Cronton CE Primary School

Attendance First Day Response

The First Day Response System ensures attendance and safeguarding are clearly linked.
We continue to review the process and procedures to ensure the system is as robust as possible.
The admin team oversee the first day responses as follows:

Registers are completed and returned to the School Office by 9am.
Any latecomers are logged in the InVentry System / Late Book, and marked as
late in the register. Anyone late after 9:30am is marked as U in the register.

l

Listen to phone messages and record any absences in the Absence Message
book. A copy of the message is placed in the register for the class teacher and
the appropriate mark entered in the register for that child.

l

Identify any pupils with no reason for absence. Check with class teacher or TA to
ensure child is not in school. Check the Leave of Absence book.

l

Phone parents / carers of pupils with no reason for absence by 9:30am. When
parents are contacted write out an Absence Message slip and put a copy with
the register for the class teacher. Where there is no answer, leave a phone
message for parent to contact school. This is recorded on SharePoint

l

If the parent does not contact school, make Gill Gaskin aware. If no contact has
been made by mid-day, contact the next person on the Data Collection Sheet /
Contact Sheet.

l

If still no contact, a home visit is made by 2 members of staff. If still no contact
Police must be called.




