
 Children’s Services     
Admissions and Access to Education Service (AAE)

Children Missing Education Flow Chart  
 (n.b. if CME cannot be located, reasonable enquiries form submitted to 

Head Admissions and Access to Education for sign off) 

AAE receive notification of 
CME 

Enter on database category CME If CME (not EHE), CME/Data 
officer makes initial enquiries 
and follows up any leads in 
referral (e.g. previous school 
details, housing details, 
admissions information, 
Frameworki information). 

Resolved & on roll 

Record on database 
NFA.   

Close to AAE 

Education provision not 
verified and no reasonable 
explanation received 

CME/Data Officer sends CME 
standard letter 1 to 
parent/carer within 15 working 
days from date AAE receive 
referral 

No response and no education 
provision verified 

Transfer case to CME/EHE Field 
worker to undertake further 
enquiries  for consideration of 

home visit/legal action 

School Attendance Order 
Proceedings if initiative fails to 
resolve situation 

CME/Data Officer sends CME 
letter 2 to parent/carer 

Education provision place still 
not verified 

If EHE, letter from CME 
Officer to parent/carer 
explaining process   

AAE follow agreed EHE 
procedures in manual chart 




