Phoning Procedure For Absent, Unexcused Cadets

1. Obtain list of absent, unexcused cadets from Admin Officer after opening parade.

2. Obtain a phone list including cadet phone numbers.

3. Call each absent cadet, introduce yourself, and ask the reason for the cadet’s absence.

4. Inform the cadet that to be excused they must call/contact their Flight Sergeant before the beginning of the parade.

5. Record the response of the person spoken to in the absent book.

6. If there is no answer, record this on the calling form.

7. If the cadet tells you they quit, inform them that they must return the uniform on the next parade night.  Make sure to write this in the book and tell the Admin Officer.

8. If the parent/guardian relays that the cadet should be here but is not, immediately inform the Duty Officer.

9. Remember:  BE POLITE!
10. After calling all the absent cadets, return the attendance books to the proper place, hand the roll call back to the Admin Officer.

Sample

“Is rank name there please?”  “This is rank name from 521 Squadron, I was wondering why you/they are not at cadets tonight?”

