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Brooke Taylor Education Consultancy Ltd (BTEC)
Restart Programme: Missing Student & Children Missing Education (CME) Policy (2026/27)
1. Statement of Intent and Purpose
Brooke Taylor Education Consultancy Ltd (BTEC / Restart Programme) places paramount importance on the safety, welfare, and continuous supervision of all children and young people receiving alternative education, outreach tuition, and mentoring services. 
Every adult working within BTEC is trained to recognise that keeping students safe is an active, ongoing responsibility. Because the Restart Programme operates through high-ratio 1:1 and small-group community, venue-based, and home interventions, rigorous procedures are required to prevent, respond to, and resolve situations where a child goes missing or fails to attend. 
A child going missing from care, home, or education is a critical safeguarding indicator of vulnerability, potential neglect, or active abuse. This policy provides actionable instructions to: 
· Ensure learners remain under proper supervision at all times. 
· Act immediately when a student goes missing during provision delivery to locate them and ensure their safe return home. 
· Address non-attendance, persistent absence, and children missing education (CME) in partnership with commissioning authorities. 
· Manage situations safely where parents or carers are absent upon returning a child home. 
· Identify contextual risks such as child criminal exploitation (CCE), child sexual exploitation (CSE), county lines, grooming, female genital mutilation (FGM), forced marriage, or radicalisation. 
2. Statutory and Regulatory Framework
This policy complies with English education, alternative provision, and child protection frameworks:
· Keeping Children Safe in Education (KCSIE - September 2026): Specific statutory duties under Part One (Information for All Staff), Part Two (Children Missing from Education / Missing from Care), and Annex B regarding contextual exploitation, forced marriage, FGM, and trafficking. 
· Working Together to Safeguard Children: Multi-agency safeguarding, missing child protocols, and MASH escalation frameworks. 
· Working Together to Improve School Attendance (DfE Statutory Guidance): Daily registers, synchronization with home schools, and national attendance thresholds. 
· Children Missing Education (CME) Statutory Guidance (DfE): Requirements for maintained schools, academies, and commissioned AP providers to notify local authorities of absent children. 
· Alternative Provision Statutory Guidance (DfE): Dual-registration oversight and joint commissioner reporting. 
· The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR): Reporting requirements where a missing incident involves a reportable injury. 
3. Missing from Education (Attendance Tracking & CME Procedures)
Dual-Roll Registration & Commissioner Synchronization
· All learners referred to BTEC remain on the roll of their commissioning school, academy, or local authority. 
· BTEC monitors attendance and non-attendance daily, sharing records directly with referral agencies to align with their attendance policies. 
Procedures When a Pupil Fails to Attend:
1. First-Day Contact (Within 30 Minutes): If a student fails to attend an agreed session or is absent without prior notice, the tutor or mentor notifies BTEC management and contacts the primary parent/carer 
2. Emergency Contacts: If the primary parent/carer does not respond, the staff member calls all secondary emergency contacts. 
3. Same-Day Reporting to Commissioning School: If the absence remains unexplained or unauthorized, written notification is sent to the commissioning school's Designated Safeguarding Lead (DSL) and attendance officer on the same morning. Using DCpro LMS online platform
4. Vulnerable Cohorts: For Looked After Children (LAC) or learners subject to a Child Protection (CP) or Child in Need (CiN) plan, unnotified absences are escalated immediately to the assigned social worker and commissioning DSL. 
5. Formal CME Referral: Where a child has unauthorized absences for consecutive days and cannot be located by family or local inquiries, BTEC initiates a joint Children Missing Education (CME) referral with the commissioning school to the Local Authority CME officer. 
4. Emergency Procedure: Student Goes Missing During Provision Delivery
If a student absconds, runs away, or becomes separated from their tutor or mentor during a session, the worker must follow this step-by-step protocol: 
[Student Absconds or Becomes Missing During Session]
                          │
                         ▼
[Step 1: Immediate Alert to BTEC Directors (Kelly Brooke / Ed Gibson)]
                          │
                         ▼
[Step 2: Collate Critical Descriptive Data & Contact Emergency Services]
  - Dial 999 for Police (record officer name, collar number & CAD reference)
  - Call Parents/Carers
  - Call Allocated Social Worker / Commissioning School DSL
                          │
                         ▼
[Step 3: Remain on Site & Maintain Line of Communication]
  - Keep mobile phone operational, charged, and open for updates
  - Stay at the location where the student was last seen unless directed otherwise
                          
       ┌──────────────────┴──────────────────┐
       ▼                                     				       ▼
[Student Located / Returns]              		[Student Not Located]
- Reassure student (trauma-informed)       - Continue multi-agency search with Police
- Assess safeguarding & welfare needs     - Maintain active liaison with Directors/SW
- Terminate session & return safely home        - Transition case to statutoryprotocols
- Inform Police, parents, and DSLs

Step 1: Immediate Internal Notification
Call the BTEC Directors immediately (Kelly Brooke: 07855 807984 or Ed Gibson: 07960 982630) to report the incident, coordinate responses, and receive guidance. 
Step 2: Assemble Critical Information and Notify Authorities
The worker and Directors will gather and relay the following information: 
· Student's full legal name, date of birth, age, gender, and home address. 
· Exact time and physical location where the student was last seen. 
· Detailed description of physical appearance and clothing worn. 
· Details on whether the student has a mobile phone, cash, travel cards, or identification. 
· Any immediate medical needs, prescribed medications, or severe allergies (AAIs) under Benedict's Law protocols. 
· Emotional state, known behavioural triggers, or potential destination addresses. 
Notification Sequence:
1. Police: Dial 999 for emergency police dispatch. Record the officer's name, collar number, and Computer Aided Despatch (CAD) incident log number. Follow all instructions given by officers. 
2. Parents / Carers: Inform parents/carers of the circumstances and the police reference number. 
3. Commissioning School & Social Care: Contact the commissioning school DSL and the allocated social worker/key worker. 
Step 3: On-Site Management
· The staff member must keep their mobile phone charged, operational, and free for urgent communications. 
· Stay at the location where the child went missing to assist arriving police officers, unless a Director authorizes a relocation. 
· Provide continuous updates to the Directors, police, and parents as new information emerges. 
Step 4: Resolution Protocols
If the Student Returns or is Located:
1. Reassure the young person; listen without judgment and assess for injuries or immediate safeguarding risks. 
2. End the session immediately and arrange a safe return home. 
3. Notify the Police (quoting CAD reference), parents/carers, social worker, and BTEC Directors that the child is safe. 
4. Log the full timeline and details on the Session Recording Sheet and submit an Incident Report Form within 12 hours. 
If the Student Remains Missing:
· Maintain ongoing liaison with the police investigation team and local authority missing persons coordinators. 
· Continue support until the young person is located or formal handover to emergency services is completed. 
5. Post-Incident Reviews, RIDDOR, and Risk Mitigation
· Incident Debrief: Following any missing person incident, the Directors conduct a formal debrief with the staff members involved. 
· Review of Risk Assessments: The pupil’s risk assessment and Personal Learning Plan (PLP) will be reviewed and updated within 24 hours. Where community absconding risks are identified, BTEC may mandate 2:1 staffing ratios or move delivery to a secure, enclosed venue. 
· RIDDOR Reporting: If the missing incident resulted in a physical injury meeting statutory thresholds, Director Chris Taylor will submit a formal RIDDOR report to the Health and Safety Executive (HSE). 
· Local Authority & Commissioner Reporting: The Lead DSL provides a comprehensive written incident investigation report to the commissioning school Headteacher and local authority safeguarding lead. 
6. Protocol When Parents or Carers Are Absent Upon Return Home
When delivering home-outreach or transporting a student back from a community session, staff must ensure the learner is safely handed over to a responsible adult: 
1. Initial Delay (0–30 Minutes): If a parent/carer is not home at the agreed arrival time, the worker stays with the student in the vehicle or a safe public space, reassuring them. The worker calls the primary parent/carer's contact numbers. 
2. Secondary Contacts (30–60 Minutes): If the parent/carer does not arrive within 30 minutes, staff begin calling the student's emergency contacts while maintaining supervision. Staff inform a BTEC Director of the delay. 
3. Escalation to Social Care Duty Team (After 60 Minutes): If no contact is established with primary or emergency contacts within one hour:
· The Directors contact the Local Authority Social Care Duty Team / Children's Social Care Front Door. 
· Children’s Social Care will make emergency arrangements, schedule a home visit, and coordinate with the Police to verify family safety. 
4. Duty of Care: The worker must never leave a child unattended outside an empty house or hand them over to unvetted neighbors. BTEC maintains care of the child until they are collected by a verified caregiver or transferred to Social Care/Police officers. 
5. Record Keeping: The Lead DSL records the incident centrally. Where uncollected incidents recur, the DSL will raise a formal child neglect concern with the commissioning school and Children's Social Care. 
7. Roles and Responsibilities
Kelly Brooke (Director & Lead DSL)
· Oversees all missing student responses and coordinates with police and local authorities. 
· Manages missing incident records, submits LA notifications, and leads post-incident safeguarding debriefs. 
· Coordinates with commissioning school DSLs on student welfare and contextual safeguarding risks. 
Ed Gibson (Deputy DSL)
· Supports emergency communications, multi-agency tracking, and staffing allocations during critical incidents. 
· Updates risk assessments and reviews supervisory ratios following incidents. 
Chris Taylor (Director & Health and Safety Lead)
· Oversees health, safety, and RIDDOR investigations for injury-related missing incidents. 
Education Specialists (ESs), Mentors, and Tutors
· Maintain active line-of-sight supervision during all community and off-site sessions. 
· Carry a charged mobile phone with emergency numbers saved. 
· Follow emergency reporting steps immediately if a learner goes missing. 
· Accurately document all events on Session Recording Sheets and Incident Forms within 12 hours. 
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