CME Flowchart No.3 for Schools to follow when:

The pupil does not
arrive at school as
expected...

A CME Referral is not appropriate, at this time. School
to follow their Attendance Policy. Follow Safeguarding
processes if concerned for the pupil’s welfare / safety.

No

Has the pupil been absent
due to an authorised holiday
immediately before failing to
attend?

Yes

School continues to make *‘all reasonable
enquiries’ (inc phone calls / emails, visits)
to ascertain where the pupil is and why
they are not attending for at least 20
school days. After at least 3 home visits
have been made, is the pupil / family still
living at the last known address?

No Unsure Yes

*All reasonable enquiries must be made
prior to pupil removal, including regular
phone calls / emails to parents/carers,
enquire with other contacts, e.g. friends,
wider family & parents of known
schoolfriends, etc. Make up to 3 home
visits. All enquiries made & visit
outcomes must be listed on the referral.
Remove pupil from roll. CME Referral to
be made via the CME Schools Portal.
Select category ‘Children missing
education’ on the portal. Code H applies.

School continues to make *‘all reasonable
enquiries’ (inc phone calls / emails, visits)

to ascertain where the pupil is and why
they are not attending for at least 10
school days. After at least 3 home visits

have been made, is the pupil / family still

living at the last known address?

Keep the pupil on roll.
The CME Referral is not
appropriate. This is an
ongoing Attendance issue.
Follow your Attendance
Policy & Safeguarding
processes.

Keep the pupil on
roll. School may
wish to refer to
their EWO or
Contact the CME
Team at:
CME@Suffolk.gov.u
k /01473 265224,

Yes Unsure No

*All reasonable enquiries must be made
prior to pupil removal, including regular
phone calls / emails to parents/carers,
enquire with other contacts, e.g. friends,
wider family & parents of known
schoolfriends, etc. Make up to 3 home
visits. All enquiries made & visit
outcomes must be listed on the referral.
Remove pupil from roll. CME Referral to
be made via the CME Schools Portal.
Select category ‘Children missing
education’ on the portal. Code F applies.
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