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Supplementary Document to work alongside the Local Authority’s Children 

Missing from Education Guidelines and Practice Policy 

 

This statement reflects Governors’ concerns that detailed strategies are in place and 

used within school. 

 

Aims 

 

To enhance and add more specific details, particularly specific to Hylton Castle 

Primary School, to the policy provided by the Local Authority. 

 

To ensure that children missing from school are not ‘missing from education’ and 

after investigation should it be deemed that they are indeed ‘missing from education’, 

we have supportive and appropriate strategies in place to ensure that everyone who 

needs to know is informed at which time a well-oiled machine swings into place. 

 

Objective 

 

To follow guidance outlined in the Children Act 2004 to ensure that: 

 

• We follow Government directives to work together with all appropriate agencies 

to ensure that we share information 

• Children do not slip through the net 

• All children, in our school, achieve the 5 outcomes of the Every Child Matters 

agenda, as follows: 

o Being Healthy 

o Staying Safe 

o Enjoying and Achieving 

o Making a Positive Contribution 

o Achieving Economic Well-being 

 

Roles and Responsibility 

 

This role falls under the remit of all staff, but with specific reference to the full time, 

permanent, Educational Home Visitor. 

 Designated Person; Lisa Wood (DHT, Inclusion Manager) 

 Deputy Designated Person: Elaine Armstrong (HT) 

 L.A. Inclusion officer: Keith Thomas 

 

 

  These designated  people have responsibility for identifying any children thought to 

be ‘missing from education’ or indeed at risk of becoming ‘missing from education’. 
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Implementation, planning and organisation 

 

• Check registers each morning –a parent, whose child is absent from school, 

without the school knowing the reason, is sent a text message.  Received 

messages are checked several times throughout the day and reasons for absence 

are written in the absence book. 

• On the second day of an absence, if a parent had not contacted school, a 

telephone call or home visit will be made to ascertain the reason for the absence. 

• If a child is absent and contact is proving difficult, emergency contact persons 

will be tried in order to gain a reason for the absence and also to check the 

parents/carers contact details. 

• If a child moves out of the area, without an adult informing the school, 

telephone calls will be made to the parents/carers or other known relatives to 

establish where they have moved to. 

• Contact will be made with the relevant Inclusion Officer 

• Regular contact will be maintained until the child is found and on roll in a new 

school. 

• If it becomes difficult to locate a family, Housing Benefits can be contacted to 

find out where benefits are being withdrawn. 

• Data is sent each week to the attendance team re Looked After Children, an 

IAT-0 form is also sent giving the names of children who have been placed on 

our roll and then removed. 

• Each week the attendance and punctuality of all children at Hylton Castle 

Primary School is collated and monitored.  Letters are sent home regularly 

outlining the need for punctuality and regular attendance. 

• If the punctuality and attendance of highlighted children is not improved, 

parents will be invited into school or home visits will be made to discuss the 

issue. 

• If there continues to be no sign of improvement, Non-Attendance Procedures 

will be instigated. (see LA Guidelines.) 

 

Resources 

 

• Appropriate forms for reporting concerns (A190) 

• Common transfer forms (CTF) 

• Text messaging facilities, e-mail facilities 

• Class registers 

• Absence book 

• Local Authority Children Missing form Education Guidelines and Practice 

Policy 
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Inclusion Statement 
 
At Hylton Castle Primary School, we are committed to offering an inclusive curriculum to ensure 
the 
best possible progress for all of our pupils whatever their needs or abilities. 
 
Pupils have Special Educational Needs if they have a learning difficulty which calls for special  
educational provision to be made for them. Pupils with a disability have special educational 
needs 
if they have any difficulty in accessing education and if they need any special educational 
provision to be made for them, which is anything that is additional to or different from what is 
normally available in schools in the area. 
 
At Hylton Castle Primary School we undertake the duties, including in relation to this policy: 
• Not to treat disabled pupils less favourably for a reason which relates to their disability 
• To take reasonable steps to avoid putting disabled pupils at a substantial disadvantage 
• To do our best by all disabled members of our school community in relation to the 
   requirements of this particular policy 
 
Gender Equality 
 
Hylton Castle Primary School fully recognises its duty to comply with equality and diversity 
legislation, 
and its Gender Equality Scheme sets out the school’s aims in relation to equality and what it will 
do to ensure that equality is fully embedded in practice. The school fully acknowledges its 
responsibilities in terms of equality issues in relation to gender, age, race, disability, religion or 
belief, sexual orientation and gender reassignment, including in relation to this policy.  
 
Hylton Castle Primary School is firmly committed to equality and diversity, and when carrying out 
our functions, 
we shall have due regard to the need: to eliminate unlawful discrimination and harassment; to 
promote equality of opportunity between men and women. 
 

 

This policy should be read in conjunction with: 

 the School’s Safeguarding Policy 

 Equal Opportunities Policy 

 Inclusion Policy 

 Arrivals and Departures Policy 

 The Local Authority Admissions Policy 

All other policies are available upon request at the main school office 


