Attendance and Absence Policy
Good attendance is important and there are many benefits to be gained from regular attendance. Children who attend their planned sessions and arrive on time are more likely to feel a sense of security and belonging, and understand what is going on in the setting. 
A sessional register is kept to monitor children’s attendance. Reasons for absence are recorded on the register. 
When a child is going to be absent from the setting, parents should:
· Endeavour to contact the pre-school in a timely manner to report their child’s absence. This can be achieved via telephone call, email or text.
· Inform the pre-school of the predicted length of absence.
· Inform the pre-school of planned holidays and complete a holiday form if necessary (funded children only). 

When a child is absent from the setting without reason, the pre-school will:
· Endeavour to contact the child’s parents within two days of absence. This will usually be via telephone call. If this is unsuccessful a text or email may be sent.
· Attempt to reach the child’s emergency contacts if their parents cannot be reached after several tries. The pre-school must attempt to obtain at least two emergency contacts for each child.

When a child is absent from the setting for a prolonged period without reason, the pre-school will:
· Make final attempts to contact the child’s parents and emergency contacts to ascertain the location and wellbeing of the child.
· Contact the Local Authority Safeguarding Hub (LBB Children and Families Hub) to report the prolonged absence of a child. If there is reason to believe the child is in immediate danger, the police may be called. 
· Where a child is known to Social Care, the prolonged absence will be reported to the appropriate social worker. 

Policy created using guidance from:
Early Years Foundation Stage (2025)
Working together to safeguard children (2023)
Local Authority guidance (2026)
