
School CME and Deletion from Roll Procedures 
 

All CME forms must be forwarded to CME@blackburn.gov.uk.  All deletions from school roll must be forwarded to schoolrollnotifications@blackburn.gov.uk   in the first 
instance. 

 
 
 
 

 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

  

 

 
  

 
 
 
 

 
 

If established that child 
has moved, obtain the 
following information: 

 New address in full 

 Date of move 

 New school details 

 

Week 2  

Check internal records: 

 Class teacher 

 SENCO 

 HOY 

 School Nurse 

 Learning Mentor 
etc. 

Week 1 

Checks made 
with: 

 friends 

 siblings 

 relatives of 
the child 

 

If social care are 
involved notify 

named contact as 
soon as concern 

arises 

Referral made to EWO – 
maintained schools only 
or where school buy-in 
an Education Welfare 

traded support package 
 

 
Telephone calls 

made, letters sent 
to family home 
and copies kept 

for log 

Obtain from parents: 
 Date of move (where 

applicable) 

 New home address in 
full (if applicable) 

 New school details in 
full 

 Date of admission  

Whereabouts Unknown Whereabouts Known 
Including within BwD borough 

transfers and other circumstances, 
e.g. medically unfit to attend or 

when a pupil has died 

If moving abroad obtain: 
 Full address 

 New school details 

 Date of move 

 Expected return date 
(if applicable) 

 Copy of flight details 

 Parents email address 

Fully complete a CME1 and 
submit to: 
CME@blackburn.gov.uk 

Fully complete deletion from roll 
notification and submit to: 
schoolrollnotifications@blackburn.gov.uk 
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