[bookmark: _Hlk77067591][image: A picture containing text

Description automatically generated]       HOLY ANGELS PRE-SCHOOL
                  
Attendance Policy
Policy Statement                                                                                                                                                 We are committed to ensuring children’s safety, wellbeing, and access to their full entitlement of early years education. Regular attendance supports positive outcomes and enables early identification of any concerns. This policy outlines our procedures for managing attendance, safeguarding children, and supporting families.
📅 Attendance Procedures
· 📞 Parents/carers must notify the setting of any absence within 30 minutes of the expected arrival time.
· ✈️ For planned absences (e.g. holidays, appointments), advance notice should be given.
· 📱 If a child fails to arrive and no contact is received, the designated person will attempt to telephone the parents after 30 minutes.
· 📇 If no contact can be made, emergency contacts listed on the child’s registration form will be called.
· 📝 Contact attempts continue throughout the first day and are recorded on FAMLY.
· ❓ If no contact is made, the absence is recorded as unexplained and followed up daily.
· 🧑‍⚖️ After three working days without contact, Children’s Services will be consulted.
· 📂 All absences are documented with reasons, expected duration, and follow-up actions.
· 🗃️ Records are retained for at least three years or until the next Ofsted inspection.
🛡️ Safeguarding and Vulnerable Children
· 📞 The designated safeguarding lead or key person will contact parents/carers to establish the reason for absence.
· 👥 If the child is known to professionals (e.g. social worker), they are informed the same day.
· 🚨 If concerns arise, safeguarding procedures are followed immediately.
· 📢 If contact cannot be made and the child is known to social care, the social worker is notified.
· 📆 If a child misses three consecutive sessions without contact, TESS is consulted.
· 🧾 For children with a child protection plan or prior concerns, immediate contact is made with Children’s Services.
📉 Poor or Irregular Attendance
· ⚠️ Persistent absence may indicate underlying issues.
· 🗣️ The manager will discuss concerns with parents to identify barriers and offer support.
· 🤝 If attendance does not improve, a referral to a multi-agency team may be considered.
· 🧑‍⚕️ For children with safeguarding concerns, poor attendance is reported to the social worker.
· 💸 The local authority may review funding for children with recurring absences.
🧑‍🏫 Staff Guidance
· 🗓️ Maintain accurate daily attendance registers.
· 📝 Record all absences with reasons and follow-up actions.
· 🚨 Escalate unexplained absences to the safeguarding lead.
· 🤝 Communicate sensitively with families and offer support.
· 🛡️ Follow safeguarding procedures rigorously and document all actions.
· 📞 Liaise with external professionals promptly when concerns arise.
👨‍👩‍👧 Parent-Friendly Summary
We understand that children may occasionally be absent due to illness or family commitments. However, regular attendance helps your child thrive and ensures they don’t miss out on valuable learning and social experiences.
· 📞 Let us know – Please contact us as soon as possible if your child will be absent.
· ⏰ Timely contact – Ideally within 30 minutes of their expected arrival.
· 📱 We’ll check in – If we don’t hear from you, we’ll try to get in touch to make sure everything is okay, if we cannot contact you, we will attempt to contact the emergency contacts on your child’s registration form.
· 🧑‍⚖️ Safety first – If we can’t reach you, we may seek advice from Children’s Services.
· 🤝 We’re here to help – If regular attendance is difficult, talk to us—we’ll work with you to support your child’s development.
📚 Legal and Regulatory Framework
· Statutory Framework for the Early Years Foundation Stage (EYFS) – Section 3
· Working Together to Safeguard Children (HM Government)
· Children Act 1989 and 2004
· Education Act 1996 – Attendance and safeguarding provisions
· Torbay Safeguarding Children’s Partnership (TSCP) Procedures
· Ofsted Inspection Framework – Leadership, safeguarding, and welfare
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