
A Guide for Daily Attendance Processes for Parents 

Register is completed and reason for 

absence is recorded 

Classroom registers close at 8.45am 

Absence text messages sent. 

Reply message received? 

Contact attempted via 

telephone calls, through pupil 

contact list 

Response by 10.30am? 

Register updated 

with reasons 

No 

Yes 

Yes 

Home visit required within 24 hours of 

absence. 

Further concerns? 

No 

Possible referral to Social Care and/or 

Police for a Welfare Check 

Yes 

Continued concerns 

 Home visit from the 3rd day of an 

unexplained absence or if unsatisfied 

with the reason for an absence  

Child Missing in Education (CME) 

 Missing for 10 school days 

 Home visit required 

REGISTERS SESSIONS 

The register is taken twice a day. There are 2 registration 

sessions per day. 

Unplanned absence—1st day and every absent day after 

Parents to notify school by 9am 

01452 524050, Option 1 (voice message) 

07860050017 (text message) 

admin@grangeprimaryglos.co.uk (email) 

Message 

received 

Late 

Arrival after the register closes at 8.45am but 

before 9.15am—marked as Late 

Arrival after 9.15am—marked as 

unauthorised (unless a valid reason is given) 

Parents must sign their child in using the 

electronic system on arrival and give a reason 

for their lateness. 

No message received 

No 

No reason given for absences 

A letter will be sent home. 

Should no reason be given for an absence after 5 days of 

the date of absence, then the absence will be marked as 

unauthorised. 


