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FOREWORD

By Paul Clark

Providing high quality education in Harrow is something that we can be proud of.  One of the key challenges however is to ensure that all children and young people who live in Harrow benefit from this opportunity by attending school regularly throughout their childhood.

DfES Guidance states that all local authorities must have robust multi-agency systems in place to identify and track children missing or at risk of going missing from education.  In addition Every Child Matters sets out the Government’s aim to ensure that every child and young person has the opportunity to fulfil their potential, and that no child slips through the net.

‘Children missing from education’ refers to all children of statutory school age who are not on a school roll, nor being educated otherwise (eg privately or in alternative provision). 

This policy document highlights why children go missing from education and which children and young people are most at risk of this.  It explains the systems and processes currently in place in Harrow to ensure that relevant children and young people are identified, supported to attend school and then have their attendance closely monitored.  It includes an explanation of the roles and responsibilities of key agencies such as schools and the Education Welfare Service.  It also lays out clearly the responsibility of all who come into contact with children to attempt to identify which school a child attends and to refer to the Education Welfare Service any concerns that a child could be missing from education.

Harrow Local Safeguarding Children Board has signed up to this policy as it is only through working together that we can ensure all children and young people in Harrow receive the education that they deserve so that, in turn, they can fulfil their potential and make a positive contribution to the future.
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Paul Clark

Chair of Harrow Local Safeguarding Children Board 

and Director of Children’s Services Department 

2. Introduction

There is wide agreement about the outcomes we all want for every child – they should be healthy, stay safe, enjoy and achieve, make a positive contribution and achieve economic well-being. A key aspect of the Every Child Matters (ECM): change for Children programme is that relevant agencies should work together through the Children’s Trust to design and deliver better and more integrated, preventative services to children and young people. Implementation of the duty to identify children not receiving a suitable education, introduced by the Education and Inspections Act 2006, is embedded in Harrow’s overarching preventative strategy, to ensure that these children receive the full range of services that they need.

Harrow prides itself on having robust and effective processes in place to ensure good school attendance.

 In terms of London Local Authorities, Harrow came second in the academic year 2004/2005 in the ranking for overall secondary attendance and third for overall primary attendance. Nationally, Harrow is placed 9th out of 149 Local Authorities for overall attendance. Compared to our statistical neighbours, we also do well.
Local Authorities (LAs) have various statutory duties relating to the provision of education and safeguarding the welfare of children, which may be relevant to children not receiving a suitable education.  A list of current legislation and guidance is attached in Appendix 2. 

“Children missing from education” refers to all children of statutory school age who are not on a school roll, nor being educated otherwise (e.g. privately or in alternative provision).  The duty does not apply in relation to children who are registered at a school who are not attending regularly. The duty complements and reinforces duties that already exist for schools to monitor attendance. Schools already have a duty to monitor attendance through the daily attendance register and to make a referral when the attendance of individual pupils give cause for concern. For the purposes of this document ‘child’ refers to anyone of statutory school age. To be of statutory school age, a child’s fifth birthday has to fall before 1st September in the autumn term, the 1st January in the Spring term, or the 1st April in the summer term. Statutory school age ceases on the last Friday in June of the academic year the young person is sixteen.

Please note that the only person who can authorise an absence from school is the Headteacher.

This policy is intended to ensure that:

· that robust systems are in place in Harrow to identify and track children missing from education or at risk of doing so

· that schools and Council Officers are aware of these systems and use them effectively 

· that partner agencies understand who to notify and how to do so

· that the risk of children missing from education is minimised

· that children who are identified as missing education are enabled to move back into education, or alternative provision, and contact is maintained to prevent them from falling out of the system again

3. Why Children Go Missing From Education

The majority of children follow a typical pattern during their educational career: 

· They start school at rising 5 or on entry to the country

· They attend school until statutory leaving age, with periodic moves due to primary/secondary transfer or moves of area.

Children fall out of the system because they:

· Fail to start school and therefore never enter the system

· Cease to attend (through withdrawal, truancy or illegal unofficial exclusions or removal from roll)

· Fail to complete a transition between sectors or after moving to a new Local Authority

· Their personal circumstances, or those of their families, may also contribute to the withdrawal process and the failure to make a transition.

Children go missing when they fall out of the education system and there is no systematic process in place to:

· identify who these children are

· ensure that they re-engage with appropriate provision (which may include services outside school to meet their needs).

In a small minority of cases a child may go missing because they are a victim of crime (such as abduction by one parent, by a stranger or homicide) or because the child runs away from home. As there may be safeguarding issues it is essential that when a child does go missing from education a rapid, but sensitive, response is made.  

4. Children Most At Risk Of Going Missing From Education
Research has identified that children who have experienced certain life events  are more at risk of going missing from education.

These include:

· Looked After children and care leavers

· Children who have run away from home or care

· Children identified as having specific child protection issues including those who are subject to a child protection plan

· Children who suffer from sexual exploitation

· Children who could be at risk of any cultural or unlawful practices, for example being forced into marriage against their will or female genital mutilation.

· Children who are abusing substances

· Children with long term medical or emotional problems, including emotional behavioural difficulties

· Children who are victims of bullying

· Children exposed to domestic violence, family conflict and/or family breakdown

· Children whose families have experienced homelessness and who are living in temporary accommodation, including a women’s refuge/hostel.

· Children from mobile and transient families

· Refugee or asylum-seeking children, including unaccompanied asylum seekers

· Children of parents with long term medical or emotional problems, for example those with mental health problems and those that use drugs and alcohol

· Children who have committed offences or are at risk of becoming involved in crime and/or children whose parents are involved in crime

· Young carers

· Teenage parents and their children

· Children who have been excluded from school, are persistent non- attenders, or are otherwise missing school

· Children on roll of Alternative Education Providers

· Children with unrecognised or unmet Special Educational Needs

5. Process To Follow When A Child Has Been Identified As Missing, Or At Risk Of Missing Education.
IDENTIFICATION

Making a referral:
Any professional coming into contact with a child and their family/carers should ask which school the child attends.

If it is not possible to ascertain the name of the school, and/or any concerns are identified that the child could be missing from education, the professional must make a referral to the Referral and Assessment Service.  This should be done by telephoning a Senior Education Welfare Officer based in the Duty and Assessment Team, who is the named individual responsible for receiving details of children suspected of being missing from Education.

They can be contacted by:    phone on 0208 863 5544 

                                              or fax on 0208 861 1816

If there are any concerns with regards to sharing information the professional concerned should refer to the Harrow Safeguarding Children Board 

‘Sharing Information Toolkit’ (June 2005).

The Housing Department’s Initial Assessment Form for Homeless Families has been amended to specifically record school details and other agencies may wish to consider adopting this good practice. 

Social Care is responsible for keeping a database on “Elective Home Education.” Any professional coming into contact with a child and their family/carer should clarify this status with the Education Welfare Service if they become aware that a child is being educated in this way.  The contact person is in the Referral and Assessment Service.  The contact details are as above.

Children Looked After And/Or Where There Are Child Protection Concerns: 

In addition the Education Welfare Service is responsible for contacting the relevant social care team within Childrens Services Department when there are child protection concerns or a child is Looked After.

Reference should be made, where appropriate, to the London Child Protection Procedures ‘Child Protection Procedures’ and LCSB ‘Children and Young People missing from home or Care – A Joint Protocol and Risk Assessment Scheme (June 2004)’.   

Schools:

It is recommended good practice that schools input attendance data twice a day.

Schools should undertake the initial follow up of a pupil’s absence.  If the situation remains unresolved they should refer pupils with poor attendance to the  Referral and Assessment Service.

If a pupil goes ‘missing’ from school they should be referred as quickly as possible to their attached SEWO so that checks to establish their whereabouts can be made.  If the pupil cannot be located the procedures for lost pupils (attached as Appendix 3) should be followed. Under regulation 7 of the 1956 Pupils Registration Regulations all schools are required to report to their Local Authority continuous pupil absences of not less than two weeks and on those pupils who fail to attend regularly, except when absences are covered by a medical certificate.

Schools must inform the Education Welfare Service (using the standard Proforma supplied – Appendix 4) of every pupil removed from roll and give the required information about the pupil’s destination.  When the destination is unknown this must be stated so that the pupil’s details can be entered on the EWS missing pupils database.  This ensures that pupils are not lost to the system. 

Schools should follow the agreed process for contacting the relevant social care team within Children’s Services Department if a child is Looked After or there are child protection concerns.

It is recommended good practice that when any parent goes into a school to enquire about a school place, information is recorded and referred to the attached Senior Education Welfare Officer. 

Education Welfare Service:

The Education Welfare Service (EWS) is a statutory service operating on behalf of Harrow Council. The EWS is committed to the principle that all children have a right to be safeguarded and receive a suitable education. To this end the EWS will take all appropriate steps to improve school attendance and safeguard the welfare of children by working in partnership with parents, carers and children and together with schools and other professional partners. The EWS is fully committed to a policy of equal opportunities and will treat all partners fairly and with respect, being sensitive to race, religion, culture, sexuality, gender or disability and access issues.

Each school has a named Senior Education Welfare Officer who is responsible for carrying out regular checks of attendance registers in each of their allocated schools.  This should ensure children at risk of being missing from education are identified quickly.  The threshold for making a referral is 80%. Identified vulnerable children’s threshold for attendance referral is 90%. For example, Children Looked After, Children subject to a child protection plan and Irish Travellers.  All referrals must be supported by a CAF (Common Assessment Framework).

Each school is responsible for referring admissions offers that are not taken up.  Each school is responsible for investigating initially.  Subsequently, the allocated Senior Education Welfare Officer investigates any offers that are not taken up. The Senior Education Welfare Officer will work closely with other agencies, for example housing, social care, traveller achievement and the fraud team, to track a missing child and ensure that the child is safe. The Education Welfare Service works closely with relevant family members and professionals in relation to any child who is missing.  (Please refer to ‘Children and Young People missing from home or Care – A Joint Protocol and Risk Assessment Scheme ( LSCB June 2004)’.)

MONITORING AND TRACKING

Monitoring And Tracking Of Children On Out Of School List:

The EWS service ensures that direct contact is made on a regular basis with families of children on the Out Of School List.  The OOS is every child who has been put on S2S database or is currently not on school roll. The Out Of School List (OOS) is recorded on EMS and reviewed monthly. Key responsibilities are:

· To make direct contact with families of children on the OOS list, by home visit or telephone

· To confirm that the child is resident at the address

· To check whether the child is now on the roll of a school, attending appropriate provision or is still in need of a school place

· To ensure that applications for suitable schools have been made and to assist in this process if not

· To liaise with schools and alternative providers to facilitate a return to education

· To ensure that all relevant information is passed to the appointed administrative officer in the EWS and Service Manager, Education Welfare Service, so that the OOS list is as accurate as possible

S2S and the Lost Pupil Database:

Harrow supports and encourages schools to transfer files via S2S (School to School). Information is provided through training to school administrators, User Groups and the e.mis Newsletter. Harrow has an identified officer as database administrator for S2S with responsibility for the lost pupil database. Schools are encouraged to ask the EMS team based at the Civic Centre for help if they can’t find a pupil’s records. Schools are encouraged to put a pupil’s records on the Lost Pupil Database if they don’t know where the pupil has moved. Information and help is provided through training and e.mis Newsletter.

At the beginning of the academic year the EMS team send a report to the Principal Education Welfare Manager that reports on all children of transfer age who have not started at their identified school. Each month a report is sent to the Principal Education Welfare Manager from EMS and the Performance Team. The report includes:

· Attendance % of every school

· Attendance of identified schools with persistent absence

· Attendance of identified vulnerable children i.e. Irish travellers, Children subject to a child protection plan.

· All pupils removed from roll, with their destination

Each half term the data is shared at the attendance-monitoring group. The attendance-monitoring group meets half-trebly. Less than 80% attendance of each school is scrutinised. General issues regarding children out of school are also discussed with particular regard to CLA. The Principal Education Welfare Service manager provides a termly report of the OOS list, including a written summary, to the Corporate Director of Children’s Services Department.

Education Welfare Service:

Children not receiving a suitable education are recorded on framework I, which is a Social Care recording system.  Children educated otherwise along with all social care records are recorded on framework i. Thus our information sharing processes are robust.

Information regarding these children is received from a variety of sources, principally admissions, who are the first point of call for parents wishing to make an application for a primary or secondary school. Admissions also give advice to parents/carers about applying to other schools in Harrow (Voluntary aided) and these all have their own admissions process.  Copies of offers of a school place are sent to the Education Welfare Service and verified by an Senior Education Welfare Officer. If the place is not taken up within the agreed time of four weeks the pupil’s details are recorded on the OOS list. 

Information is also received from other agencies, including social care teams, Health, Housing, Connexions, Asylum Team and Youth Offending Team (YOT). In addition information is received from voluntary groups supporting vulnerable new arrivals and other members of the public.

In addition the Education Welfare Service:

· is responsible for carrying out joint truancy sweeps with the police. Young people who are stopped are recorded, monitored and tracked. The number of truancy sweeps are directed by government throughout the year 

· keep an additional list of all pupils, who are unlocated (missing), following reasonable enquiries made. These pupils are then checked against information held on the Dfes Schools to Schools (S2S) database. 

Children Looked After:

Additional systems are in place in respect of Children Looked After by the Council (CLA)

· Welfare Call collect attendance data on CLA on a daily basis 

· Any CLA who is excluded from school is fast tracked to Harrow Tuition Service

· The Council has made the admission of CLA to their nearest suitable school first priority in the admissions criteria 

· The Education Welfare Service Manager  is responsible for overseeing the attendance of CLA

· Regular monitoring of the attendance of CLA who are educated in and out-borough is undertaken by the Education Welfare Service

· The referral threshold for school attendance of a CLA is 90%

· The Education Welfare Service is responsible for keeping a database on all CLA being educated in and outside Harrow schools

· A multi agency meeting is held each term to discuss any CLA who are causing concern in relation to poor or non-attendance and those who are out of school.

Housing

Housing produces a monthly report of families applying for housing where a school is not identified. The identified Senior Education Welfare Officer follows up every family.

Contact Point

Contact Point will help local authorities discharge the duty by recording the place where a child is being educated, where that is known. Where it is known that a child is being educated at home, that would also be recorded.  This will assist Harrow Education Service to focus our efforts on identifying children who are not receiving a suitable education, and putting in place the necessary support. Contact Point will also show whether a Common Assessment Framework has been undertaken with a child, and whether the child has a “Lead Professional” co-ordinating any support required. The Lead Officer in Harrow for Contact Point is Mohammed Misal. From October 2009 a monthly report will be produced for the Principal Education Welfare Manager highlighting every child in Harrow without an identified school or education provision.

CHILD TRAFFICKING & FORCED MARRAIGES

Some children living in certain circumstances face more obstacles to achieving the 5 Every Child Matters Outcomes and this can include not receiving a suitable education.  Amongst these are children at risk of sexual exploitation, including children who have been trafficked to, or within the UK and children at risk of “honour”-based violence including forced marriage or female genital mutilation.  Any child, where there are concerns and have left the Country, a referral is made to the Asylum Team.  The Asylum Team will follow up each referral with the Home Office.

ELECTIVE HOME EDUCATION

Education is a fundamental right for every child and parents have the right to choose to educate their child at home rather than at school.  Section 7 of the Education Act 1996, provides that parents must take steps to secure the education of compulsory school age children.

When parents elect to educate a child at home, if the child has been registered at a school, the school should be informed in writing and the name of the child deleted from the register.  Parents should also inform the Education Welfare Service (EWS).

A database containing the details of all electively home educated children is held by the EWS and this is updated on a regularly basis.  Each child listed on the database is visited by the EWS at the outset, followed by regular visits by the Achievement and Inclusion Service to assess the education provision.  The EWS will liaise with Children’s Social Care regarding any safeguarding concerns identified.

Other Related Advice
· A summary of the Pupil Registration Regulations and Guidance re: removing pupils from roll has been circulated to all schools. This is attached as Appendix D for ease of reference. 

· LEA guidance in respect of pupils on part-time and alternative programmes has recently been revised. These pupils are vulnerable to going missing from education if not closely monitored. The guidance is attached as Appendix E. 

Appendix 1

Standard Data Definitions

1.
The following data definitions have been developed working with several local authorities to help improve consistency of how information is collected about children who are not receiving a suitable education and to improve cross-border transfer of information.  

2.
The national definition of children who are not receiving a suitable education is as follows:

 “A compulsory school-age child who is not on the roll of a school, not placed in alternative provision by a local authority, and who is not receiving a suitable education at home”.  

3.
Suitable education is defined as: “efficient full-time education suitable to his/her age, ability and aptitude and to any special educational needs he/she may have”.

4.
Alternative provision is defined as: “educational provision arranged by local authorities or schools, and made off-site by a voluntary or private sector provider or by a Pupil Referral Unit”.

5.
The following two sub-sets are suggested, but they are not intended to be an exclusive list:

a)
Children not on a school roll (including in a General Hospital School, an Academy or City Technology College (CTC) or at an Independent School): nor in local authority care, nor in juvenile custody, nor in immigration removal centres, nor in alternative provision (AP), nor in a Pupil Referral Unit (PRU), nor in Further Education (FE).  Examples of what this sub-set would include are as follows (N.B. This is not intended to be an exclusive list):

· New to the country or area and not yet registered at a school

· Refusal to accept an offered school place

· Refusal to start school

· Elective home education that is unsuitable in accordance with Section 7 of the 1996 Education Act

· Children of highly mobile families

· Lack of understanding/disregard of their parental responsibilities with regard to education

· Children caring for parents or siblings

· Children living in refuges

· Children whose parents are in breach of a School Attendance Order
· Children who should be in alternative provision but are awaiting placements to be made.
b)
Children who have been on the roll of a school, but have left, destination unknown (both those still on roll of school, and those removed from it), not in AP, not in PRU, not in Independent School, not in FE, not in General Hospital School, not in Academy, not in CTC.  Examples of what this sub-set would include are as follows: (N.B. This is not intended to be an exclusive list).

· Children sent abroad to be with other family

· Children believed to have moved location within the UK but destination unknown

· Permanently excluded and not placed in other provision from the sixth day of exclusion

· Children working illegally, location unknown

· Runaways

· Children removed from school by parents/carers, alternative provision unknown

· Illegal or informal exclusion.

Appendix 2

Relevant legislation

Children Act 1989

Section 17 - Provision of services for children in need, their families and others 

Under the terms of section 17 of the Act, every child under the age of 18 is entitled to a full assessment of his/her needs and, if approached, social services have a legal duty to carry out this assessment and can be challenged if they fail to respond to any request for a section 17 child-in-need assessment. Section 17 places a general duty on social services to safeguard and promote the welfare of children ‘in need’ living in the area and to ensure appropriate services are provided for those children. Social services do not have any right to opt out of this requirement or any other part of the Act on the grounds that they do not have resources. The term ‘in need’ is not tightly defined in the legislation, but left open to reinforce preventative services and support for families. 

Section 47 - Local authority’s duty to investigate  - Councils with Social Services Responsibilities (CSSRs) are required to conduct enquiries, in accordance with section 47 of the Children Act 1989, when they receive information that a child is suffering, or is likely to suffer, significant harm.
Children Act 2004

Section 10 requires each local authority to make arrangements to promote co-operation between the local authority, each of their relevant partners and such other persons or bodies, working with children in the local authority’s area, as the authority consider appropriate.  Relevant partners are also under a duty to co-operate with the local authority in the making of those arrangements. The arrangements are to be made with a view to improving the wellbeing of children in the authority’s area – which includes protection from harm or neglect alongside other outcomes.  This section is the legislative basis for Children’s Trust partnerships.

Section 11 requires a range of organisations to make arrangements for ensuring that their functions, and services provided on their behalf, are discharged having regard to the need to safeguard and promote the welfare of children.

Section 12 enables the Secretary of State to require local authorities to establish and operate databases relating to the section 10 or 11 duties (above) or the section 175 duty (below), or to establish and operate databases nationally.

Section 17 enables the Secretary of State to require local authorities to prepare and publish a plan setting out the authority’s strategy for discharging their functions in relation to children and relevant young persons. The Children and Young People’s Plan Regulations (England) 2005 required local authorities to publish their first Children and Young People’s Plan on or before 1st April 2006 and to review the plan annually.

Section 63 of the Children Act 2004 amended Schedule 5 of the Tax Credits Act 2002, meaning that the Inland Revenue now has lawful authority to provide local authorities with “….information, other than information relating to a person’s income, which is held for the purposes of functions relating to tax credits, child benefit or guardian’s allowance by the Board” (extract from section 63(1)).  This information can only be requested where it is needed in order for the local authority to fulfil their statutory responsibilities to safeguard and promote the welfare of children.  Such enquiries will generally be made under section 47 of the Children Act 1989, which requires local authorities to make enquiries where they suspect a child is suffering or is likely to suffer significant harm. 

Children Act 2004 guidance can be found at: 

http://www.everychildmatters.gov.uk/strategy/guidance/.
Education and Inspections Act 2006

Section 38 laid a duty on the governing bodies of maintained schools, primary, secondary, special and Pupil Referral Units, in discharging their functions relating to the conduct of the school, to promote the well-being of pupils at the school. The duty came in to effect in September 2007. Since that date, an equivalent requirement has been placed on new Academies through their funding agreements.
Education Act 2002

Section 175 puts a duty on all local authorities, maintained (state) schools, and further education institutions, including sixth form colleges, to exercise their functions with a view to safeguarding and promoting the welfare of children (children who are pupils and students under 18 years of age, in the case of schools and colleges).  The same duty is put on Independent schools, including Academies by regulations made under section 157 of that Act.

Identifying children not receiving a suitable education is a key part of discharging the responsibility to safeguard and promote the welfare of children.  Local authorities should use the powers identified above and work with their partners to ensure that appropriate measures are put in place to share information when identifying children not receiving a suitable education.

For more guidance on safeguarding children local authorities should refer to the Working Together to Safeguard Children 2006 document (Part 1 of which is statutory) and other guidance available on the Every Child Matters website: http://www.everychildmatters.gov.uk/socialcare/safeguarding.

Education Act 1996

Section 7 provides that the parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable to his age, ability and aptitude and to any special educational needs he may have, either by regular attendance at school or otherwise. 

Section 8 provides that compulsory school age starts on the relevant day on or after a child’s fifth birthday and ends on the specified day of the school in which the child’s 16th birthday falls.  Regulations provide that the relevant days are the 31 August, 31 December and 31 March and that the specified day is the last Friday in June.

Section 14(1) provides that a local authority must make sure there are sufficient schools for providing education in their area. For these purposes, the schools must be sufficient in number, character and equipment to provide all pupils with the opportunity of appropriate education (section 14(2)). “Appropriate education” means, broadly education which is desirable in view of the pupils’ different ages, abilities and aptitudes and the different periods for which they may be expected to remain at school (section 14(3)).

Section 19(1) requires every local authority to make arrangements for the provision of suitable education at school or otherwise than at school for those children of compulsory school age who by reason of illness, exclusion from school or otherwise, may not for any period receive suitable education unless such arrangements are made for them.

Legislation

There are various statutory duties upon LEAs and parents (supplemented by guidance) relating to the provision of education and the safeguarding of children  which may be relevant to children missing education.  The principal provisions are as follows:

School Places

Section 14(1) of the 1996 Education Act provides that a local education authority must make sure that there are sufficient schools or school places for providing education in their area.  For these purposes, the schools must be sufficient in number, character, and equipment to provide all pupils with the opportunity of appropriate education (s.14 (2)).  ‘Appropriate education’ means, broadly, education which is desirable in view of the pupils’ different ages, abilities and aptitudes and the different periods for which they may be expected to remain at school (s. 14(3)).

Attendance

Section 7 of the 1996 Education Act provides that the parent of every child of compulsory school age shall cause him/her to receive efficient full-time education suitable to his/her age, ability and aptitude and to any specific educational needs (s)he may have, either by regular attendance at school or otherwise.

Furthermore Section 437 (1) of the 1996 Education Act provides that if it appears to a local education authority that a child of compulsory school age in their area is not receiving suitable education, either by regular attendance at school or otherwise, they must serve a notice in writing on the parent (‘a school attendance order’) requiring them to satisfy the LEA within the period specified in the notice that the child is receiving such education.

Additional Educational Arrangements

Section 19 (1) of the 1996 Education Act requires every local education authority to make arrangements for the provision of suitable education at school or otherwise than at school for those children of compulsory school age who by reason of illness, exclusion from school or otherwise, may not for any period receive suitable education unless such arrangements are made for them.  For these purposes, ‘suitable’ education is defined as ‘efficient education suitable to the age, ability, aptitude and to any special educational needs the child (or young person) may have.’ (s.19(6)).

Moreover, section 19(4A) of the 1996 Education Act provides:

‘In determining what arrangements to make under subsection (1) in the case of any child or pupil, a local education authority shall have regard to guidance given from time to time by the Secretary of State.’

Welfare

s.175 of the Education Act 2002 (which came into force on June 1 2004) imposes a duty upon LEAs and governing bodies to exercise their functions with a view to safeguarding and promoting the welfare of children.  For these purposes, ‘functions’ includes the powers and duties of LEAs and governing bodies.

Related Guidance

Guidance of the LEA responsibility for arranging education outside of school is set out in Circular No. 11/99 Social Inclusion: the LEA role in Pupil Support: LEAs decide what is suitable education out of school for a particular child, in consultation with parents, in line with their own policies, the efficient use of resources and having regard to this guidance.  LEAs cannot decide not to arrange any education, to make arrangements which do not provide suitable education for that child.

Guidance for LEAs for schools on monitoring attendance is contained within www.dfes.gov.uk/behaviourandattendance/.

Good practice for Gypsy/Traveller Achievement and for Supporting Asylum Seeking and Refugee children which are part of the Department’s Aiming High strategy to raise Minority Ethnic Achievement: Aiming High: Guidance on Supporting the Education of Asylum Seeking and Refugee Children – A Guide to Good Practice Ref: DfES/0287/2004 (Issued April 2004); Aiming High: Raising the Achievement of Gypsy/Traveller pupils – A Guide to Good Practice Ref: DfES/0443/2003 (Issued July 2003)  Details of how to obtain copies of these publications can be found on: www.standards.dfes.gov.uk/ethnicminorities
Section 175 of the Education Act 2002 (implemented on 1st June 2004) places a responsibility on the LEA to ensure that its functions are exercised with a view to safeguarding and promoting the welfare of children. 

Section 11 of the Children’s Act 2004 came into force in October 2005 and places statutory duties on key people and bodies e.g. a duty on key bodies, including the local authorities, to make arrangements to ensure that when carrying out their functions they take account of the need to safeguard and promote the welfare of children.

Appendix 3

HARROW COUNCIL LONDON PROCEDURES FOR LOCATING MISSING/LOST PUPILS

Rationale

Harrow Local Authority is committed to ensuring that:

· all pupils who go missing or are lost from schools in Harrow and moves to other areas are speedily located;

· and to supporting other Local Authority locate their own missing/lost pupils should such pupils move to Harrow.

The Local Authority believes that it can best achieve this if its procedures are underpinned by the relevant statutory requirements in relation to missing/lost pupils, interconnect with the DfES’s central s2s (school-to-school) Lost Pupils Database and are consistent with and support local child protection best practice.

Procedures in Harrow 

Should a child leave a Harrow 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 also immediately notify the local social services team).

The Education Welfare Service will then work with the school and make reasonable efforts to try and identify the child’s current whereabouts/destination.

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

Should a pupil join a Harrow school without that school receiving a CTF from the child’s previous school then the receiving school should contact the Education Welfare Service on 020 8424 1516/7 and request that a search be made of the Lost Pupils Database for a matching record using name or former names, date of birth or gender.

Should a Harrow school which has previously sent a lost child CTF to the Lost Pupils Database be subsequently contacted by a school at which the lost child has subsequently registered then the school which sent the CTF to the Lost Pupils Database should create a new CTF file and send this to the receiving school.  In addition the school should inform the Education Welfare Service so that they can download the original CTF from the Lost Pupils Database and delete it.

Harrow Council recognises that these procedures will only function effectively if all Harrow schools are committee to adhering to the principle that:

WHENEVER A PUPIL JOINS OR LEAVES A SCHOOL THEN A COMMON TRANSFER FILE MUST ACCOMPANY HIM/HER

Harrow Council will therefore ensure that all Harrow schools:

are made fully aware of their responsibilities in relation to missing/lost pupils and,

are properly supported to meet these responsibilities.

The Council will closely monitor the operation of its missing/lost children procedures in order to ensure best practice with regard to child protection.

Further information on the transfer of a CTF can be found at 

www.teachernet.gov.uk/s2s
NOTE

Should a pupil leave a Harrow school in order to be home educated by his/her parents, the school, on receiving written confirmation of the parents’ intentions, should remove the pupil’s name from the school roll.  The school should then send the CTF to the s2s Database so that the CTF goes into the database of pupils who have moved outside of the maintained system.

The Education Welfare Service is responsible for keeping a database on “elective home education.” The school should ensure that the allocated senior education welfare officer/education welfare officer is informed before removal from the school roll.
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REMOVAL OF PUPIL FROM SCHOOL ROLL
SCHOOL NOTIFICATION TO HARROW EDUCATION WELFARE SERVICE

  Staff contact name: _________________________

Date of this notification: __________________________

Last name of pupil: _______________  Forename(s): ___________________________M/F

Last name of parent (if different)________________________________________________

Address of pupil: ___________________________________________________________________________

___________________________________________________________________________

Date of birth: ____________  Date of removal from school roll: _______________________

Reason for removal from school roll and present whereabouts of pupil if known (including name and address of new school if pupil has transferred).

	
	Yes
	No

	Is pupil on child protection register?                                         
Is pupil a child looked after?


	Yes
	No

	Other agencies involved with pupil?


	
	

	If yes, which agencies?
	
	


____________________________________________________________________________________
______________________________________________________

_______________________________________________________________________________________

Please send, fax or e-mail completed form to Principal Education Welfare Manager, Harrow Council, Children’s Services, 429-433 Pinner Road, North Harrow, HA1 4HN.   Fax: (020) 8861 1816. 
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Deletion procedures

120.
Deletions from the admission and attendance registers must be made in line with the provisions of Regulation 8 of the Education (Pupil Registration) Regulations 2006 (SI 2006/1751) which are at: http://www.statutelaw.gov.uk and apply to all schools in England, including independent schools. The name of a pupil of compulsory school age may only be deleted from the attendance register on the grounds prescribed in this Regulation.  Under regulation 12(3), schools must also inform their local authority of deletions of compulsory school age pupils due to: ceasing to attend the school; being withdrawn to be educated outside the school system; being certified by the school medical officer as unlikely to return before ceasing to be of compulsory school age; being in custody; being permanently excluded.  More information is available at: www.dcsf.gov.uk/schoolattendance.

121.
In line with the duties on children’s services and schools to make arrangements for ensuring that their functions are discharged with a view to improving or promoting the well-being of children (section 10  of the Children Act 2004 for local authorities and their relevant partners, and section 38 of The Education and Inspections Act 2006 for maintained schools), the expectation is that both the school and the local authority will put in place procedures designed to track the whereabouts of the child and to record that they have completed these procedures before deleting them from the register.  The type of procedures may include the appropriate agency checking with relatives, neighbours, landlords - private or social housing providers - and other local stakeholders who are involved.  If there is reason to believe the child/young person may be or is at risk of significant harm procedures should be followed in line with the Local Safeguarding Children Board. http://www.everychildmatters.gov.uk/socialcare/safeguarding/lscb/ :

Follow-up procedures could include:-

· if the child/young person is located and the current school is still the appropriate school then steps should be taken to engage with the child/young person and the parent to improve attendance;

· if the child/young person is located, but has moved, and a new school is necessary but in the same local authority, the necessary steps should be taken to access a new school as previously mentioned and steps taken to transfer the Common Transfer File (CTF) (see paragraph 126 below); and

· if there is evidence to suggest the child/young person has moved to a different local authority then contact should be made with the named individual in the new authority.
In the absence of the location of the child/young person being found these procedures will also prompt reference to the transfer of information to the police and Children’s Social Care and the transfer of information via school2school (s2s). Until a child/young person is located the local authority should maintain a record of their details.

The Education (Pupil Registration) Regulations 1995

Section 9

Deletions from the Admissions Register

1) The following are prescribed as the grounds on which the name of a pupil of compulsory school age shall be deleted from the admission register – 
(a) where the pupil is registered at the school in accordance with the requirements of a school attendance order, that another school is substituted by the LEA for that made in the order or the order is revoked on the ground that arrangements have been made for the child to receive full time efficient education suitable to his age, ability and aptitude otherwise than at school

(b) except as provided in regulation 10, in a case not falling within sub paragraph (a) that he has been registered as a pupil of another school
(c) in a case not falling with sub paragraph (a) 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

(d) except in the case of a boarder, that he has ceased to attend the school and no longer ordinarily resides at a place which is a reasonable distance from the school at which he is registered

(e) in the case of a pupil granted leave of absence exceeding ten school days for the purpose of a holiday in accordance with reg 8(3, that the pupil has failed to attend the school within the ten school days immediately following the expiry of the period for which such leave was granted, and the proprietor is not satisfied that the pupil is unable to attend the school by reason of sickness or any avoidable cause

(f) that he 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

(g) that he has been continuously absent from school for a period of not less than four school weeks and both the proprietor of the school and the LEA have failed, after reasonable enquiry, to locate the pupil

(h) that the pupil has died

(i) that he will cease to be of compulsory school age before the school next meets and intends to cease to attend the school

(j) in the case of a pupil at a school other than a maintained school that he has ceased to be a pupil at the school

(k) where the pupil is registered at a maintained school, that he has been permanently excluded from the school

(l) where the pupil has been admitted to the school to receive nursery education, he has not on completing such education transferred to a reception class at the school

Amendment 1997 adds:-9 (1)(ga) that he has been continuously absent from the school for a period of not less than four weeks and he is detained in pursuance of a final order made by a court or an order of recall made by the Secretary of State

Amendment 2001 qualifies regs re permanent exclusion:- 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 – 

· The relevant person has stated in writing that he does not intend to bring an appeal under section 67 of the 1998 Act

· The time for bringing the appeal has expired and no appeal has been brought during that time

· An appeal brought within that time has been determined or abandoned

You will note that it is not permitted to remove pupils from roll on the grounds of non-attendance alone.

In relation to pupils with a statement of SEN a pupil cannot be removed from the roll of the school named in the statement without the permission of the LEA.
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HARROW COUNCIL LONDON 

CHILDRENS SERVICES
PART-TIME AND ALTERNATIVE EDUCATION PROGRAMMES
Guidance for Schools April 2006
1. Part-time attendance

While acknowledging that all pupils of statutory school age are entitled to a full-time education and that this is the expectation, the Local Authority accepts that there will be some rare occasions when pupils may need to be offered programmes  which temporarily depart from the usual full-time timetable at school.

However, in order to meet legal requirements in several areas it is important to have regard to the following key points:

· A part-time arrangement should only be made in exceptional circumstances.

· It should be time-limited with clear time boundaries set and a regular review process established.

· It should be agreed with the pupils’ parent(s) and/or carer(s) in writing and with the relevant professional network.

· The Local Authority must be informed in writing (copy of timetable and details of agreed plan sent to Education Welfare Service Manager).

· No pupil should be excluded from full-time education just because the have S.E.N.

Examples of exceptional circumstances:
· Reintegrated programme following exclusion from a previous school or following a lengthy period out of education

As part of an agreed plan through a Pastoral Support Programme, needs in the future so that they can return to full-time education

· Pupils with serious mental health difficulties, phobias etc, which should be receiving medical attention and/or referred to appropriate agencies.

2. Alternative programmes involving part-time attendance at school   and part-time attendance elsewhere.

There may be circumstances where some pupils are receiving a full-time education, but with part-time attendance at school and part-time attendance elsewhere.

This is particularly common with some pupils at KS4, who may attend link college courses, work experience programmes etc.

Occasionally a pupil’s education may be being provided completely off-site.

These alternative programmes are legally acceptable provided that:

· The components equate to full-time provision

· The off-site elements are closely monitored and regulated by the school staff

· The programmes are also agreed with parents or carers and the relevant professionals, and information is provided to LEA as for part-time programmes.

3. Attendance registration issues related to part-time or alternative programmes.

The following procedures should be followed:

· While the pupil is educated on-site they should be marked as present as normal

· If a pupil registers with a member of staff other than at their normal tutor group or with their usual class teacher, the teacher responsible should ensure that their attendance mark is entered in the main register on a daily basis

· For sessions where the pupil is educated off-site the code ‘B’ (educated off-site) should be used.  This code counts as a present mark but distinguishes itself from the normal (/ \) present mark for health and safety purposes

· It is the responsibility of the school to monitor attendance at off-site provision of any kind and to keep accurate attendance records accordingly (For example, if checks show that a pupil has failed to attend off-site provision this must be recorded as an absence in the usual way)

· It may not be possible to check all off-site provision attendance on a daily basis in every situation.  Schools should therefore monitor as closely as possible (at least weekly) and amend registration accordingly

· For pupils on fixed term exclusions who have alternative education provision should be marked as education off-site (but with an additional note that they were subject to exclusion for this period of time).  Those pupils who fail to attend the alternative provision should be marked as absent through exclusion in the normal way, but in these cases this is treated as an unauthorised absence (as alternative education was being offered).
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Useful websites and documents

Bullying
http://www.dcsf.gov.uk/ibis/department_policy/bullying.cfm
Children in Care

http://www.everychildmatters.gov.uk/socialcare/childrenincare/
The Children’s Plan

http://www.dcsf.gov.uk/publications/childrensplan/
The Children’s Plan – One Year On

http://www.dcsf.gov.uk/oneyearon/
Children Act 2004 Guidance
http://www.everychildmatters.gov.uk/strategy/guidance/
Children’s Trusts (working with)

http://www.everychildmatters.gov.uk/aims/childrenstrusts/
Contact Point

http://www.everychildmatters.gov.uk/contactpoint/
Elective Home Education

http://www.dcsf.gov.uk/localauthorities/index.cfm?action=content&contentID=11357&categoryID=75&subcategoryID=106
Exclusions & Alternative Provision

http://www.dcsf.gov.uk/exclusions/alternative_provision_policies/index.cfm
http://www.teachernet.gov.uk/wholeschool/behaviour/exclusion/
Multi-Agency Statutory Guidance

http://www.fco.gov.uk/en/fco-in-action/nationals/forced-marriage-unit/fmconsultation1/
Gypsy & Roma Travellers

http://www.standards.dcsf.gov.uk/primary/publications/inclusion/tess/
http://publications.teachernet.gov.uk/default.aspx?PageFunction=productdetails&PageMode=publications&ProductId=DCSF-00063-2008&
HM Revenue and Customs

www.hmrc.gov.uk/
Information Sharing

http://www.everychildmatters.gov.uk/deliveringservices/informationsharing/
http://www.everychildmatters.gov.uk/resources-and-practice/IG00065/
http://www.everychildmatters.gov.uk/resources-and-practice/IG00340/
The Lead Professional and Common Assessment Framework

http://www.everychildmatters.gov.uk/deliveringservices/integratedworking/
Not in Education, Employment or Training (NEET)

http://www.everychildmatters.gov.uk/ete/neet/
Private Fostering

http://www.everychildmatters.gov.uk/socialcare/safeguarding/privatefostering/
Pupil Referral Units and Alternative Provision  – Guidance for Local Authorities (refs: LEA/0023/2005 and DCSF-00758-2008)

http://publications.teachernet.gov.uk/
http://publications.everychildmatters.gov.uk/default.aspx?PageFunction=productdetails&PageMode=publications&ProductId=DCSF-00758-2008&/
Pupil Registration Regulations

http://www.statutlaw.gov.uk/
or

http://www.statutelaw.gov.uk/legResults.aspx?LegType=All+Legislation&title=Education+(pupil+registration)&searchEnacted=0&extentMatchOnly=0&confersPower=0&blanketAmendment=0&TYPE=QS&NavFrom=0&activeTextDocId=2606483&PageNumber=1&SortAlpha=0
Registers (Keeping Pupil Registers)

http://www.dcsf.gov.uk/schoolattendance/legislation/index.cfm
Safeguarding

General Safeguarding Links:

http://www.everychildmatters.gov.uk/socialcare/safeguarding/
Cross-cutting arrangement of safeguarding and inter-agency co-operation to improve the well-being of children: Children’s Trusts:

http://www.everychildmatters.gov.uk/strategy/guidance/
Forced Marriage

http://www.teachernet.gov.uk/wholeschool/familyandcommunity/childprotection/usefulinformation/typesofabuse/forced_marriage/
Forced Marriage - Information for professionals

http://www.fco.gov.uk/en/fco-in-action/nationals/forced-marriage-unit/info-for-professionals
Local Safeguarding Children Boards

http://www.everychildmatters.gov.uk/socialcare/safeguarding/lscb/
London Good Practice Guidance for Safeguarding Children Missing from School

http://www.londoncpc.gov.uk/procedures/
Missing People

www.missingpeople.org.uk 

Parents and Abducted Children Together (PACT) website:

http://www.pact-online.org; 

support in relation to international child abduction is available from the voluntary organisation ‘reunite’: 

 www.reunite.org.

Missing Children Notifications

http://www.everychildmatters.gov.uk/socialcare/safeguarding/missing/
Safeguarding Children - Trafficked/Subject to sexual exploitation:

http://www.everychildmatters.gov.uk/socialcare/safeguarding/
Working Together to Safeguard Children:

http://www.everychildmatters.gov.uk/workingtogether/
Safer School Partnerships – Mainstreaming Guidance

http://www.everychildmatters.gov.uk/ete/ssp/
School Attendance

http://www.dcsf.gov.uk/schoolattendance/
http://www.dcsf.gov.uk/schoolattendance/truancysweeps/
http://www.standards.dcsf.gov.uk/secondary/keystage3/issues/behaviour/focus/attendance_manual/resources/
http://www.dcsf.gov.uk/behaviourandattendance/
Schools Admissions Code

http://www.dcsf.gov.uk/sacode/
Tackling it Together toolkit

http://www.dcsf.gov.uk/schoolattendance/goodpractice/tackling.cfm
Targeted Youth Support

http://www.everychildmatters.gov.uk/deliveringservices/targetedyouthsupport/
The Training and Development Agency 

http://www.tda.gov.uk/
Transfer of Information

http://www.opsi.gov.uk/si/si2005/20051437.htm  (Pupil Regulations 9 (3))

http://www.teachernet.gov.uk/management/ims/datatransfers/CTF/
http://www.teachernet.gov.uk/management/ims/datatransfers/s2s/
UK Border Agency

http://www.bia.homeoffice.gov.uk/
Youth Offending Teams (working with)

http://www.yjb.gov.uk/en-gb/
Youth Justice Board

http://www.yjb.gov.uk/en-gb/
Young Runaways
http://www.everychildmatters.gov.uk/socialcare/safeguarding/youngrunaways/
Youth Task Force Action Plan

http://www.everychildmatters.gov.uk/youthmatters/ytf/






Name of new school: _____________________________________________________





Address of new school: ___________________________________________________





Pupil’s new address (if known):


___________________________________________________________









