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Attendance Policy 
At Little Poppins Pre-School, we are committed to ensuring the safety, wellbeing, and consistent development of every child. Regular attendance is vital for children to fully benefit from the experiences we offer. This policy outlines the expectations and procedures surrounding child absence from the setting.

Arrival 
Please arrive to your session on time where possible. Arriving late can be disruptive for the daily plans. Please note, if we are going out or doing forest school we leave promptly at 9:30am and any arrival after this time means we will not be at the premises, and you will be required to drop your child to our location. Furthermore, we tend to do any interventions such as Speech and Language sessions, in the morning when the children are fresh and more ready to engage. 

Absences
All absences are recorded and monitored.
If your child is unable to attend on their scheduled day, you must notify us by 9:30am on the first day of absence and continue to inform us daily for the duration of the absence. You can report absences via:
· Telephone text message or WhatsApp: 07470163378 or 07436200070
· EY App 
· Email: littlepoppinsfaversham@outlook.com 
 Please note, if your child’s space is paid for by government funding, they can recuperate funding from the setting for persistent absence. In the unlikely event of this happening the outstanding balance will be payable by the parents/guardians with whom our contract is with. 

Unexplained Absences 	

Children’s attendance is monitored closely. If we do not hear from you by 10am on the first day of absence, we will:
· Try to contact you via phone
· Follow this up by email/text/Whatsapp if the call is unanswered 

If we have not heard anything by the end of the day we will:
· Try to call you again, if the call is unanswered, we will:
· Contact your emergency contacts 
· If your emergency contacts have not heard from you, we will escalate the matter to our DSL (Designated Safeguarding Lead). Our DSL/manager will conduct a home visit, if the home visit is not successful we will be required to contact children’s services and/or the police to conduct a welfare check, in accordance with the Children’s Act 2004

This procedure reflects guidance from the local authority and is in place due to past serious incidents where the absence of a child went unnoticed following a parent’s illness or emergency.
The sole purpose of this policy is to protect the safety and welfare of the child and their family.

Policy Aims and Principles 

· To encourage parents, cares and staff to prioritise attendance to maximise children’s learning and development
· To outline clear procedures for parental involvement and attendance communication
· To establish a clear understanding between staff and parents about the importance of parent partnership and open and honest communication 

Parental Responsibilities 

· Notify Little Poppins of your child’s absence by 9:30am on the first day of absence via the communication means outlined in this policy
· Work in partnership with the staff at Little Poppins to address any barriers to regular attendance 
· Arrive on time for your child’s session
· Collect your child on the allocated arrival time

Staff Responsibilities 
· Registers at the beginning of each morning and afternoon session 
· Follow up all unexplained absences 
· Any unexplained absences must be marked unauthorised 
· Any explained absence must be recorded as what it is such as, sickness, chicken pox, family day, holiday (holiday is only used when it is pre-booked)
· Record and monitor all absences and share any concerning absences to the DSL/management 
· The manager/DSL will take appropriate action regarding absences 

Types of Absences 
· Authorised – pre-booked or agreed in advance, sickness, religious observance, holidays etc
· Unauthorised – not agreed in advance or pre-booked, non-explanation absences and unjustified reasons. 
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