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Introduction: 

Glendower Preparatory School is committed to ensuring that every pupil receives a full-time 
education and is safeguarded against risks associated with missing education. This policy outlines the 
procedures for identifying, monitoring, and addressing instances of children missing education 
(CME) to ensure compliance with the statutory guidance issued by the Department for Education 
(DfE). 

 

Scope: 

This policy applies to all staff, governors, parents, and pupils at Glendower Preparatory School. It 
covers all pupils of compulsory school age (5–11) and those on the school roll or applying for 
admission. 

 

Legal Framework: 

This policy complies with the following legislation and guidance: 

• The Education Act 1996 (s. 436A) 
• The Education (Pupil Registration) (England) Regulations 2006 (as amended) 
• Children Missing Education – Statutory Guidance for Local Authorities (updated 2024) 
• Keeping Children Safe in Education (2024) 



   
 

   
 

 

 

Definition of Children Missing Education  

A child is considered "missing education" if they are of compulsory school age and: 

• Are not on a school roll. 
• Are not receiving a suitable education through home education or other approved means. 
• Have ceased attending school without notification. 

 
 

Aims and Objectives: 
 

• To identify children missing education at the earliest opportunity. 
• To ensure appropriate action is taken to locate, safeguard, and re-engage pupils missing 

education. 
• To comply with statutory duties and local authority protocols. 

Roles and Responsibilities 

 Headteacher 

The Headteacher is responsible for ensuring the effective implementation of this policy, including: 

• Overseeing attendance monitoring. 
• Ensuring that the school liaises with the local authority and other relevant agencies. 

Designated Safeguarding Lead (DSL) 

The DSL must: 

• Monitor attendance patterns and identify pupils at risk of becoming CME. 
• Report concerns about CME to the local authority and coordinate safeguarding interventions 

if required. 

Teachers and Staff 

All staff are responsible for: 

• Accurately recording attendance daily. 
• Reporting any unexplained absences or concerns to the DSL immediately. 

Parents 

Parents are required to: 



   
 

   
 

• Ensure their child attends school regularly and promptly. 
• Inform the school of any planned absences or changes in circumstances (e.g., change of 

address or school transfer). 
 

Procedures 

Admissions and Leavers 

• The school maintains a comprehensive admissions register. 
• Parents must notify the school in writing if a pupil is leaving, providing details of the new 

school or educational provision. 
• The school will inform the local authority of any child removed from the admissions register 

under non-standard circumstances (e.g., relocation). 
• A ‘Starters and Leavers’ protocol and database is in place and managed by School 

Admissions. The new updated regulations require all schools, state maintained and 
independent, to notify the maintaining Local Authority of all children placed on a school roll 
and when they are removed. The protocol is attached (Appendix 2). 
 

Daily Attendance Monitoring 

• Attendance is recorded twice daily. 
• Unexplained absences are followed up on the same day by contacting parents or guardians. 
• If no contact is made within 24 hours, the school may conduct a home visit or escalate the 

concern to the local authority. 

Identifying CME 

The school will identify a child as potentially CME if: 

• The child has 10 consecutive school days of unauthorised absence without explanation. 
• The family cannot be contacted or located. 
• There are safeguarding concerns linked to the child’s disappearance. 

Reporting CME 

The school will report cases of CME to the Royal Borough of Kensington and Chelsea within 10 
working days of identifying the issue. Reports will include: 

• Pupil details (name, address, date of birth). 
• Parents’ or guardians’ contact information. 
• Attendance history and interventions undertaken.  

(See appendix 3- Admission and Access to Education Services). 



   
 

   
 

Safeguarding Actions 

Where CME is linked to safeguarding concerns (e.g., neglect, exploitation), the DSL will: 

• Follow the school’s safeguarding and child protection policy. 
• Refer to social care services or the police if immediate action is needed. 

Multi-Agency Collaboration: 

The school will work with local authorities, health services, housing providers, and other agencies to 
locate and support CME. This may include: 

• Sharing data to track pupil movements. 
• Coordinating intervention plans for at-risk pupils. 

 
 

Training and Awareness 
• Staff will receive regular training on attendance monitoring and safeguarding protocols 

related to CME. 
• Parents will be informed about their responsibilities regarding school attendance. 

Monitoring and Review 

The Headteacher and Governors will review this policy annually to ensure it remains effective and 
compliant with statutory requirements. 

Contacts 

• Designated Safeguarding Lead (DSL): Kemi Ehilebo, ehilebok@glendowerprep.org 
• Local Authority CME Contact: See Appendix 

 



   
 

   
 

 

 

 

 

 

 

 

 

 

 
 

 

 

  

 

 

 

Appendix 1 

Admissions 
and Access 

to Education 

Wendy Anthony, Head of School Place Planning and Access to Education | 020 
7745 6432 / 6433| wendy.anthony@rbkc.gov.uk 

Douglas Shaw, Admissions Manager | 020 7745 6445 | douglas.shaw@rbkc.gov.uk 
James Cox, In-Year Admissions/CME Lead | 020 7745 6435 | 

james.cox@rbkc.gov.uk  
Paul Worts, Senior Exclusions and Fair Access Officer | 020 7745 6614 | 

paul.worts@rbkc.gov.uk 
Filiz Bayram, Children Missing Education and Elective Home Education Officer | 

020 7745 6448 | fbayram@westminster.gov.uk   
Gideon Mpalanyi, Elective Home Education Fieldworker| 020 7745 6439 | 

Gideon.Mpalanyi@rbkc.gov.uk 
Angela Williams, Children in Entertainment & Employment Officer (RBKC) | 020 

7745 6441 |childlicensing@rbkc.gov.uk 

mailto:wendy.anthony@rbkc.gov.uk
mailto:douglas.shaw@rbkc.gov.uk
mailto:james.cox@rbkc.gov.uk
mailto:paul.worts@rbkc.gov.uk
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mailto:Gideon.Mpalanyi@rbkc.gov.uk
mailto:childlicensing@rbkc.gov.uk


   
 

   
 

Latoya Dyett, Children in Entertainment & Employment Officer (WCC) | 020 7745 
6612 |  childlicensing@westminster.gov.uk 
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