GUIDANCE TO SCHOOLS ON REMOVING PUPILS FROM THE SCHOOL ROLL
Updated Jan 2017
The Education (Pupil Registration) (England) Regulations 2006 apply to ALL schools.  Link:
· http://www.legislation.gov.uk/uksi/2006/1751/contents/made
· Subsequent amendments relate to emergency disruption to travel, boarding, leave of absence
Also see the latest School Attendance Guidance: 
https://www.gov.uk/government/publications/school-attendance 

The main regulations relating to on and off rolling are:

Regulation 5 specifies that pupils join the school roll (i.e. must be listed in both the admissions and attendance registers) on the expected first day of attendance.  It follows that the usual procedures for dealing with absence (and ultimately deleting from roll) therefore apply even where the pupil does not arrive on that day or at all.

Regulation 8 sets out the only circumstances in which pupils of compulsory school-age can be deleted from the register and schools may not delete pupils from the attendance register until they are deleted from the admissions register:  

· the school is replaced by another school on a School Attendance Order

· the School Attendance Order is revoked by the local authority

· completion of compulsory school age

· permanent exclusion

· death of the pupil

· transfer between schools (not at the point of offer but when evidenced by the new school having confirmed the expected date of admission  to  the old school and  requesting the transfer of the CTF; in practice this usually happens on the day of admission)
· pupil withdrawn to be educated outside the maintained school system

· a medical condition prevents their attendance and return to school before the ending of compulsory school-age

· pupil is serving a custodial sentence of more than 4 months (not on remand) 
· pupil will cease to be of compulsory school age & does not meet the academic entry requirements for admission to the school’s sixth form
AND ONLY after Reasonable Enquiry by both the school and local authority (to ensure pupils do not disappear from education by falling through gaps in the system, and are entered on CME register): schools should refer to the Reasonable Enquiry checklist in the Ealing CME Policy
· failure to return from extended holiday more than 10 days after agreed return date, after both the school and local authority have tried to locate pupil (undertaken Reasonable Enquiry) without success i.e. LA is satisfied that family no longer resides at address on register and that there is no good  reason for absence such as illness or disrupted travel arrangements. 
· 20 school days continuous unauthorised absence, after both the school and local authority have tried to locate pupil (undertaken Reasonable Enquiry) without success i.e. LA is satisfied that family no longer resides at the address on register.  If pupil is found, deletion should only be made if it is in the pupil’s interests; in nearly all cases, other intervention will be required, for example, accessing specialist services, dealing with a transfer between schools, dealing with the matter as one of persistent absence, and multi-agency working.

Regulation 12 deals with information returns to the local authority. It requires schools to provide their local authority (primary schools Link Attendance worker, high schools inform Frank Jenkinson School Attendance Service Manager) with details of pupils who fail to attend regularly, or have 10 days of continuous unauthorised absence. It also requires schools to inform their local authority of the following deletions of compulsory school age pupils as soon as they become aware of the circumstances and before the deletion is made –
· pupils’ parents have advised in writing that they are withdrawing their children to educate them at home - inform Debby Legg (Exclusions Officer) 8825 6775
· permanent exclusion - inform Debby Legg (Exclusions Officer) 020 8825 6775
· school medical officer has certified the pupil’s health prevents return to school before reaching end of compulsory school-age - inform Frank Jenkinson (School Attendance Service)  8825 5973
· pupil has ceased to attend the school and has moved away and no longer lives or boards within travelling distance of the school - inform Angineh Danialian 020 8825 9647 (CME)
REMEMBER  
-  TO REFER ALL CHILD PROTECTION CONCERNS TO CHILDRENS SOCIAL CARE 

Tel: 020 8825 8000
-  TO REFER TO THE School Attendance Service AS APPROPRIATE as part of Reasonable Enquiry
Tel: 020 8825 5040 or your linked worker.
-  TO USE S2S FOR ALL NEW ADMISSIONS AND LEAVERS for transfer of CTFs
-  ALWAYS REFER TO CME LEAD ALL LEAVERS WITH UNKNOWN DESTINATIONS AFTER   REASONABLE ENQUIRY, and DO NOT DELETE FROM ROLL UNTIL YOU HAVE RECEIVED CONFIRMATION FROM THE CME TEAM TO DO SO
Tel: 020 8825 9647 Email: cme@ealing.gov.uk  

Deletions from roll not in accordance with the  
pupil registration regulations are illegal
