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1. Introduction 

 

This policy forms a suite of school policies and procedures relating to attendance, 

safeguarding and child protection. 

 

Awareness of 'where children are' at any time is of fundamental importance to ensuring 

they remain within the reach of systems and procedures for their protection, not only in 

school but also in the wider community. Keeping children safe is a responsibility in law:  

 

• For parents/carers 

• For schools and 

• Local authorities 
 

This requires a 'joined up' approach and works best when following co-operative procedures. 
 

The Attendance (Statutory), Child employment and entertainment, Elective home education 

and children missing education (ACE) team of Hammersmith and Fulham Children’s Services 

and Bi Borough of Kensington and Chelsea, provides advice and support to school staff, 

parents and carers in relation to school attendance and children missing in education (CME). 

2. Scope 
 

2.1 Key Areas of Focus 
 

This policy focuses on four key areas: 

 

• Keeping children identified in the education system (i.e. on roll at a school at all 

times) 

• Keeping track of children during the school day 

• Dealing with regular non-attenders 

• Keeping Children Safe in Education 
 

2.2 Keeping Children in Education (and on Roll) 
 

Co-operative regulatory frameworks are in place within the education system (including both 

schools and education authorities) and through the Tri-borough ACE team to ensure that 

records are held of the existence of every child resident in the borough in order to identify 

any that may be missing education. 

These frameworks are dependent on co-operation between schools and local authorities and 

are vital for safeguarding and child protection. 

It is a requirement for example, that while a child is still of school age, if the child is 

withdrawn from school A, it remains the responsibility of school A (i.e. remains on the roll of 

school A) while reasonable enquiries are made by the school to establish the future 

whereabouts of the child. This means identifying the school that the child is moving to before 
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the child is taken off the roll. In this way the child remains identified in the system. 

Sometimes there may be difficulties in establishing where the child has gone and particular 

actions need to be taken in such circumstances. 

2.3 Priority Focus on Vulnerable Pupils 
 

We are aware of the risks in relation to vulnerable children: 

• Child exploitation 

• Increasing Risks online 

• Neglect 

• Abuse 

• Peer on peer sexual abuse 
 

Refer to KCSIE 2018 (consultation) 
 

2.4 Dealing with morning Absence 

 

For all children, on the school roll, procedures are also in place to take further action and 

investigate, if a child fails to arrive at school in the morning. 

2.5 Keeping track of children during the School Day 
 

Once the child has been registered as being "on site", the school has a duty to keep that child 

safe, and this includes in part ensuring that the child remains in the school's safe environment 

whether on site or when in the care of the school off site. 

This policy will set out the systems that St James Prep School has in place to ensure the 

children in their care remain accounted for, and the procedures to be adopted should they go 

missing. 

2.6 Dealing with Regular non- attenders 
 

Schools are required to monitor attendance and it is important that pupil's irregular 

attendance is seen as a safeguarding issue and reported to the Local Authority. 

3. Keeping Children in Education (and on Roll) 

 

Section 8 of The Education (pupil registration) England Regulations 2006 lists the grounds 

on which a pupil may be deleted from the admission register; see Bi-borough and 

Hammersmith and Fulham Children’s Services guidance 

Under routine scenarios e.g. where a family is moving to another part of the country St James 

Prep School will liaise with the family to ascertain the contact details of the new school and 

will only take the child off the roll once the new school has confirmed acceptance of the 

child. 

Where there may be a delay in confirmation of the details of the new school, St James 

Prep School will endeavour to contact the parents, - if unavailable, any other known 

contacts to confirm the whereabouts of the child and new school details. 
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The Early Help Service are the point of contact for schools where pupils placed on a roll have 

not arrived on their given start date. 

St James  Prep School will use the Hammersmith and Fulham and Bi- Borough starters and 

leavers form when notifying them of children who do not arrive when expected subsequent to 

carrying out their own initial checks. 

 

 

3.2 Informing the Local Authority 

 
Children missing from Education are a concern beyond the simple lack of education, because 

children may fall outside the net of many child protection systems. 

The Bi-borough and Hammersmith and Fulham Children’s Services ACE Team's guidance 

regarding Children Missing from Education clarifies that all schools must inform their local 

authority of any pupil who is going to be deleted from the admission register where they: 

 

• Have been taken out of school by their parents and are being educated outside 

the school system e.g. home schooled 

• Have ceased to attend school and no longer live within reasonable distance of 

the school at which they are registered 

• Have a medical condition certified by the school medical officer that the pupil 

is unlikely to be in a fit state of health to attend school 

• Are in custody for a period of more than four months due to a final court order 

and the proprietor does not reasonably believe they will be returning to the 

school at the end of that period; or 

• Have been permanently excluded 

 

The local authority should be notified in advance of the deletion, when the school 

becomes aware that the deletion will be made. Refer to Appendix 1 Advice from 

 Bi-Borough, Hammersmith and Fulham Children's services. 

4 Dealing with Morning Absence 

 

This section looks specifically at what procedures are adopted if a child fails to arrive at 

school in the morning. 

4.1 Admissions Register 

 
The Admissions Register is maintained by the Registrar, and is kept in both hard copy 

and electronic form. 

For each pupil, the Admissions Register contains: full name, sex, address of all 

parents/guardians, an emergency contact numbers, date of birth, date of admission or 

re-admission, name and address of last school attended (if any) and date of leaving 

(when known); only the electronic version also has an indication of boarding or day 

attendance. 
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Registration 

4.2 Daily Attendance Registers 

Registers must be fully and accurately completed to comply with the law and our 

obligation to the Department for Education 
 

Registers should be completed twice a day: at 8.20am, and between 12:00 and 

1:00pm. They should be completed by the Class Teacher or his/her appointed 

replacement by calling out each child's name, and recording the child’s presence for 

the morning session and afternoon session. 
 

If the Class Teacher has been properly informed of the reason for absence, please 

insert the appropriate symbol (from the list below). 

 

4.3 Symbols to be used 

I\        Present 

L         Late 

I Illness (not medical or dental appointments) 

M Medical/Dental appointments 

H        Family Holiday (agreed) 

G Family Holiday (not agreed or days in excess of agreement) 

C Other authorised circumstances (not covered by a code) 

0 Unauthorised Absence-not covered by any other code/description 

P Approved sporting activity 

R         Religious observance 

V         Educational visit or trip 

D Dual registration (i.e. pupil attending other establishment) 

E Excluded 

If you are not aware of the reason for absence mark N (no known reason for 

absence at time of registration) and the Registrar will contact the parents. 

Initially the Registrar identifies as a matter of priority whether the list of 

absences includes any vulnerable, looked after or otherwise ‘at risk’ children 
 

DO NOT use O with supplementary symbols inside the circle.  
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Class teachers are responsible for ensuring Attendance Registration is complete. 

4.4 Morning Registration 

At 8.15, hand bells are rung along the ground and first floor junior corridors; the 

ground floor bell is the responsibility of the Junior Office; the first floor the 

responsibility of the Year 5 Girls class teacher. 

These bells are to indicate to staff that it is time to register and to let parents know that 

they should be leaving the building. 

Wednesday mornings 

On Wednesday mornings, orchestras meet from 8.00 

The Head of Music will ensure registers for each orchestra are compiled, and children 

registered at 8.15; these registers will then be delivered to the receptionist for 

updating the Class Attendance Registers. 

Afternoon Registration 

Registration must be completed by lpm. 

Contingencies 

• There will be occasions when the server is down / Schoolbase.online is not 

accessible – on these occasions paper registration must be recorded and passed 

directly to the Registrar for completion once the server/website is accessible. 

 
 

4.5 Children leaving at unusual times 

There are occasions where children have to leave school during the school day, for 

example: for visits to the doctor; if unwell and leaving early; other appointments. 

In such cases it is essential that the school has a record in case of fire evacuation. 

• All such absences must be authorised. Depending on circumstances this may be as 

a result of matron contacting parents; a request in writing from parents etc. 

• The appropriate member of staff (class teacher ideally, though it could be matron 

or another staff member) should advise the receptionist. 

• The receptionist must log all departures (and late arrivals). 

 
 

4.6 Registration and School Outings/Class Holidays 
 

Most school outings take place within the school day and therefore registration will 

have taken place at school. 

Where an outing or holiday takes place out of usual school hours, and children are 

absent, the staff responsible must contact parents to determine the cause of absence, 

and where appropriate advise the school at the first suitable opportunity. 

Where it has been decided that a child will not be able to attend a class holiday or 

outing, for reasons other than illness, then the Head Teacher must be consulted as 

soon as possible so that arrangements are put in place for the child concerned for the 

time that the respective class/classes are away. 
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4.7 Lateness 

 
• The Registrar checks the attendance register weekly and confers with the Head over 

any instances of regular lateness. 

• Parents of children who have been late three or more times during the week are sent 

letters the following Monday, outlining the importance of punctuality for the both 

the individual pupil and their class. 

• If the lateness continues the Head will ask to meet the parents. 

• Trends of lateness are monitored with regard to Safeguarding and Child Protection. 

 

 
4.8 Absence 

• If a pupil is absent for a reason other than illness, (i.e. hospital /dental appointment), 

then a letter should be sent into school beforehand informing the Class Teacher. 

Head/Office. 

• It is clearly in the best interests of the pupil that school time is not missed for routine 

appointments, unless absolutely unavoidable. 

• In the case of a proposed longer absence, then permission must be sought in writing 

from the Headmistress in advance in sufficient time in order to receive the appropriate 

reply. 

• If the pupil is ill, the parent should phone the Receptionist or Prep Office before 

9.00am, on each day of absence. The Registrar will phone home or e-mail to 

inform the parents that a child has not arrived at school, if no message has been 

received by 9.00am. 
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• It is the responsibility of the Class Teacher to put all notes from parents into the 

register before returning it to the receptionist. 

• The Registrar will review absences at the end of every week and report to the Head to 

highlight any possible issues relating to pastoral care, or to seek further guidance. 

Absence and EYFS 

Where an absence is recurring over a six-week period, or for an extended period of time 

(e.g. ten consecutive days) without good reason or explanation the Local Authority has 

discretion, after taking into account any reason for absence and its impact on the Provider, 

to reclaim funding in respect of the absent child. 

 

 
5. Security 

5.1 School Security 

St James Prep School recognises the importance of exceptional school security to 

prevent pupils leaving the school during the day. The only pupils allowed to leave during 

the day are: 

• Those whose parents have previously contacted the school and have been granted 

authorisation 

• Senior girls who must sign in and out at reception to record their presence on site 

(Refer to School Security Policy) 

 

5.2 Regular checks on attendance throughout the Day 

In addition to formal morning and afternoon registration class teachers make regular 

checks throughout the day. 

 

5.3 Procedures/policy: Pupil Missing from (on site) School 

Aims: Through the operation of this procedure we aim to: 

• Protect the health and safety of the pupils at school 

• Protect the health and safety of the pupils on visits or class holidays 

• Ensure the staff know how to respond if a child goes missing 

 

 

Responsibility 
 

The Governors delegate appropriate responsibilities for the day to day management of the 

School to the Head. In practice, all members of staff contribute to the safety of pupils at the 

school by providing appropriate supervision in accordance with the directions of the Head and 

the Senior Management Team. Schools are under a general duty of care to supervise pupils 

to the standard of a prudent careful parent. Any member of staff who notices a pupil is 
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missing from school or sees a pupil in a place where the pupil should not be, has a duty 

to inform the relevant Class Teacher or Deputy Head without delay. 

Procedure 
 

If a teacher or the adult responsible for a group of children notes that a pupil is missing from 

school, a class lesson or activity, they contact the Prep School office immediately.  The office 

will take a note of the child's name and the time and then inform the DSL and Head.  

The Designated Lead and / or senior member of staff/office will conduct an initial search 

using assistance from the Receptionist, caretakers as available. 

 

• The Register and absence book at Reception Desk 

• Check the toilets 

• Check the library 

• The music lessons lists 

• The Learning Support timetable and rooms 

• The matron/doctor's rooms 

• Check on the rest of the site 

• Contact the pupils' class teacher 

• Check CCTV footage 

After 15 minutes the Head will contact the parents, a decision will be taken by the Head 

/Parents whether to phone the police. The police are telephoned no more than 30 minutes 

after discovering a child is missing. 

Police Number to call is 101 or 0300 123 1212 PC Steven Waite or 

 

                                                                                  PC Richard Saint 

 

Emergency Services - 999 
 

Child's parents are telephoned at the same time as the police are telephoned. 

A local area check (especially Marcus Garvey Gardens) is carried out on foot. 

Missing while on an Outing or class holiday 

If a pupil is missing from a trip or class holiday the member of staff in charge will: 
 

As soon as it is noticed that a child is missing 

 
• Attempt to contact the pupil 

• Carry out head count to ensure no other children are missing. 

• One staff member searches the immediate vicinity but does not search beyond that. 

• Check with other pupils and ask them if they have any knowledge of the missing 

pupil's whereabouts. 

• Contact the venue's security who will handle the search. 

• Head is contacted to report the incident 

• Head contacts Police to report a  missing child 
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• Head contacts Parents, who will meet Head at the School 

• Staff take remaining children back to School 

• Head contacts chairperson and reports the incident 

Information to be provided to the police 
 

8.1 When the School contacts the Police during the day or night, the following information 

should be provided: 

 

• The pupil's name 

• The pupils age 

• An up to date photograph if possible 

• The pupil’s height, physical description and unique features 

• Any disability, learning difficulty or special educational needs that the pupil might 

have 

• The pupils home address and telephone number 

• A description of the clothing the pupil was thought to be wearing 

• Any relevant comments made by the pupil before the pupil went missing " I am going 

to run away to Brighton" 

• When the child is found- review procedures 

The information will then be passed on to the various police stations through the police 

channels and no further notifications from the school should be necessary. 

Review 
 

This procedure will be reviewed every two years by the Head, and updated as necessary. In 

undertaking this review the head will take account of any incidents in the missing Pupil 

Incident Book that highlight problems with supervision, pupil support/pastoral care or 

security at the School and any issues raised by individual members of staff, parents and 

pupils. 

Missing Pupil Incident Book 
 

The school must keep a written record of any incident of a missing pupil including: 

The pupil's name 

• Relevant dates, times and when the pupil was first noticed missing 

• The action taken to find the pupil 

• Whether the police or children's services were involved 

• Outcome and resolution of the incident 

• Any reasons or information given by the pupil/s 

• Any concerns or complaints about the handling of the incident 

• A record of the staff involved 

 
 

A full written record of the incident will need to be kept on the pupil's file 



11 

 

Updated February 2019 

6 Dealing with regular non- attenders 

 

The Registrar monitors attendance on a half termly basis and informs parents when their 

child's attendance has slipped below 95%. As part of this monitoring exercise, those whose 

attendance is less than 95% are carefully examined as a means of identifying any patterns of 

non-attendance. 

Any significant trends emerging from this exercise will be discussed with the Head and DSL. 

 
St. James will notify Bi-Borough and Hammersmith and Fulham Admissions Team half 

termly if any child's attendance falls below 80% or if any child has been absent without 

permission for 10 days. 

 
For the admissions team contact details see Appendix 2 

 
6.1 Referrals/Legal Requirements  

 
The following applies to non-standard transition points, also referred to as 'in-year'. All 

schools are legally required to: 

 
• Inform the LA when they are about to delete a pupil's name from the admission 

register under the permitted grounds relevant to children of statutory school age 

 
(These are shown on the starters and leavers form attached); 

 
• Record details of the pupil's residence, the name of the person with whom they reside, 

the date from which they will reside there, and then the name of the destination 

school (where they can reasonably obtain this information); 

• Inform the LA of the pupil's destination school and home address if the pupil's 

moving to a new school; and 

• Provide information to the LA when registering new pupils within five days, 

including the pupil's address and previous school (where they can reasonably obtain 

this information). 

 
System of notification 

 
All schools are required to notify the LA of all starters and leavers as set out in the legal 

requirements above with effect from the start of autumn term September 2016. 

 

The attached 'starters and leavers' form is provided for completion each Friday in school 

term-time. This will only need to be returned if there are starters and/or leavers to 

notify. 

 
This document sets out the new requirements for identifying children missing education 

(CME) and is for the attention and action of all schools with pupils of statutory school age 

 
(5 -16). This includes Independent schools. 
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Children Missing from Education 

 

"In order to ensure the safeguarding responsibility is consistent with state schools, it is 

requested that Independent schools use the "starters and leavers" form to notify the 

local authority of children that have not arrived as expected. The school must have 
\ 

carried out their own checks before passing to the LA" 
 

Returns will need to be made via s2s website 
 

Primary notification officer: Filiz Bayram minster.gov.ukfbayram@westn 

                                                   Vida Yamini                     vyamini@westminster.gov.uk 

 

 
7 Training and Awareness 

 

All school personnel must be trained in how to deal with a child going missing. 

Staff will be made aware of this policy through specific training and Staff Handbook 

8 Monitoring Effectiveness 

The effectiveness of this policy will be reviewed on a three-year cycle by the Head and 

Registrar and any recommendations for improvement made to the governing body. 
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Appendix 1 

 

 

 

Protocol for schools located in Hammersmith & Fulham, 
Kensington and Chelsea and Westminster Council to identify 
children missing education 

 

Background 

 
With effect from 1st September 2016, all schools will be required to notify the maintaining 

local authority of starters and leavers. This does not include those starting  at  the  

school at the first point of entry in reception or  Year 7, or those leaving  Year    11. 

The government consulted on amendments to the Education (Pupil Registration) 

(England) Regulations 2006 ("the Regulations") to improve communication and co 

ordination between schools and LAs. This includes independent schools. The consultation 

took place from 19 January to 7 March 2016. The outcome was circulated on 21 July 2016 

and can be found on their website: 

 
https://www.gov_ uk/government/consultatlons/identifying-children-who-are-missing. 

education. 

 
Legal Requirements 

 
The following applies to non-standard transition points. also referred to as 'in-year'. 

All schools  will be legally  required to: 

 
, Inform the LA  when they  are about to delete  a pupil's  name from the admission  

register under the permitted grounds relevant to children of statutory school age 

(these are shown on the 'starters  and leavers' form   attached) ; 

 
, Record details of the pupil's residence, the name of the person with whom they 

reside, the date from which they will reside there, and then name of the destination 

school (where they can reasonably obtain this information); 

 
, Inform the LA of the pupil's destination school and home  address  if the pupil's 

moving to a new school; and 

 
, Provide information to the LA when registering new pupils  within  five  days, 

including the pupil's address and previous school (where they can reasonably 

obtain this information). 

 
System  of notification 

 
All schools will be required to notify the LA of all starters and leavers as set out in the legal 

requirements above with effect from the start of Autumn term. The attached 'starters and 

leavers' form is provided for completion each Friday in school term-time. This will only 

need to be returned if there are starters and/or leavers to notify. 

This document sets out the new requirements for identifying children 
missing education (CME) and is for the attention and action of all schools 

with pupils of statutory school age (5-18). Thia Includes Independent 
schools. 
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The majority of schools will need to return their notifications to the Admissions team using 

the LGFL Document Exchange. For Independent schools, returns will need to be made 

via the s2s website. 

 
Notifications must not be returned by email unless it is password protected. 

 
The Admissions Team has designated officers that will be checking and monitoring the 

information returned and will be the key contact for any enquires. 

 
Primary notification officer -            Filiz Bayram - fbayram@westminster.gov.uk    

Secondary notification officer - Koos Lee-Smith - klee-smith@westminster.gov.uk 
 

 

Requirements at standard transition points 

 
Systems are already in place between schools and the LA to identify children that either 

do not accept a school offered to their child or do not turn up to the school for which they 

have been accepted and been placed on roll. 

 
The Admissions Team will monitor cases where a school place has not been secured at 

the standard point of entry (Reception and Year 7). 

 
The Early Help service are the point of contact for schools where pupils placed on a school 

roll have not arrived on their given start date. 

 

Independent schools do not currently notify the LA of children that do not arrive on their 

given start date. To ensure the safeguarding responsibly is consistent with state 

maintained schools, it is requested that Independent schools use the 'starters and 

leavers· form to notify the LA of children that have not arrived as excepted. The school 

must have carried out their own checks before passing to the LA. 

 
 

 

Useful contacts: 

The admissions team - 020 7745 6432 / 6433 / 6434 
 

 
 

 

 
ACE - Attendance (statutory function), Child employment, Elective Home Education 

(EHE) and Children Missing Education (CME): Kyria.Parsons@rbkc.gov.uk 

 (tel.  020 7745 6615) 

mailto:fbayram@westminster.gov
mailto:klee-smith@westminster.gov
mailto:Acess%20to%20ChildrensServices@westminster.gov.uk
mailto:FamilyServices@lbhf.gov.uk
mailto:earlyhelp@rbkc.gov.uk
mailto:Kyria.Parsons@rbkc.gov.uk

