Attendance Procedure for First Day Contact & Attendance Issues

Day 1 Contact from parents to explain

No Day 1 School to telephone parent/

absence

Yes

v

Record absence in register and ex-

pected date of return. ves

v

by 9:45a.m.

carers to establish reason for absence

Monitor attendance and take action
according to policy to address any
attendance issues.

obtained?

Contact made? Reason

A
Try other school methods of contact e.g.
email, text or calling other known contacts.
Yes Contact made? Reason
obtained?
Is the child on the
school’s vulnerable list?
No
Attempt further contact
throughout the day and
the following day.
Yes
Contact Made?

Day 2—No contact made

by 11a.m. Organise home
visit to check

o )

Inform Learning Mentor
(DSL in his absence). Fol-
low child’s individual plan

'

Record actions/outcomes
on CPOMS

These may include:

Record actions on CPOMS.

Police welfare check, Contact with SCIES, Referral to CHECS
Meanwhile continue to attempt to make contact.

Identify coordinator. Urgent attendance information gathering. To make informed decision about next steps.




