Cotgrave Candleby Lane School
Breakfast Club Absence Procedure

Parents book onto breakfast club through the Clubs section on
ParentPay. Bookings can be made or cancelled until 3pm the day
before the session. After this time, parents should call or email

the school office.

Yes

An attendance register is created by the office
and shared with the breakfast club staff.

Yes

Child Arrives at Breakfast club
between 8am & 8:15am through
reception

Parent should call or email
the school office before 8am

Children are marked in on the register.

School office will check the inbox and voicemail.
If no message has been received, they will call

the parent/carers

y

Breakfast club ends at 8:40

If contact cannot be made the office will
continue to ring until 8:40am. At 8:45am the

office will check to see if the child has arrived

for registration.

their classroom

\ 4
Years 1&2 W;{Iiac:;\?/r; fhe Year 6
Are escorted to . Are escorted to the
secure corridor to annex

their classroom

Is child registered
to walk to school

The police will
be called

A DSL or member of SLT will undertake a home
visit. If pupil is not at home, a home visit letter
will be left requesting contact by the end of the

school day.

v

IF THERE IS NO CONTACT AND NO RESPONSE TO THE HOME VISIT If the child has a social worker, they will be informed that the
child has not arrived at school and that they have not been seen when a home visit was carried out.

Family and Children’s direct will be contacted for advice and to request a safe and wellbeing check. The police will also be

contacted if required. Professional advice to be followed.




