
CME Flowchart No.2 Parent says the pupil / family are moving address. 

CME Flowchart No.2 for Schools to follow when:                                                   9.1 Code g 

 Parent/Person with PR says the 

pupil / family are moving. The 

new address has / will be given. 

NB The new address must be 

where the pupil normally lives. 

Yes 
 Is the new 

address 

outside of the 

UK? 

No 

Obtain the new 

address & 

moving date. 

Does the pupil no longer 

‘normally lives’ a 

reasonable distance from 

school? If in doubt, 

contact the CME 

Team. Consider 

individual pupil/family 

circumstances. 

NB For Code g to apply, 

the school must have the 

new address and state it 

on the CME Referral. If 

unsure, please contact the 

CME Team – 

CME@Suffolk.gov.uk / 

01473 265224 BEFORE 

pupil removal.  

No 

The pupil must 

remain on roll until a 

new school confirms 

the pupil is on their 

school register & gives 

the start date. A CME 

Referral is not 

appropriate. School to 

follow their 

Attendance Policy. 

Follow Safeguarding 

processes if concerned 

for the pupil’s welfare 

/ safety.   

Yes 

The pupil can be 

removed from roll 

once the moving date 

has passed. When 

school is satisfied that 

the pupil has moved, 

make the CME 

Referral via the CME 

Schools Portal. Select 

category ‘Child 

missing education’ on 

the portal. Code g 

applies. 

NB The name of the LA Team / 

Person giving agreement for pupil 

removal & reasons why, also the 

new address must be entered on the 

CME Referral. If school are unsure 

if the pupil has actually moved, 

then all reasonable enquiries must 

be made before the pupil is 

removed & the CME Referral is 

made.  See CME Flowchart 3 for 

the definition of ‘all reasonable 

enquiries.’  

Remove the pupil from 

the roll once the moving 

date has passed. When 

school is satisfied that the 

pupil has moved, make the 

CME Referral via the 

CME Schools Portal. 

Select category ‘Child 

missing education’ on the 

portal. Code g applies. 

Select the Yes field to the 

Question ‘If the pupil has 

moved abroad… & enter 

the new address.  

If the pupil is a CIC – 

Contact the Virtual School 

BEFORE removal. If the 

pupil has an EHCP – 
Contact the relevant SEND 

Team for advice BEFORE 

removal. 

Only once agreed by 

the relevant LA Team 

No 

Agreement 
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