Attendance/Absence Procedures

9:00am - Registers taken.
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9:10am - Registers closed and sent
to office.
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Once checks are complete the “First
Day of Absence” report is run on
RM Integris.

Office to check registers.
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Calls made to primary contact for
any absent children.

Late children between 9:00am and
9:30am are marked as “L” and time
of arrival/reason recorded on
register. Late children after 9:30am
are marked as “U” and time of
arrival/reason recorded on register.
All children signed in via Inventory.
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If no contact is made to primary
contact then all other contacts on
record are called (primary contact to
be tried more than once).

Reasons for absence are recorded
on register (and CPOMS if
necessary).
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If still no contact is made home visit
to be conducted 2 members of staff.

Reasons for absence are recorded
on register (and CPOMS if
necessary).
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If no contact is made on home visit,

school will call 111 and request the

police/PCSO conducts a welfare visit

and informs school of outcome. Log

number and conversation recorded
on CPOMS.

On home visit, if contact is made, all
phone numbers are checked in case
of update. Parents/Carers are
reminded that they need to contact
school when child is absent. Home
visit recorded on CPOMS.

All outcomes and updates from
police/PCSO to be logged on
CPOMS.




