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Sycamore Hall Preparatory School
Children Missing from Education (CME) Procedure

1. Purpose
Sycamore Hall Preparatory School is committed to ensuring that all children receive their entitlement to education and that any unexplained or prolonged absence is followed up promptly.
A child missing from education may be at increased risk of neglect, abuse, exploitation, radicalisation, becoming involved in crime, or other safeguarding concerns. Persistent or unexplained absence can therefore be an important warning sign.
The school will take a proactive approach to attendance and will investigate unexplained absences promptly. Where appropriate, concerns will be shared with parents, the Designated Safeguarding Lead (DSL), the local authority and other relevant agencies.
2. What is a Child Missing from Education?
A child missing from education is a child of compulsory school age who is not receiving suitable education, whether through attendance at school, alternative provision or otherwise.
A child may be considered at risk of becoming missing from education where there are concerns about:
· repeated or unexplained absence
· persistent absence
· a significant change in attendance
· the family moving without providing a forwarding address
· the child being withdrawn from school without confirmation of a new educational placement
· a parent indicating that they intend to educate the child at home without appropriate arrangements being confirmed
· the school being unable to make contact with the family
· the child failing to return after an agreed absence
· information suggesting that the child may have moved out of the area
· concerns that the child may be being educated somewhere other than the school without the school being informed
· other circumstances which suggest that the child may no longer be receiving suitable education.
3. Daily Attendance Monitoring
The school maintains an accurate register of attendance and absence.
Where a child is absent and no explanation has been received, the school will make contact with the parent or carer as soon as reasonably practicable.
The school will not routinely wait several days before following up an unexplained absence.
Where contact cannot be made, the school will consider whether further checks are necessary, taking account of the individual circumstances and any existing safeguarding concerns.
4. First-Day Response
When a child is absent without an explanation:
1. The register will be checked to confirm that the child has not been recorded as attending.
2. The school will contact the parent or carer to establish the reason for the absence.
3. If contact cannot be made, further attempts will be made using the contact details held by the school.
4. The school will consider whether the absence is unusual or whether there are existing safeguarding or welfare concerns.
5. Any safeguarding concern will be passed immediately to the DSL or, in their absence, the appropriate member of the safeguarding team.
Where there is reason to believe that a child may be at immediate risk of harm, the school's normal safeguarding procedures will be followed without delay.
5. Continued Unexplained Absence
Where a child remains absent without satisfactory explanation, the school will make further attempts to establish the child's whereabouts and circumstances.
This may include:
· contacting parents or carers by telephone, email or letter
· contacting all emergency contacts held by the school
· checking whether the family has provided information about moving house or changing schools
· speaking with siblings or other relevant members of the school community where appropriate
· checking information held by the school regarding the child's destination
· arranging a home visit where appropriate and proportionate
· considering whether the child may be at risk of abuse, neglect or exploitation
· consulting the DSL and Headteacher
· contacting the local authority where appropriate.
All reasonable attempts to contact the family and establish the child's circumstances will be recorded.
6. Safeguarding Considerations
Attendance concerns must always be considered alongside the wider safeguarding picture.
Particular care will be taken where a child:
· has previously been subject to safeguarding concerns
· has a social worker
· is looked after or has recently left care
· has additional needs or a disability
· is known to be vulnerable to exploitation
· is at risk of radicalisation
· has experienced domestic abuse
· has previously gone missing
· has significant mental health or wellbeing concerns
· has experienced bullying or child-on-child abuse
· is experiencing difficulties within the family
· has recently moved home or changed schools.
The DSL will consider whether unexplained absence represents a safeguarding concern and whether a referral to children's social care or another agency is required.
7. Children Who Leave the School
Parents are expected to inform the school if their child is leaving Sycamore Hall and to provide details of the child's new school or educational provision where known.
Where a parent informs the school that a child is moving to another school, the school will seek sufficient information to establish the child's intended destination.
The school will not simply assume that a child has started at another school because a parent has stated that this is the case.
Where appropriate, the school will seek confirmation that the child has been admitted to the new educational setting.
If the school is unable to establish the child's educational destination or has concerns about the circumstances in which the child has left, the DSL will consider whether the child may be missing from education and whether the local authority should be contacted.
8. Elective Home Education
Where a parent chooses to withdraw a child from school to provide elective home education, the school will follow the relevant procedures and notify the local authority where required.
The school will ensure that the circumstances are considered from a safeguarding perspective and will not assume that a decision to home educate means that the child is receiving suitable education.
Where there are safeguarding concerns, these will be shared with the DSL and appropriate agencies in accordance with the school's safeguarding procedures.
9. Children Moving Into the Area
Where the school becomes aware of a child who may be of compulsory school age and who appears not to be receiving suitable education, the school will consider whether the child may be missing from education.
The school will share concerns with the local authority where appropriate.
10. Children Missing from Lessons or School
A child who is unexpectedly absent from a lesson or who leaves the school site without permission must be treated as a safeguarding concern.
Staff must inform the school office or DSL immediately.
The school will follow its procedures for locating the child and establishing their safety. Parents or carers will be contacted where appropriate.
If the child cannot be located and there is concern for their immediate safety, the Headteacher or DSL will consider contacting the police and/or children's social care without delay.
11. Information Sharing
Information will be shared with the local authority, children's social care, the police or other relevant agencies where this is necessary to safeguard a child or establish their whereabouts.
Data protection legislation does not prevent the appropriate sharing of information where there is a safeguarding concern.
Staff should seek advice from the DSL if they are unsure whether information should be shared.
12. Local Authority Referral
Where the school is unable to establish the whereabouts or educational circumstances of a child, or where the child appears to be missing from education, the school will contact the appropriate team at Doncaster Council.
The DSL will ensure that referrals and advice received from the local authority are recorded and acted upon.
Doncaster Children's Multi-Agency Safeguarding Hub (MASH):
01302 737777
Out of hours:
01302 796000
The school's safeguarding policy should be consulted for the most up-to-date local safeguarding contact details.
13. Record Keeping
The school will keep clear records of:
· dates and periods of absence
· reasons given for absence
· attempts to contact parents or carers
· contact with emergency contacts
· home visits
· discussions with the DSL or Headteacher
· contact with the local authority or other agencies
· information received regarding a child's new educational placement
· actions taken and the outcome.
Records will be retained in accordance with the school's safeguarding and data protection procedures.
14. Roles and Responsibilities
All staff are responsible for reporting unexplained or concerning absence and for raising any safeguarding concerns promptly, maintaining accurate attendance records and following up unexplained absence in accordance with school procedures.
The DSL is responsible for ensuring that attendance concerns are considered from a safeguarding perspective and for making or overseeing referrals where necessary.
The Headteacher has overall responsibility for ensuring that the school has effective procedures for identifying and responding to children who may be missing from education.
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