Daily Attendance Procedure

[bookmark: _GoBack]Staff not completing registers should be added to spreadsheet and emailed to A.Boyle daily
· Call any teacher at 12.35pm who has not completed register for P5 (S4-S6)*      [image: ]         
· Call any teacher at 1.25pm who has not completed register for P5 (S1-S3)*        [image: ]           
· Check P5 ‘General Registration’ for any anomalies                                                     [image: ]        

· Call any teacher at 2.10pm who has not completed register for P6*                      [image: ]             
· Check P6 ‘General Registration’ for any anomalies and chase up                            [image: ]             

· Call any teacher at 3.00pm who has not completed register for P7*                      [image: ]
· Check P7 ‘General Registration’ for any anomalies and chase up                            [image: ]



Finish Time :________
Start Time :________
Date : _________
Name :  _________
· Check P3 ‘General Registration’ for any anomalies                                                    [image: ]
· Call any teacher 10.55am who has not completed register for P3*                        [image: ]
· Send Group Call 2 at 11.00am 
· Call any teacher at 11.45am who has not completed register for P4*                    [image: ]            
· Check P4 ‘General Registration’ for any anomalies                                                     [image: ]               
      ---------------------------LUNCH – 12.25pm – 1.15pm-----------------------------                                                                                        
                  
· Check P2 ‘General Registration’ for any anomalies from P1                                  [image: ]
· Call any teacher at 9.50am who has not completed register for P2*                   [image: ]
· Call parents of absent pupils who have not left a message or responded
-------------------------INTERVAL – 10.30am – 10.45am---------------------------

           [image: ]                               
· Listen to any voicemail on absence line and code                                                   [image: ]
· Do Late Desk form 8.50am – 9.20am                                                                         [image: ]
· Check tray for letters                                                                                                     [image: ]
· Call any teacher who has not completed register for P1*                                      [image: ] 
· Send Group Call 1 at 9.20am for all TBCs P1                                                                                 [image: ]



Friday
-Create list of lowest 20 attenders (weekly and overall) by house group and print for Pastoral            [image: ]          
-Create list of lowest 20 attenders by year group (weekly and overall) and print for Year Heads             [image: ]                                      
Following up anomalies
1. Double check with teacher 
2. Check Medical Room
3. Check appointments/sign out 
4. Check meetings/events/trips
5. Call parent immediately if confirmed Truancy
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