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Drop off:

Classroom doors open at 8.45am and close at 8.55am. Children should be dropped off at
their classrooms during this time.

After 8.55am children must be signed in by their parent/carer and provide a reason for their
late arrival at school.

Parents/carers are expected to contact school as early as possible if their child is absent from
school.

If contact is not made the office staff will contact parents/carers and the school’s attendance
procedures followed. (Appendix 1)

If contact cannot be made the office staff will share this with the Attendance
Manager/Designated Senior Lead (DSL)/Deputy DSL to investigate further.

Persistent lateness will result in a letter /meeting with the Attendance Manager.

Pick up:

At the end of the school day, children are to be collected from their classroom doors (if a
child is attending an after school club the pick-up point may vary)

If a child is not picked up at the end of the day, staff will check to see if the child has siblings
who have been collected, as the person collecting may be talking to another member of staff.

Staff will take the child to the main entrance and ring the contact numbers on the admissions
form.

The child will be placed in Little Links and parents/carers will be charged.

Late collection from a nursery session will result in a £5 charge (and additional £5 charge for
each hour after). Late collection at 3.30pm will result in the child being placed in Little Links
and parents/carers will be charged for this.

Staff will inform their Phase Leader and continue to try contact numbers (Little Links staff will
be informed of the outcome). If the child has involvement from social care, Mrs Bailey/Mrs
Price must be informed.

If an unfamiliar person arrives to collect the child, consent to let them go with them must be
gained from the parents/carers. If it is felt that that the person collecting the child is
inappropriate, staff will speak to a member of the Senior Leadership Team.

In some instances, it may then be necessary to contact social care/the police and this
decision will be made by a member of the Senior Leadership Team.



School Attendance Procedureas

Parents will:

Ensure that all parent/carer
and emergency contact
information is up to date on our
system.
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Contact school on the first day
of absence before 9.00 a.m.
providing your child's details

and the reason for their
absence.

Contact school on every
further day of ilness before
9.00 am providing your child's
details and the reasons for
their ongoing absence.
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’/’ Provide any further ‘\‘|
information to support your
childs abzsence if requested
to by our team as we may
request medical evidence if
your child is hawving multiple
periods of absence which are
reported as being due to
l\_ medical reasons.

School will:

Take daily registers and
office staff will make
appropriate calls, prioritising
more “vulnerable children' by
8:30 a.m.
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Reasons provided for Mo Reasons provided for
absence by parent/ the absence — Trigger
carer and no CoONcems First Day Response
raised. Procedures Below.

ﬂrﬂm 8:00 a.m. call everyone on contact Iis\
(twice). Leave a message and send a
SchoolPing/Facebook message.

Call a sibling’s school to make further enguiries.

Speak to Senior Leadership Team (SLT), class
teacher, Deputy Designated Safeguarding Lead
(DD¥SL) to share any additional information.

Request a prompt home visit from DOSL or
Senior Leadership Team.

If access or contact cannot be made, a refemal
may be made to the MASH Team /
Police to request a welfare call.

If the: family are visible and safe but access
cannot be gained, a referral will not be made
unless the children are perceived to be at risk.

A letter will be sent reminding parents of
procedures. The DDSL or Attendance Manager
will arrange a meeting with parents/carers

depending on the results of the first day
\ response. /




