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Dovecote School is owned and operated by Cavendish Education.

This policy is one of a series of school policies that, taken together, are designed to form a comprehensive statement of the school's aspiration to provide an outstanding education for each of its students and of the mechanisms and procedures in place to achieve this. Accordingly, this policy should be read alongside these policies. In particular it should be read in conjunction with the policies covering equality and diversity, Health and Safety, safeguarding and child protection.
All of these policies have been written, not simply to meet statutory and other requirements, but to enable and evidence the work that the whole school is undertaking to ensure the implementation of its core values.
While this current policy document may be referred to elsewhere in Dovecote School documentation, including particulars of employment, it is non-contractual.
In the school's policies, unless the specific context requires otherwise, the word "parent" is used in terms of Section 576 of the Education Act 1996, which states that a 'parent', in relation to a child or young person, includes any person who is not a biological parent but who has parental responsibility, or who has care of the child. Department for Education guidance 'Understanding and dealing with issues relating to parental responsibility' considers a 'parent' to include:
· all biological parents, whether they are married or not
· any person who, although not a biological parent, has parental responsibility for a child or young person - this could be an adoptive parent, a step-parent, guardian or other relative
· any person who, although not a biological parent and does not have parental responsibility, has care of a child or young person
A person typically has care of a child or young person if they are the person with whom the child lives, either full or part time and who looks after the child, irrespective of what their biological or legal relationship is with the child.
The school employs the services of the following consulting companies to ensure regulatory compliance and the implementation of best practice:
· WorkNest (HR & employment law)
· SchoolPro TLC (data protection)
· iAmCompliant (compliance management)
For the purposes of this policy, references to staff include employees, workers, agency personnel, volunteers and contractors where relevant.
Dovecote School is committed to safeguarding and promoting the welfare of children and young people and expects all staff, volunteers, pupils and visitors to share this commitment.
All outcomes generated by this document must take account of and seek to contribute to safeguarding and promoting the welfare of children and young people at Dovecote School.
The policy documents of Dovecote School are revised and published periodically in good faith. They are inevitably subject to revision. On occasions a significant revision, although promulgated in school separately, may have to take effect between the re-publication of a set of policy documents. Care should therefore be taken to ensure, by consultation with the Senior Leadership Team, that the details of any policy document are still effectively current at a particular moment.
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1. Statement of Intent
Dovecote School is committed to ensuring that every child of compulsory school age receives a suitable education and that no child is allowed to become lost from education systems. Children missing education (CME) can be at increased risk of underachievement, exploitation, abuse, neglect, radicalisation and poorer long-term outcomes. Missing education may therefore be both an educational concern and an important safeguarding warning sign.
The statutory duty to make arrangements to identify children missing education rests with the local authority (LA). Dovecote School will work proactively with the LA, parents and relevant agencies to prevent children becoming CME, identify concerns quickly, make reasonable enquiries, share information lawfully and support children back into suitable education.
This policy should be read alongside DC022 Attendance Policy and DC008 Child Protection and Safeguarding Policy. A pupil who remains registered at Dovecote but is absent, persistently absent or severely absent is not, solely for that reason, a child missing education. Such cases are managed through attendance and safeguarding procedures unless the statutory CME definition is met.
2. Legal Framework
This policy has due regard to relevant legislation and statutory guidance, including:
· Education Act 1996, including sections 7, 8, 14, 19 and 436A
· Education and Inspections Act 2006
· Children Act 1989 and Children Act 2004
· Education Act 2002, including safeguarding duties applying to independent schools
· School Attendance (Pupil Registration) (England) Regulations 2024
· Education (Independent School Standards) Regulations 2014
· Education (Pupil Information) (England) Regulations 2005, as amended
· UK General Data Protection Regulation and Data Protection Act 2018, as amended by the Data (Use and Access) Act 2025
· DfE Children missing education: statutory guidance for local authorities and schools, updated 8 September 2025
· DfE Working together to improve school attendance - statutory guidance
· DfE Keeping Children Safe in Education 2026, effective from 1 September 2026
· DfE Working Together to Safeguard Children, current statutory guidance
· DfE Elective home education guidance
· DfE Alternative provision guidance and Suspension and permanent exclusion guidance, where relevant.
Where legislation or statutory guidance is amended during the life of this policy, Dovecote School will apply the current legal requirement and update this policy at the next appropriate review point.
3. Definition and Scope
For the purposes of this policy, a child missing education is a child of compulsory school age who is not registered as a pupil at a school and is not receiving suitable education otherwise than at a school.
In line with current DfE guidance, children who may fall within CME processes include those who are applying for a school place, have been offered a future place but have not yet started, are receiving elective home education that has been assessed as unsuitable, or whose whereabouts or education arrangements remain unclear or unknown.
CME does not include a child who remains registered at a school simply because they are absent, persistently absent or severely absent. It also does not automatically include a pupil on a temporary reduced timetable, receiving suitable alternative provision, or receiving suitable education otherwise than at school.
However, these circumstances may create a heightened risk that a child could become CME or may indicate safeguarding, SEND or suitability concerns. Dovecote will therefore monitor such cases closely and will not allow a reduced timetable, alternative provision arrangement, prolonged absence or placement difficulty to result in a child drifting out of suitable education.
Dovecote will not remove a pupil from the admission register merely because attendance is poor, the pupil is difficult to engage, the school has concerns about meeting need, or another placement has not yet been secured. Removal from roll will only take place where a lawful ground is met and all required steps have been completed.
4. Roles and Responsibilities
Dovecote School Governance Body
· Oversees compliance with statutory duties and receives assurance that systems for attendance, admissions, safeguarding and CME are effective.
· Ensures that the school holds sufficient and up-to-date contact information for pupils, including more than one emergency contact where reasonably possible.
Headteacher
· Ensures this policy is implemented and that responsibilities are clearly allocated.
· Ensures the school cooperates with the LA and acts promptly where a pupil may be at risk of becoming CME.
· Ensures that removal from the admission register is lawful and is not used as a response to attendance, behaviour, SEND or placement pressures.
Designated Safeguarding Lead (DSL) and deputies
· Lead the safeguarding response where absence or possible CME raises concerns about a child’s welfare or safety.
· Ensure relevant concerns are recorded on MyConcern and escalated to Children’s Social Care and/or police where thresholds are met.
· Liaise with social workers, the LA CME team and other agencies as appropriate.
· Support proportionate reasonable enquiries where a child’s whereabouts or safety are unclear.
Administration / attendance staff
· Maintain accurate electronic admission and attendance registers.
· Follow up unexplained absence promptly in accordance with DC022 Attendance Policy.
· Make statutory returns and notifications to the appropriate LA when pupils are added to or removed from the admission register, or where attendance information must be shared.
· Maintain accurate destination and contact information and coordinate transfer of pupil records through approved secure systems.
All staff
· Remain alert to patterns of absence, unexplained changes, disengagement, safeguarding concerns and indicators that a child may be at risk of becoming CME.
· Report concerns without delay through the school’s safeguarding and attendance procedures.
· Use professional knowledge of the pupil, including SEND and known vulnerabilities, when considering whether absence requires urgent escalation.
Parents and carers
· Ensure their child receives suitable full-time education while of compulsory school age.
· Notify the school promptly of absence, changes of address, contact details and proposed changes to education arrangements.
· Provide information reasonably requested by the school or LA to establish a child’s whereabouts or education arrangements.
· Notify the school in writing if they intend to withdraw their child for elective home education, subject to any applicable legal restrictions.
5. Reasons and Pupils at Particular Risk
Dovecote recognises that children can become CME for many reasons, including movement between areas or countries, failed transitions, delays in taking up a new place, elective home education that is unsuitable, permanent exclusion without suitable provision, or leaving a school without a confirmed destination.
Particular vigilance is required for children who:
· are at risk of abuse, neglect, exploitation, trafficking, radicalisation or criminal activity;
· go missing from home or care, are looked after or previously looked after, or have a social worker;
· have SEND or an Education, Health and Care Plan and whose needs or placement are under review;
· experience emotionally based school avoidance, mental health difficulties or prolonged illness;
· are receiving alternative provision, education off site or a temporary reduced timetable;
· are from Gypsy, Roma or Traveller families, service families, migrant or refugee families, or are unaccompanied asylum-seeking children;
· are in temporary accommodation or have experienced frequent changes of address;
· are supervised by youth justice services or have experienced suspension or permanent exclusion;
· may be attending an unregistered setting or receiving education of uncertain suitability;
· are approaching a transition point or whose parents have indicated an intention to withdraw them without a clear education destination.
6. Prevention, Attendance and Admission Monitoring
The school will take a preventative approach. Attendance will be monitored daily and unexplained absence followed up promptly. Patterns of absence will be reviewed alongside safeguarding, SEND, wellbeing and family information so that barriers can be identified and support offered early.
Where attendance is poor or irregular, Dovecote will follow DC022 Attendance Policy and make required attendance returns to the relevant LA. Where the pupil lives in a different LA area from the school, Dovecote will work with the pupil’s home LA as required.
The school will maintain an accurate electronic admission register and will encourage parents to notify changes to addresses, contact details and education arrangements promptly. New pupils will be entered on the admission register in accordance with the School Attendance (Pupil Registration) (England) Regulations 2024.
Where a pupil does not attend on an agreed or notified start date, the school will make reasonable enquiries promptly and will involve the LA where necessary rather than allowing the pupil’s status to remain unresolved.
7. Reasonable Enquiries and CME Referral
Reasonable enquiries are proportionate steps taken to establish a child’s whereabouts, safety and education arrangements. The extent and urgency of enquiries will depend on the individual circumstances and level of risk.
Dovecote’s enquiries may include, as appropriate:
· contacting parents and other known emergency contacts;
· checking school records for recent addresses, destinations and professional involvement;
· contacting the pupil’s social worker or other known professionals;
· checking with the previous or expected receiving school and relevant LA;
· using approved DfE transfer and pupil-information systems where appropriate;
· supporting LA-led checks or home visits in accordance with local procedures and risk assessment.
The school will not independently contact national agencies such as DWP, HMRC or Border Force unless there is a lawful route and authority to do so. Those national enquiries are ordinarily undertaken by the LA CME team. Dovecote will provide relevant information to the LA to support those enquiries.
If enquiries indicate that the child will no longer attend Dovecote and the parent has not provided written confirmation of another school or suitable education otherwise, the school will refer the case to the child’s home LA CME team as soon as possible and continue to cooperate with enquiries.
All enquiries, decisions, referrals and communications will be recorded clearly. Where safeguarding risk is identified, the safeguarding response takes priority over routine CME process.
8. Safeguarding Response
CME can be a vital warning sign of abuse, neglect, exploitation or other harm. Staff must not wait for CME thresholds or registration processes to be completed before acting on a safeguarding concern.
Where there is an immediate risk of harm, the school will make or support an immediate referral to Children’s Social Care and contact the police where appropriate. Concerns will be managed under DC008 Child Protection and Safeguarding Policy and recorded on MyConcern.
Where a pupil with a social worker is absent for an unexplained reason, becomes missing from education, or is being considered for removal from the admission register, the school will inform the social worker without delay.
9. Information Sharing and Record Keeping
Dovecote will share information with the LA and other relevant agencies where this is necessary to identify, safeguard or support a child missing education. Data protection law is not a barrier to proportionate information sharing for safeguarding purposes.
Information will be shared securely, accurately and on a need-to-know basis. Records will include the enquiries undertaken, contact attempts, information received, decisions, referrals, LA notifications and the basis for any removal from roll.
Where appropriate, the school will use the Department for Education School to School (S2S) service and common transfer file (CTF) process to transfer pupil information securely. Safeguarding records will be transferred separately and securely in accordance with DC008 and DC065 Records Management requirements.
10. SEND, Alternative Provision and Reduced Timetables
Because Dovecote is a specialist SEND school, additional care will be taken where a pupil’s attendance or education is affected by unmet need, anxiety, mental health, placement instability, transport difficulties, alternative provision or a reduced timetable.
A pupil who remains registered at Dovecote is not automatically CME because they are on a reduced timetable or accessing alternative provision. However, the school must remain satisfied that the pupil is receiving suitable education, that arrangements are regularly reviewed, that safeguarding oversight is maintained and that there is a clear plan for progression or reintegration where appropriate.
Reduced timetables must be exceptional, time limited, agreed with parents, reviewed regularly and used only where they are in the pupil’s best interests. They must not be used to manage behaviour informally, avoid exclusion procedures, or conceal an inability to meet need.
Where Dovecote believes it can no longer meet a pupil’s needs, this will be managed through appropriate EHCP review, commissioning and LA processes. The pupil will remain on roll unless and until there is a lawful basis for removal. The school will not off-roll a pupil while a replacement placement remains unresolved.
11. Elective Home Education
Parents may choose to educate their child at home, subject to the law and any School Attendance Order. Where a parent notifies Dovecote in writing that they intend to home educate, the school will follow the statutory admission-register process and notify the LA.
Where the pupil has SEND, is vulnerable or has a social worker, Dovecote will offer to discuss the proposed arrangements with the parent and relevant professionals before removal where possible. The school will share relevant information with the LA so that it can discharge its responsibilities regarding the suitability of home education.
Dovecote will not pressure, encourage or imply that a parent should electively home educate as a response to attendance, behaviour, safeguarding concerns or difficulty meeting a pupil’s needs.
12. Admission Register - Adding Pupils
The school will enter a pupil’s name on the admission register on the starting day required by the School Attendance (Pupil Registration) (England) Regulations 2024, before or at the beginning of the first school session on that day.
The register will contain the information required by regulation, including the pupil’s identity, address, parent information, emergency contact information, date of birth, starting date and previous school, together with any required information about future addresses or another school the pupil will attend.
Where a pupil is added at a non-standard transition point, the school will make the required return to the LA within five days and provide the information prescribed by the regulations. Where the LA requests equivalent information at standard transition points, Dovecote will cooperate.
13. Removing Pupils from the Admission Register
A pupil of compulsory school age will only be removed from Dovecote’s admission register where a ground in regulation 9 of the School Attendance (Pupil Registration) (England) Regulations 2024 applies. Dovecote will follow any requirement for joint action or reasonable enquiries with the LA before deletion.
Relevant grounds may include, depending on the circumstances:
· the pupil has been registered at another school and the statutory conditions for deletion are met;
· the parent has confirmed in writing that the pupil will receive education otherwise than at school and the statutory conditions are met;
· the pupil no longer normally lives within a reasonable distance and is not expected to attend again;
· the pupil is detained under a sentence of detention and the school does not reasonably believe they will return;
· the pupil has been permanently excluded;
· the pupil has died;
· after authorised leave, the pupil has failed to return within the statutory period and the school and LA have jointly completed the required reasonable enquiries;
· the pupil has been continuously absent without authorisation for at least 20 school days and the school and LA have jointly completed the required reasonable enquiries;
· a School Attendance Order has been amended or revoked in circumstances prescribed by the regulations;
· in the circumstances applicable to an independent school, the pupil has ceased to be a pupil of the school.
The independent-school ground does not remove Dovecote’s safeguarding, contractual or regulatory responsibilities. The school will ensure that the pupil has genuinely ceased to be a pupil and that any required LA notification, safeguarding action and information transfer has been completed. This ground will never be used as a mechanism for informal or unlawful off-rolling.
The school will notify the LA of a deletion as soon as the relevant criteria are met and no later than the point at which the name is removed. The return will contain the information required by the 2024 Regulations, including the pupil’s current address, parent details, emergency contact information, future address and school where known, and the applicable statutory ground for deletion.
Where a pupil has not returned within 10 school days after authorised leave, or has been continuously absent without authorisation for at least 20 school days, Dovecote will not delete the pupil until the school and LA have completed the required joint reasonable enquiries and the statutory conditions are satisfied.
14. Transfer of Pupil Information
When a pupil moves to another school in England or Wales, Dovecote will transfer the required common transfer file through S2S in accordance with current DfE requirements. Where the destination school is unknown or the pupil has moved abroad, the school will follow the appropriate S2S lost-pupil process and LA procedures.
If a new pupil arrives without a CTF, the administration team will take reasonable steps to obtain the record through the previous school, LA and approved DfE systems. Safeguarding information will be transferred promptly and securely in accordance with KCSIE 2026 and DC008.
15. Induction and Training
The safeguarding response to children who are absent from education or at risk of becoming CME will be included in staff induction and safeguarding updates. Staff will be reminded that missing education can be a safeguarding warning sign and that concerns must be reported promptly.
Relevant administration, attendance, safeguarding and leadership staff will receive updates when statutory CME guidance, admission-register requirements or local LA processes change.
16. Monitoring and Review
The DSL and Headteacher will monitor the implementation of this policy, including the quality of reasonable enquiries, LA notifications, removal-from-roll decisions and safeguarding responses. Significant or complex cases will be escalated to senior leadership and the Dovecote School Governance Body as appropriate.
This policy will be reviewed annually, or sooner following a significant legislative, statutory guidance or local procedure change, or where a review of practice identifies that amendment is required.
Findings from audits, attendance reviews, safeguarding reviews or CME cases will be used to improve practice.
17. Links with Other Policies
· DC003 Admissions Policy
· DC008 Child Protection and Safeguarding Policy
· DC013 Suspension and Permanent Exclusion Policy
· DC022 Attendance Policy
· DC031 SEND Policy
· DC048 Restrictive Intervention and Use of Reasonable Force Policy
· DC054 Supporting Pupils with Medical Conditions Policy
· DC065 Records Management
· DC069 Marketing and Communications Policy
· DC073 Cyber Security Policy
· DC087 Privacy Notice for Students and Families
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