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Scope:  This policy applies to staff, pupils and parents at Paddington Academy.   This policy should be read in 
conjunction with the academy Safeguarding Policy.  Where applicable, this policy is in accordance with guidance 
outlined in the DfE’s statutory guidance Keeping children safe in education 2018 and the Education (Pupil 
Registration) (England) Regulations (amended 2016) referred to as ‘The Regulations’ in this policy.   

1. Policy aims:  
Through the operation of this policy we aim to:  

• promote the safety of pupils at all times  

• ensure that academy staff know how to respond if a pupil goes missing during the school day  

• set out procedures for liaising with the local authority in accordance with The Regulations and in 
order to promote effective information sharing for the wellbeing of pupils.  

  
For the purposes of this policy, the term ‘missing’ refers to a pupil being absent without authorisation or 
explanation.   

  
2. Roles and Responsibilities  
 All members of staff contribute to the safety of pupils at the academy by providing appropriate supervision in    
accordance with the Academy Behaviour policy and the staff duty rota.  

As required, the Designated Lead for Safeguarding liaises with the local authority in accordance with the 
Regulations. Further guidance on the Regulations can be found in the DfE’s statutory guidance for local authorities 
Children missing education (September 2016 available at  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Miss 
ing_Education_- _statutory_guidance.pdf   

In addition the Attendance and Admissions Team supported by the year pastoral teams are responsible for 
monitoring and supporting student attendance.  

3.  Managing Attendance   
• Students are registered at every lesson including tutor time.  
• Pupils who are late to school must sign in at the Attendance Office and if a pupil is authorised to leave. 

school during the school day, they are required to sign out at the Attendance Office.   
• Attendance Office has a sign out book which all students must sign before they leave the site, this can only 

be done if they have a sign out slip which is issued by HOY or SSM after a phone call is made home to 
confirm. 

• Attendance is registered during every lesson and tutor period.  
• Weekly reports are produced for low attendance. 
• Home visits are made where appropriate. 
• Daily text messages, phone calls, letters home and meeting with parents for under 90% attendance. 
• Student Panel meetings held fortnightly review concerns regarding attendance and agree strategies to 

support students in attending school.  
• Students where attendance does not improve are referred to the Early Help Team at the Tri-borough.   
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4. Procedure for student missing lessons/unauthorised absence:  
If the parent confirms that the child should be at school, or if the parent is unavailable, the Attendance Manager 
will contact the Head of Year immediately. If the Head of Year is unavailable, the Director of Key Stage is contacted. 
The Head of Year/SSM will initiate an extensive search of the academy site with the assistance of security as 
required. The missing pupil's fellow classmates and friends will be asked if they have any knowledge of the missing 
pupil's whereabouts and the Head of Year will gather any information.   

If the pupil is not found after the extensive search, the Principal(s) will be informed immediately. If appropriate the 
Schools Police Officer will also be informed.  

At this point, the Key Stage Director or Vice Principal will contact parents again if available. In some circumstances 
it may be appropriate for the Head of Year to make contact (eg where there is a known pastoral concern which is 
being managed by the Head of Year). The school will work with the parents to try to locate the pupil.  

If the pupil’s whereabouts cannot be ascertained, the Principal (Students) will discuss a course of action with the 
parents if available and will determine whether the police should be contacted. Where appropriate, the local 
children’s services team will also be contacted and will be given details of the missing pupil.   

5. Procedure for persistent non - attendance (including lateness) and pupils of compulsory school age leaving the School 
If a pupil does not attend school without good reason, or goes missing from school on repeat occasions and/or is 
late on repeat occasions a referral will be made to children’s social services and/or the tri-borough ACE team, and 
in accordance with the School’s Safeguarding (child protection) policy. The academy Student Support Panel will 
oversee this referral.  

The Attendance Manager will notify the Tri Borough ACE team (see local authority contact below) when a pupil of 
compulsory school age does not attend school regularly or has been absent without the school’s permission for a 
continuous period of 10 school days or more, or fails to return to school within 10 school days after a granted leave 
of absence. In the event that a pupil has not attended school for 10 days or more and no explanation has been 
given, the pupil will not be removed from the School’s admissions register until both the School and the local 
authority have jointly failed, after reasonable enquiry, to ascertain where the pupil is. In any event, a pupil will not 
be removed from the register before 20 school days have elapsed and only if the School and the local authority 
have no reasonable grounds to believe that the pupil is unable to attend due to sickness or other unavoidable 
cause.   

6. Pupils Off Roll  
When a pupil transfers to another school, parents are requested to confirm in writing that the student is leaving the 
reasons for leaving/transfer, and new school details if available. The Attendance Manager contacts the new school 
and confirms that the pupil is on roll. The pupil is not removed from Paddington Academy roll until this is confirmed. 
A record of the transfer is kept. 

The academy is required to notify the local authority’s Admissions team if a pupil of compulsory school age is to be 
removed from the School’s admissions register at a non-standard transition point under any of the 15 grounds 
listed in The Regulations (part 8), which include a pupil leaving to start at another school or the pupil being 
withdrawn from the school by the parents.  

 
The School will also make reasonable enquiries if a child of compulsory school age has been added to the admissions 
register but fails to start school as a new pupil on an agreed date and will notify the local authority. Further guidance 
on these duties and the 15 grounds for notification can be found in the DfE’s statutory guidance for local authorities 
Children missing education (September 2016, available at  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Childr 
en_Missing_Education_- _statutory_guidance.pdf. The School also notifies the local authority of new pupils of 
compulsory school age.   
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8.  Alternative Provision  
Students who require additional support with their learning or behaviour may be placed in alternative provision for 
a temporary period.  Arrangements are in place for student attendance to be reported daily to the Paddington 
Academy attendance team.  Students struggling with maintaining good attendance in an alternative setting are 
supported by the SENCO and the academy Inclusion Team.  

9. Home Education  
A referral is made to the ACE team immediately if a parents advises they wish to home educate. The ACE   Team 
undertake the statutory checks regarding the proposed provision and advise when the student can be taken off roll. 
No student is taken off roll until ACE have confirmed that it is ok to proceed. (Paragraph 6 refers)   

   
10. Procedure for pupils missing during or following a school trip or visit  
The academy’s Educational Visits policy and detailed procedures for staff organising visits provide a framework for 
managing school visits, taking into account safeguarding and health and safety responsibilities. Appropriate staff 
supervising ratios are agreed by the EVC and supervising arrangements will be relevant to the locality, age of 
students and type of activity. The following procedures apply if a pupil goes missing on a school trip or visit or has 
not arrived at the School following a journey.   

The member of staff in charge will:  
• attempt to contact the pupil  

• organise for accompanying staff / volunteers to search the immediate vicinity and/or the group’s 
recent locations  

• check whether there were any delays or changes to the journey  

• check with other pupils and ask them if they have any knowledge of the missing pupil's 
whereabouts  

If the pupil is not found, the member of staff in charge will contact the Principal (or in their absence, the Vice 
Principal). The emergency procedures detailed in the EVC policy will be followed.  The Principal/Vice Principal will 
agree with the member of staff in charge of the trip the procedure for contacting the pupil’s parents and if 
necessary, the local police. 
  
11. Information to be provided to the Police  
  If the academy needs to refer the matter to the Police, the following information should be provided: 

• the pupil's name  

• the pupil's age  

• an up to date photograph if possible  

• the pupil's height and physical description  

• any disability, learning difficulty or special educational needs that the pupil may have   

• the pupil's home address and telephone number  

• a description of the clothing the pupil is thought to be wearing  

• any relevant comments made by the pupil  
  

The Academy will liaise with children’s services in accordance with local Tri-borough procedures.   
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12. Once a pupil has been found  
The Head of Year/Key Stage Director will meet with the pupil and parents and consider the following:  

• whether the absence  was deliberate in which case the academy behaviour policy will apply 

• whether the pupil is distressed about some element of school/home life and what action may need 
to be taken to resolve the situation  

• whether there are safeguarding concerns, in which case the matter will be referred to the 
Designated Safeguarding Lead or Deputy Designated Safeguarding Lead.   

13. Review  
This policy is reviewed annually, or as and when new statutory guidance to schools may apply, and updated as 
necessary.  In undertaking the review, the Principal will take into account any records of incidents that indicate that 
there may be a problem with supervision, pupil support or security at the School and any issues raised by individual 
members of staff, parents and pupils.  

14. Records of incidents  
The Attendance Manager will keep a full written record of any missing pupil incident involving the police and/or 
children’s services, and/or the local authority pupil attendance services.   

Contacts   
Bi - borough team (for transfer of data regarding starters/leavers):   
Admissions and School Place Planning, Kensington Town Hall, Hornton Street, London W8 7NX. Telephone number: 
020 7745 6492 / 6432 / 6433 / 6434 (Filiz Bayram CME & EHE officer WCC and Paul Worts – Exclusion 
Officer – RBKC & WCC – 020 7745 6492) 

ACE Team Green Zone (for pupils missing education)   
2nd Floor, Kensington Town Hall, Hornton Street, London, W8 7NX  
Telephone number: 0207 745 6615 (children missing education) / 0207 745 6614 (exclusion)  
 
  
  
  
  
 


