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Attendance Policy

Regular attendance ensures that children benefit fully from the curriculum and helps them develop a sense of routine and belonging. This policy outlines our expectations for attendance, procedures for reporting absences and the actions we will take in cases of unexplained or prolonged absences.  We aim to promote consistent attendance for all children, helping them feel safe, settled and able to enjoy all learning experiences. We are committed to ensuring the safety and well-being of all children in our care. 
Attendance Expectations
We understand the importance of regular attendance in helping children feel safe, settled, and ready to learn. Establishing good attendance habits in the early years lays the foundation for lifelong learning and well-being. With regular attendance we can support children in building confidence and secure relationships. 
By attending regularly and consistently children will: 
· Develop relationships with staff and peers.
· Access a broad range of learning opportunities.
· Benefit from routine, stability, and emotional security.
We expect children to attend their scheduled sessions regularly and punctually. If a child is unable to attend, parents/carers must notify us as soon as possible. However, regular absence (even for minor reasons) can interrupt your child’s learning and confidence. 
We take steps to ensure that children are kept safe, that their wellbeing is promoted, and they do not miss out on their entitlements and opportunities. At the very least, good attendance promotes good outcomes for children. In a small minority of cases, good attendance may also lead to early identification of more serious concerns for a child or family. Children’s attendance will be monitored closely.
There are several reasons why a child may be absent from a setting. In most cases it is reasonable to expect that parents/carers alert the setting as soon as possible, or in the case of appointments and holidays give adequate notice. Parents are advised that they should contact the setting within one hour of the time the child would have been expected to advise of their absence. Designated persons must also adhere to Local Safeguarding Partners (LSP) requirements, procedures and contact protocols for children who are absent or missing from the provision.
If we do not have an explanation of absence, we will endeavour to contact you that day.   If we fail to make contact within 48 hours by phone or mail, this may result in Kea Preschool contacting Children’s Services. (This is in accordance with the Children’s Act 2004.)

Group settings are being asked, by local authorities, to ensure that they follow up on all child absences from the first day of absence. This is because there have been tragic cases of children not turning up at nursery/preschool  because their parent has fallen ill or had a serious accident, with nobody realising for some time and the child is unable to help.

The aim of the procedure is solely to keep all concerned (child and parents) safe.

This policy reflects the vision and aims of the preschool by:
· Encouraging staff, parents/carers, and children to maximise the learning experience in order that all children reach their full potential.
· Providing clear procedures for involving parents/carers relating to the setting attendance.

PRINCIPLES
Regular and punctual attendance is of paramount importance in ensuring that all children have full access to the curriculum. Valuable learning time is lost when children are absent or late and research has shown the negative effect of absence.
Children should be at preschool, on time, every day the setting is open, unless the reason for the absence is unavoidable. Permitting absence from pre-school or a funded 2-year-old place without a good reason must be acted upon by the setting. Children should arrive at the setting no later than 9.15am for morning sessions or 12.45pm for afternoon sessions. Notes are recorded on the register as to the reason for the late arrival as well as recorded on the child’s Chronological overview.  If a child is reluctant to attend the setting, communication between parent and preschool is encouraged.

It is never better to cover up their absence or to give into pressure to excuse them from attending. This gives the impression that attendance does not matter and may make things worse. 
As an Early Years setting, we actively encourage parents to support us in this policy, as our absence statistics are scrutinised by Ofsted and have an impact on the overall judgement a setting is given.

Parents/carers are expected to contact the setting at an early stage and to work with the staff in resolving any problems together.  If difficulties cannot be sorted out in this way, the setting may refer the child to the Children Services.

It is the parents’/ carers’ responsibility to contact the setting either by telephone or in writing via email or telephone whenever the child is absent.
This must be on the first day of absence by 9.30am and subsequently daily.

THE ROLE OF STAFF

The staff within each room complete a register at the beginning of each session (Breakfast Club, Morning sessions, Lunchtime, afternoon, extra afternoon and after school sessions).   If parents/carers have not explained the reason for absence by 10am, the room leader, key person or Office will ring the parent. If no explanation is given the Office enters this as unauthorised.

When appropriate, practitioners raise any concerns with the Manager who takes appropriate action when absences is a concern and contacts the parents/carers to discuss attendance issues. 





PROCEDURES
Absence is either authorised, such as in the case of illness or of religious/cultural observance, holidays or unauthorised, when there is no reason given for such absence or when it is considered that the explanation is unjustified or unreasonable.
Monitoring of these records will take place regularly and letters and/or meetings will be sent/arranged by the setting, including a referral to the Children Services, where necessary.
If absence is a persistent problem a meeting will be arranged at the setting with the parent and Manager.
 
ARRIVAL TIMES AND LATENESS
In pre-school we are trying to get children ready for school, so it is essential for your child to attend on time.  Registration is 9.15 am or 1:00pm and it is necessary for children to be punctual.  When children arrive late this can disturb our registration and circle time so please try to attend as it is good for the children for their routine and they miss out.
Kea Preschool adheres to the Early Years Foundation Stage Curriculum and acts on advice given by the Cornwall County Council in conjunction with Ofsted
In the case of funded children the local authority may use their discretion, where absence is recurring or for extended periods, taking into account the reason for the absence and impact on the setting. The setting manager is aware of the local authority policy on reclaiming refunds when a child is absent from a setting.

Reporting Absences
Parents/carers must contact the setting if a child is going to be absent on the morning of absence giving a reason for the absence. It is a government requirement that we follow-up absences and address them especially those that are prolonged or without notification.
Emergency Contacts
We require an additional 2 emergency contacts to parents and carers (up to 4 contacts)
Emergency contacts are a mix of:
· Parents/carers
· Grandparents or close relatives
· Trusted family friends or neighbours
We will ensure contacts are:
· Regularly updated
· Aware they’re listed as emergency contacts
· Have working phone numbers and availability

Unexplained Absences
On the day of absence, if we have not been notified to the child’s absence, we will attempt to contact the parent/carer using all available contact information. If parents/carers are unreachable, we will attempt to contact the additional emergency contact details to try and locate the child and understand the reason for absence. 
For safeguarding reasons, we are required to follow up on any unexplained absences. If we are unable to make contact and have concerns about a child’s safety and well-being or if the absence is unexplained and persists, we will follow our safeguarding procedures. This may include referring the matter to local children’s social care services and/or requesting a police welfare check. 
No Show / No Contact
Day 1 If a child does not attend their session and no contact has been made by the parent or carer:
· Staff will attempt to contact the family by phone (and/or other known means).
· Staff will attempt 2nd, 3rd and 4th back up contacts. 
· If contact is not made, a follow-up attempt should be made later the same day.
· The absence and actions taken will be recorded.
·   If there are safeguarding concerns or known vulnerabilities (e.g. child protection plan, history of neglect, recent domestic abuse), the DSL should be informed immediately.
·   The DSL will assess the risk and determine next steps.
Day 2 – Continued Absence and No Contact
· If still no contact has been made, the Designated Safeguarding Lead (DSL) will be informed.
· A risk assessment is conducted to determine next steps.
· Depending on the child’s vulnerability, the setting may:
· Carry out a home visit (if safe and appropriate).
· Contact other emergency contacts on file.
· Liaise with relevant professionals (e.g., health visitor, social worker).
Day 3 – Safeguarding Escalation
· If there is still no contact by Day 3:
· The setting must consider this a safeguarding concern.
· A referral may be made to the local authority's Children’s Services or the Children Missing from Education (CME) team.

Prolonged Absences

A prolonged absence is any continuous period of absence lasting 5 or more school days, whether authorised or unauthorised. This includes:
· Extended illness
· Hospitalisation or medical treatment
· Family emergencies
· Travel or holidays
· Unexplained non-attendance

Parental Responsibility
Parents and carers are expected to:
· Notify the setting as early as possible of any prolonged absence.
· Provide updates if the return date changes.
· Supply medical evidence if requested (e.g., for recurring or long-term illness).
· Arrange a meeting with the manager before the child returns, if needed.

Ongoing Monitoring
If the absence is unexplained or no contact is made, staff will:
· Attempt to contact the family by phone and/or email.
· Follow the safeguarding policy if there are concerns (e.g., conduct a home visit or alert the Local Authority).

After 10 Days of Unexplained Absence

If a child is absent for a prolonged period (consecutive sessions of absence without a valid explanation) we will make repeated attempts to contact parents/carers and emergency contacts. 
If there are concerns about the child’s welfare and safety we will consult with our safeguarding lead. We will follow our safeguarding procedures and work with relevant authorities as necessary.  In line with government requirements, we will keep detailed records of absences, including dates, reasons and actions taken to follow up.

Illnesses
We understand that occasional absence may happen due to illness. Please keep your child at home to prevent the spread of infection and inform us of any contagious illnesses such as chickenpox, measles or COVID-19. Children should not return to the setting until they are symptom-free or as advised by a medical professional. 
Late arrival/Early Collection
Although punctuality is encouraged, we understand that there may be instances where your child may be arriving late or will be collected early. Please ensure that you inform us of any changes to collection arrangements. Only authorised persons can collect children.  

Late Collection
It is important that you arrive on time to collect your child. Please ensure you arrive promptly to collect your child at the agreed time. If you're unable to do so, kindly arrange for a trusted family member or friend to collect them on your behalf and inform the setting as soon as possible. If no alternative arrangements are made and staff are required to remain beyond normal hours, a late collection fee will apply. 

Support for Families
We recognise that there are many valid reasons why attendance can be a challenge for families. We are here to help. We will work with you to:
· Adjust your child’s settling routine
· Offer flexible approaches to support re-engagement
· Use a key person approach to promote security and trust
· Refer to external services when needed


Review of This Policy
This policy will be reviewed annually or sooner if government guidance or setting needs change to ensure its effectiveness and compliance with relevant legislation.
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