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…‘Everyone who uses what he has will get more. He will have much more than he needs. But 

the one who does not use what he has will have everything taken away from him.’ 

Parable of the Talents. (Matthew 25:14- 30) 

 

 

 
 
 

Policy for removing a child from roll 
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Our School Vision – 

We are an Inclusive Community where Christian values empower us.  With God’s 

guidance, we work with pride and passion to create life-long learners who fulfil their 

potential.  If we work together, we will be the very best that we can be: achieving, 

celebrating and succeeding whilst having fun. 

 

Everyone is Important, Love and Care, Giving, Using your Talents and 

Forgiveness 
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Legally, schools whether maintained or an Academy have to follow the same legislation for removal 
from roll which are laid out under Regulation 8 of The Education (Pupil Registration) (England) 
Regulations 2006. The relevant Regulations are in Appendix 1. 

The school has to inform the local authority under the Regulation 12(3) Education (Pupil 
Registration) (England) Regulations 2006 of any pupil who is going to be removed from the 
admissions register. The relevant Regulations are in Appendices. 

Rationale 

We aim to provide the best possible education for the children in our care, based on the strong 
foundation of our Christian principles. However, we also recognise that there will be times when 
parents feel that another school could better meet the needs of their child. There may also be times 
when parents remove their child from a school in a form of protest. The school must follow the legal 
regulation, which are different from the guidelines issued by the LA. 

We take our safeguarding responsibilities very seriously and will always do our utmost to make sure 
that children are safe.  

Removing a child from the school roll is a very important decision. Children who fall out of the 
education system are likely to have poor outcomes and may be exposed to increased risk of harm. 
Schools must follow correct procedures to ensure that they do not breach their legal and 
safeguarding duties. 
 
Pupils must not be deleted from the school roll without authorisation from the head teacher or other 
designated person. 
 
Transfer of data - Common Transfer File (CTF) 
 
Whenever a pupil is deleted from a school roll, the school has a statutory duty to upload a CTF to 
the Department for Education (DfE) School-to-School (S2S) website. The Education (Pupil 
Information) (England) Regulations 2005 describe the information that must be transferred and 
the method of transfer. The school releasing the pupil must send a CTF to the new school within 15 
school days of deregistration. Where possible, the CTF should be sent to the new school before 
the pupil leaves. This applies to any transfer at any time between educational establishments for 
pupils aged 3 to 16 years (Nursery to end of Year 11). 
 
 
 
 
 
When generating a CTF, the following codes should be used: 

 local authority number (where new school is based) followed by the new school number (for 
DfE registered schools). 

 XXX XXXX where the destination school is not known or the pupil is missing. 
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 MMM MMMM where the destination school is outside the maintained sector (independent) 
or the child is being educated otherwise than at school or the child has moved outside 
England or Wales. 

 

Removing a child from the roll. 

References to Regulation 8 referred to in brackets.  

A child can be removed from the roll of the school when:  

 They have been subject to a school attendance order and another school is now named on 

the SAO. (8. 1a) 

 They have been registered at another school, except where dual registration applies because 

the child has no fixed abode. (8.1b). They can be removed from the date of last attendance 

once the new school placement has been confirmed. 

 They are being home educated and the school has been notified in writing. (8.1d). The school, 

not the parent, has the duty to inform the LA that a parent has decided to home educate.  

 They have moved away and are beyond a reasonable distance from the school. (8.1e). Pupils 

can be deleted under this criteria where it is clear that the parent has no intention of 

maintaining the school place. A walking distance of over two miles would be unreasonable 

for a primary age pupil. Schools may remove a child from roll under this criterion without 

waiting for confirmation of a school transfer. However, the school must have details of the 

child’s new address to enable a referral to the receiving LA and reduce the risk of the child 

falling out of the education system.  Where a parent has notified the school that the child is 

leaving the country and the school has concerns, such as safeguarding or poor attendance, 

the parent should be asked to provide proof of travel.  In all cases, the school follows the 

procedures for reporting a child missing education.  

 They have not returned following a period of authorised absence for a holiday (8.1f). Pupils 

can be removed from the roll if all three of the following conditions are met: 

1. They have failed to attend for a period of 10 days following the expiry of the 

authorised leave. 

2. There are no reasonable grounds for them not to return, such as sickness or an 

unavoidable cause for the absence. 

3. Both the school and LA have made reasonable enquiries but failed to find the child. 

The school must contact the EWO, who should support the efforts to find the child and carry 

out a visit to the last known address. The school follows the procedures for reporting a child 

missing education. 

 The child is certified as too ill to continue education (8.1g). A medical professional will need 

to certify that the child is medically unfit to continue education due to a terminal condition or 

a serious medical condition which will mean they will not be in a fit state of health to return to 

school before they cease to be of statutory school age.  
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 The child has been missing for 20 days or more continuously (8.1h). Schools may remove 

the child provided all three of the following conditions are met: 

1. None of the period of absence was authorised by the school. 

2. There are no reasonable grounds for them not to return, such as sickness or an 

unavoidable cause for the absence. 

3. Both the school and LA have made reasonable enquiries but failed to find the child. 

During the first ten days the school must make reasonable attempts to locate the 

child and facilitate their return. This must include writing to the parents, attempting 

to make telephone contact with parents, appropriate friends and relatives and 

home visits.  

The EWO must be involved on Day 11, if not already involved and should also 

make all reasonable efforts to find the child, including a home visit. The school 

follows the procedures for reporting a child missing education. 

 The child has been given a custodial sentence of 4 months or longer (8.1i) and will not be 

returning to the school. 

 They have died. (8.1j) Remove once formal notification has been received. 

 They have been permanently excluded (8.1m). The child can be removed from the roll once 

the time limit for an independent appeal has expired or the decision to permanently exclude 

has been upheld at the appeal hearing. 

The school must notify the LA on the first day of the exclusion.  

N.B regulation 8.1k refers to pupils above statutory school age and regulation 8.1l does not apply 

to academies. 

Nursery children leaving a school.  

If a child has been in a nursery class but is not transferring to the Reception class it is not a legal 

requirement for a CTF to be uploaded as they are not of compulsory school age. However, it is good 

practice to do so and we require that schools follow this process.  

Gypsy Roma Traveller pupils. 

The removal from roll of children with no fixed abode is covered by Regulation 9 of the Education 

(Pupil Registration) (England) Regulations 2006. 

Traveller children who are only registered at one school can be removed from roll in the same way 

as other pupils. Pupils cannot be deleted if the school has authorised the leave of absence for the 

purposes of travelling. But if there was an unauthorised absence for 4 weeks and neither the school 

nor the LA managed to locate them then they can removed from roll. 

Traveller children cannot be removed from the roll of the school they normally attend when their 

parents are travelling. This school is referred to as the “school of ordinary attendance” or, more 

commonly, the base school and the pupil must have attended it in the last 18 months. If two schools 
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meet the definition of the base school, the most recent school to do so is regarded as the “school of 

ordinary attendance”. 

 

Traveller children can be deleted from the roll of other schools if they are not currently attending that 

school. They cannot be removed from roll if they are simply absent, for example, through illness. 

Any such removal from roll must be in accordance with the regulations and this policy. 

Traveller children of compulsory school age are expected to attend at least 200 sessions a year and 

the use of code T for more than 180 sessions could indicate that the pupil has failed to meet his 

requirement. Any concerns around this area should be addressed but may require specialist support 

from the LA. 

Informing the Local Authority. 

The LA maintain the duty to provide school places and must be informed when a school takes a 

child off roll. The regulations (12.1a and 12.1b) require the LA to be informed of registered pupils 

who fail to attend regularly or are absent for ten days or more, specifying the cause of the absence, 

if known. 

When a school is following the regulations and removing a child from roll, the LA will need the 

following information –  

  Full name of the pupil. 

 Address of the parent with whom they usually reside. 

 Grounds for the removal of the name from the school roll. 

This information must be sent as soon as the ground for deletion is met and no later than deleting 

the pupil’s name from the register.  
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Appendix 1 

Deletions from Admission Register 

Regulation 8 of the Education (Pupil Registration) (England) Regulations 2006 

8.—(1) The following are prescribed as the grounds on which the name of a pupil of compulsory school age shall be deleted from 

the admission register—  

(a) where the pupil is registered at the school in accordance with the requirements of a school attendance order, that another 

school is substituted by the local education authority for that named in the order or the order is revoked by the local education 

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 school; 

(b) except where it has been agreed by the proprietor that the pupil 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 pupil at another school; 

(c) where a pupil 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 school and the proprietor of any other school at which he is registered has given consent to the 

deletion; 

(d) in a case not falling within sub-paragraph (a) of this paragraph, that he has ceased to attend the school and the proprietor has 

received written notification from the parent that the pupil is receiving education otherwise than at school; 

(e) except in the case of a boarder, that he has ceased to attend the school and no longer ordinarily resides at a place which is a 

reasonable distance from the school at which he is registered; 

(f) in the case of a pupil granted leave of absence exceeding ten school days for the purpose of a holiday in accordance with 

regulation 7(3), that — 

(i) the pupil has failed to attend the school 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 pupil is unable to attend the school by reason of 

sickness or any unavoidable cause; and 

(iii) both the proprietor and the local education authority have failed, after reasonable enquiry, to ascertain where the pupil 

is; 

(g) that he is certified by the school medical officer as unlikely to be in a fit state of health to attend school before ceasing to be of 

compulsory school age, and neither he nor his parent has indicated to the school the intention to continue to attend the school after 

ceasing to be of compulsory school age; 
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(h) that he has been continuously absent from the school 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 pupil is unable to attend the school by reason of 

sickness or any unavoidable cause; and 

(iii) both the proprietor of the school and the local education authority have failed, after reasonable enquiry, to ascertain 

where the pupil is; 

(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 pupil will return to the school at the end of that period; 

(j) that the pupil has died; 

(k) that he will cease to be of compulsory school age before the school next meets and the relevant person has indicated that he 

will cease to attend the school; 

(l) in the case of a pupil 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 pupil of the school; 

(m) that he has been permanently excluded from the school; or 

(n) where the pupil has been admitted to the school to receive nursery education, that he has not on completing such education 

transferred to a reception, or higher, class at the school. 

(2) In a case not covered by paragraph (1) (a), (j) or (m), the name of a child who has under arrangements made by a local 

education authority become a registered pupil at a special school shall not be removed from the admission register of that school 

without the consent of that authority, or if that authority refuse to give consent, without a direction of the Secretary of State.  

(3) The following are prescribed as the grounds on which the name of a pupil not of compulsory school age is to be deleted 

from the admission register—  

(a) that he has ceased to attend the school, or, in the case of a boarder, that he has ceased to be a pupil of the school; 

(b) that he has been continuously absent from the school for a period of not less than twenty school days and — 

(i) at no time was his absence during that period agreed by the proprietor; 

(ii) the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the school by reason of 

sickness or any unavoidable cause; and 

(iii) the proprietor of the school has failed, after reasonable enquiry, to ascertain where the pupil is; 

(c) that the pupil has died; 
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(d)where the pupil has been admitted to the school to receive nursery education, he has not on completing such education 

transferred to a reception, or higher, class at the school; or 

(e) that he has been permanently excluded from the school. 

(4) For the purposes of this regulation—  

(a) a pupil shall be treated as ordinarily residing at a place where the pupil is habitually and normally resident apart from temporary 

or occasional absences; 

(b)“reception class” means a class in which education is provided which is suitable to the requirements of pupils aged five and any 

pupils under or over that age whom it is expedient to educate together with pupils of that age; 

(c) children are to be regarded as having been admitted to a school to receive nursery education if they were placed on admission 

in a nursery class; 

(d) the permanent exclusion of a pupil from a maintained school does not take effect until the proprietor has discharged its duties 

under regulations made under section 52 of the Education Act 2002(1), and— 

(i) the relevant person has stated in writing that he does not intend to bring an appeal under those regulations; 

(ii) the time for bringing an appeal has expired and no appeal has been brought within that time; or 

(iii) an appeal brought within that time has been determined or abandoned; 

(e) the permanent exclusion of a pupil from an Academy, a city technology college or a city college for the technology of the arts 

does not take effect until the proprietor has discharged its duties in relation to a permanent exclusion under the agreement entered 

into pursuant to section 482 of the Education Act 1996(2) and 

(I) the relevant person has stated in writing that he does not intend to bring an appeal; 

(ii) the time for bringing an appeal has expired and no appeal has been brought within that time; or 

(iii) an appeal brought within that time has been determined or abandoned. 

 

 

 

 

 

 

 

 

http://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made#f00009
http://www.legislation.gov.uk/uksi/2006/1751/regulation/8/made#f00010
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Appendix 2 

Dual Registration of children with no fixed abode.  

Regulation 9 of the Education (Pupil Registration) (England) Regulations 2006 

 

9.—(1) This regulation applies to a pupil who —  

(a)has no fixed abode for the reason that his parent is engaged in a trade or business of such a nature as to require him to travel 

from place to place; and 

(b) is at the time registered as a pupil at two or more schools. 

(2) The name of a pupil to whom this regulation applies shall not be deleted from that pupil’s school of ordinary attendance 

pursuant to regulation 8(1) (b) or (c).  

(3) Subject to paragraph (4), for the purposes of paragraph (2), a school is a pupil’s school of ordinary attendance if, during the 

immediately preceding 18 months, it is the school which the pupil has attended during periods when his parent is not travelling in the 

course of trade or business.  

(4) In any case in which two or more schools fulfil the definition of a school of ordinary attendance in paragraph (3), paragraph (2) 

applies only in respect of the school which fulfils the definition most recently.  
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Appendix 3 

Returns.  

Regulation 12 of the Education (Pupil Registration) (England) Regulations 2006 

 

12.—(1) Subject to paragraph (2), the proprietor of every school shall make to the local education authority, at such intervals as 

may be agreed between the proprietor and the local education authority, or as may be determined by the Secretary of State in default 

of agreement, a return giving the full name and address of every registered pupil of compulsory school age who—  

(a) fails to attend the school regularly; or 

(b)has been absent from the school, where the absence has not been treated as authorised in accordance with regulation 6(2), for 

a continuous period of not less than ten school days, and specifying the cause of absence if known to the proprietor. 

(2) Paragraph (1) shall not apply with respect to —  

(a) any absence from the school due to the pupil attending another school at which he is a registered pupil; or 

(b) any period during which the pupil was attending an approved educational activity in accordance with regulation 6(4). 

(3) As to the contents of the admission register comprising particulars relating to a pupil whose name is to be deleted in accordance 

with regulation 8(1)(d), (e),(g),(i) or (m), the proprietor shall make a return to the local authority for every such pupil giving the full 

name of the pupil, the address of any parent with whom the pupil normally resides and the ground upon which their name is to be 

deleted from the admission register as soon as the ground for deletion is met in relation to that pupil, and in any event no later than 

deleting the pupil’s name from the register.  

 

 


