessment Team 

S2S
School 2 School 

SEN 
Special Educational Needs 

SIMS
Schools Information Management System 

Referral Process Flowchart
Children Missing from Education (CME) 
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   CME Referral Form
	Name of Referrer:


	

	Position:


	

	Contact No. of Referrer


	



	Child Details 



	Surname:


	
	First Name: 
	

	DOB:


	
	Year Group:
	
	Category (if applicable)
Choose only 1 from table below
	

	Gender (Male/Female): 
	
	Looked After: 


	Yes
	No

	Ethnicity: 


	
	SEN Stage:
	

	Address whilst resident in Salford 

	
	Telephone No:
	GP Details:- 

	New Address (if known)


	
	Telephone No:
	

	Reason out of Provision: 


	

	Last known School and Local Authority (must indicate):
	

	Date last on a School roll: 


	

	Action Plan with dates: 


	

	Any other relevant details: 


	

	Signature: 


	
	Date:


	1
	No Provision  (not SEN pupil) 
	4
	SEN (no provision) but awaiting placement 
	7
	Whereabouts unknown

	2
	Part-time provision but less than 25 hours 
	5
	Offered provision closed
	8
	In custody

	3
	Full time provision but not mainstream 
	6
	Long term non-attenders
	9
	Other 



Enquiry Form - CME
It has been brought to our attention that the child/ren listed below have left our authority and we have reason to believe that they have moved into your local authority.   Would you kindly make enquires to establish if they are now resident within your authority and where applicable complete the necessary sections of this form, if they are not known to you, could you please note this down.   

	Name of Child (Surname First)


	
	Name of Child (Surname First)
	

	DOB 
	
	DOB 
	

	Gender 
	
	Gender 
	

	Ethnicity 
	
	Ethnicity
	

	School Last Attended 


	
	School Last Attended 
	

	Name of Parent/Guardian 
	
	Name of Parent/Guardian 
	

	Address whilst resident in Salford

 
	
	Address whilst resident in Salford 
	

	New Address


	
	New Address 
	

	New School Details if Known 


	
	New School Details if Known 
	

	GP Details 


	
	GP Details
	

	Remarks from Salford Council 


	
	Remarks from Salford Council 
	

	Comments from receiving Authority 
	
	Comments from receiving Authority
	


	Enquiry From:

Form to be returned to:-

Children Missing from Education (CME) Officer 

Early Intervention and Prevention Service - South Locality Team

Salford City Council, Peel Green House,

Liverpool Road, Peel Green, Eccles, M30 7LP

 0161 - 778 - 0354     cme@salford.gov.uk

	Reply From:- 

Receiving Authority:

Name of Officer 

Designation 

Telephone No. 

	Date of Enquiry:
	Date Replied:


Multi-Agency Network





Social Inclusion





Homeless Team
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Enquiry Form – Child/ren Missing Education





Form to be returned to:- Children Missing from Education (CME) Officer Early Intervention and Prevention Service - South Locality Team


Salford City Council, Peel Green House,


Liverpool Road, Peel Green, Eccles, M30 7LP


 0161 - 778 - 0354     � HYPERLINK "mailto:cme@salford.gov.uk" ��cme@salford.gov.uk�














Children’s Services





Fail to Register at New School





Fail to start Appropriate Provision





Unable to Find Place





Start education





Missing





Withdrawal











Age 16+


Leave LA/Country





Age 5 


Enter Country/LA











Finish education





Exclusion


Official/Unofficial





NHS Trusts





National Missing People Agency





Benefits Agency





Immigration





NCH





Other LEAs





Schools





Other Services





Barnados





Salvation Army





Police





Elected Members





Health Visitors





PCT’s





CAMHS





Health Service





New Prospect


Housing Ltd





Neighbourhood Managers





Housing





Community Health & Social Care





             Salford City Council


Local Education Authority


 Children Missing Education





Behaviour Support Service





Libraries





Looked After Children & Education Care Support Team





Family Services


Team





CPT





Locality Teams





Youth Offending Service





Educational Inclusion Team 





Connexions





Youth Service





EMTASSS





Governors





Schools





EWOS





Children’s Services





SEN





Children Missing Education – Multi-Agency Network (Stakeholders)





Review 


½ termly














No





Yes





No





Yes





If Known





 Not Known


Have Details





If Not Known





If Known





CME Officer updates source (if possible)





CME Officer Tracks & Monitors for 1 term 





Key Worker updates CME Officer of outcome CME Officer updates EMS





Operational Manager identifies Caseworker





CME Officer asks stakeholder to submit referral





Inform Source


(if possible)





Information logged on EMS





CME Officer makes enquiries with Key Stakeholders 





CME Officer contacts Keyworker via Email





CME Officer completes CME referral and refers to Locality Team





Receiving Education





Reply to Source (not known but monitoring)





Minimal Details Known





CME Officer adds details to EMS (creates Student ID) within CME module





CME Officer checks for known Caseworker





Check with School to confirm attendance





Existing Pupil





CME Officer checks EMS





Unknown Source





Other LA





Internal Agencies





Referral from














Category Definitions








� Year 11 pupils are covered by this policy until the last Friday in June of their last year at school.  
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