CME referral flow chart during COVID 19

Pupil has stopped attending or
engaging with learning and school
are unable to contact parents after

3 days

Resolved?
Or, is another service
required?

If child is located and is due to return or is
accessing on-line learning successfully,
keep on roll and refer to

DfE coding guidance

If any safeguarding concerns arise, refer to
ECIRS and keep on roll and continue with
CME referral if necessary

Day 3 Contact Local
' Authority Link Officer
Begin to make address

Reason.able check and any other
Enquiry agency checks

Primary schools to
discuss home visit

Days 3-10
Send 3-day ‘where are you?’ letter

Continue to call all contact numbers including
emergency numbers

Send text
Send email

Carry out home visit (high schools will undertake
their own visit)

Where there has been no contact with parent or
where there is insufficient information

Submit Reasonable enquiry form to

Attach attendance registration certificate

When is it appropriate to take a pupil off roll?

20 days continuous absence, where there has been no communication between parent and school/Local
Authority.

After both the school and local authority have tried to locate the pupil and reasonable enquiry has been
undertaken, and this form has been returned to the local authority CME team who have agreed off rolling
after council tax and social care checks, and/or confirmed referral made to CME in their new Local

Authority.



https://www.gov.uk/government/publications/coronavirus-covid-19-attendance-recording-for-educational-settings/process-for-recording-attendance-and-using-the-educational-setting-status-form
mailto:CME@ealing.gov.uk

