
Appendix 2: Attendance Policy. 
 
 
Children Missing From Education: 
 
This should be read in conjunction with other associated policies including the Child 
Protection Policy and Attendance Policy.  This Appendix has been updated following the 
publication of statutory guidance for Local Authorities in September 2016 entitled ‘ 
Children Missing Education’ and supplements Appendix 6 of the College’s Child Protection 
Policy. 
 
College Responsibilities: 
 
1. The College will enter students on the admission register at the beginning of the first day on 
which the College has agreed, or been notified, that the student will attend the College. If a 
student fails to attend on the agreed or notified date, the College should undertake reasonable 
enquiries to establish the child’s whereabouts and consider notifying the Local Authority at the 
earliest opportunity.  

2.  We monitor students’ attendance through the daily register. The SVP and Heads of House 
monitor attendance closely and work pro-actively to address poor or irregular attendance. It is 
important that students’ poor attendance is referred to the Local Authority in a timely manner and 
The College will refer cases for further legal follow up, as appropriate. 

3. Where a student has not attended regularly or missed 10 or more college days without 
permission the Local Authority will be notified, through our link attendance officer. The 
responsibility for this referral rests with the SVP. 

4.  Where a student has not returned to college for ten days after an authorized absence or is 
absent is absent from college without authorisation for twenty consecutive college days the 
student can be removed from the admission register when the College and Local Authority have 
made reasonable enquiries to establish the whereabouts of the child. This only applies if the 
College does not have reasonable grounds to believe that the student is unable to attend because 
of sickness or unavoidable cause. 

5.  The College will arrange full-time education for excluded students from the sixth school day of 
fixed term exclusion. Responsibility for this rests with the SVP. The College has informal 
agreements with other Local High schools who may well be used to meet this statutory 
requirement. In the event of permanent exclusion the Local Authority will be informed and if a 
boarder lives in another Local Authority areas the home Local Authority will also be notified. 

6. The College has a safeguarding duty to investigate unexplained absences. Responsibility for 
this usually rests in the first instance with the Head of House, overseen by the SVP. In practice 
the Tutor will often act as the first point of contact. 
 
Recording information in College’s admission register  
 
1. It is important that the College’s admission register is accurate and kept up to date and 
responsibility for this rests with the SVP, who will work with the registrar and other senior staff to 
ensure that information is collected and accurately recorded. 
 
2. Parents have the responsibility of keeping the College informed of any changes and the 
College will carry out periodic contact detail update checks, at least on an annual basis. 
 



3. Where a parent notifies us that a student will live at another address, we will record: 

a. the full name of the parent with whom the student will live;  

b. the new address; and  

c. the date from when it is expected the student will live at this address.  
 
4. Where a parent of a student notifies the College that the student is registered at another school 
or will be attending a different school in future, we must record in the admission register:  
 

a. the name of the new school; and  

b. the date when we  were informed that the student first attended or is due to start 
attending that school.  

 
5. The College will notify the Local Authority when a student’s name is to be removed from the 
admission register at a non-standard admission point under any of the 15 grounds set out in the 
regulations as soon as the ground for removal is met and no later than the time that the name is 
removed from the register. This does not apply at standard transition points, unless requested by 
the Local Authority. 
 
6.  Where the College notifies the Local Authority that a student’s name is to be removed from the 
admission register, the college will provide the Local Authority with:  

a. the full name of the student;  

b. the full name and address of any parent with whom the student lives;  

c. at least one telephone number of the parent with whom the student lives;  

d. the full name and address of the parent who the student is going to live with, and the 
date the student is expected to start living there, if applicable;  

e. the name of student’s destination college and the student’s expected start date there, if 
applicable; and  

f. the ground in regulation 8 under which the name is being removed. (see Annex A) 
 
7. We will inform the Local Authority within 5 days when a student name is added to the 
admissions register at a non standard admission point. This does not apply at standard 
transition points, unless requested by the Local Authority. 
 
Making reasonable enquiries  
 
1. The term reasonable enquiries grants the College and Local Authority a degree of flexibility, as 

the steps in a given case may vary 
 
2. The College will liaise with the Local Authority and agreed steps might include the appropriate 
person checking with relatives, neighbours, landlords – private or social housing providers – and 
other Local stakeholders who are involved. They should also record that they have completed 
these procedures. If there is reason to believe a child is in immediate danger or at risk of harm, a 
referral should be made to children’s social care (and the police if appropriate).  

3. A student’s name can only be removed from the admission register under regulation 8(1), sub-
paragraph (f)(iii) or (h)(iii) if the College and the Local Authority have failed to establish the 
student’s whereabouts after jointly making reasonable enquiries. The College will be guided by 



our Link Attendance Officer as to responsibilities in individual cases. Reasonable steps that may 
be undertaken are outlined in the September 2016 DfE Guidance: Children Missing Education. 
 
4. It is important to note that this list is not exhaustive or prescriptive, and so Local authorities and 
The College should treat each case on its individual merits and use their judgment, ensuring they 
have taken into account all of the facts of the case.  
 
 
Grounds for deleting a student of compulsory school age from the College admission 
register  

These are set out in the Education (Student Registration) (England) Regulations 2006, as 
amended from September 2016. 

8(1) (a) - where the student is registered at the College in accordance with the requirements of a 
school attendance order, that another school is substituted by the Local Authority for that named 
in the order or the order is revoked by the Local Authority on the ground that arrangements have 
been made for the child to receive efficient full-time education suitable to his age, ability and 
aptitude otherwise than at college. 

8(1) (b) - except where it has been agreed by the proprietor that the student should be registered 
at more than one school, in a case not falling within sub-paragraph (a) or regulation 9, that he has 
been registered as a student at another school. 

8(1) (c) - where a student is registered at more than one school, and in a case not falling within 
sub-paragraph (j) or (m) or regulation 9, that he has ceased to attend the College and the 
proprietor of any other school at which he is registered has given consent to the deletion. 

8(1) (d) - in a case not falling within sub-paragraph (a) of this paragraph, that he has ceased to 
attend the College and the proprietor has received written notification from the parent that the 
student is receiving education otherwise than at college. 

8(1) (e) - except in the case of a boarder, that he has ceased to attend the college and no longer 
ordinarily resides at a place which is a reasonable distance from the college at which he is 
registered. 

8(1) (f) - in the case of a student granted leave of absence in accordance with regulation 7(1A), 
that -  

(i) the student has failed to attend the College within the ten school days immediately 
following the expiry of the period for which such leave was granted;  

(ii) the proprietor does not have reasonable grounds to believe that the student is unable 
to attend the college by reason of sickness or any unavoidable cause; and  

(iii) the proprietor and the Local Authority have failed, after jointly making reasonable 
enquiries, to ascertain where the student is. 

8(1) (g) - that he is certified by the College medical officer as unlikely to be in a fit state of health 
to attend college before ceasing to be of compulsory school age, and neither he nor his parent 
has indicated to the College the intention to continue to attend the College after ceasing to be of 
compulsory school  age. 

 

 



8(1) (h) - that he has been continuously absent from the College for a period of not less than 
twenty school days and -  

(i) at no time was his absence during that period authorised by the proprietor in 
accordance with regulation 6(2);  

(ii) the proprietor does not have reasonable grounds to believe that the student is unable 
to attend the College by reason of sickness or any unavoidable cause; and 

(iii) the proprietor of the College and the Local Authority have failed, after jointly making 
reasonable enquiries, to ascertain where the student is. 

8(1) (i) - that he is detained in pursuance of a final order made by a court or of an order of recall 
made by a court or the Secretary of State, that order being for a period of not less than four 
months, and the proprietor does not have reasonable grounds to believe that the student will 
return to the College at the end of that period. 

8(1) (j) - that the student has died. 

8(1) (k) - that the student will cease to be of compulsory school age before the College next 
meets and - 

(i) the relevant person has indicated that the student will cease to attend the College; or 
(ii) the student does not meet the academic entry requirements for admission to the 

College’s sixth form. 

8(1) (l) - in the case of a student at a school other than a maintained school, an Academy, a city 
technology college or a city college for the technology of the arts, that he has ceased to be a 
student of the College. 

8(1) (m) - that he has been permanently excluded from the College. 

8(1) (n) - where the student has been admitted to the College to receive nursery education, that 
he has not on completing such education transferred to a reception, or higher, class at the 
College. 

8(1) (o) where- 
 

(i) the student is a boarder at a maintained school or an Academy; 

(ii) charges for board and lodging are payable by the parent of the student; and  
(iii) those charges remain unpaid by the student’s parent at the end of the College term to 

which they relate. 
 
 
Operational September 2016. 


