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Attendance and Absences

It is our intention to improve communication about absences. We aim to ensure as many methods of communication as possible are available to busy parents and these are accessible through open, fair and clearly communicated procedures.

Procedures
· We ask all parents to tell us if their child is going to be absent and to provide a reason, for example if they are unwell or have an appointment.
· We expect parents to make contact with us by phone or email between by 10am on the first day their child is absent.  

Phone: 01954 210841 (voice message is available)
E mail: caldecotepreschool@outlook.com

· If a child is absent for a prolonged period of time, or a child is absent without notification from parent/carer, attempts will be made by the setting to make contact with parents, carers, or other alternative emergency contacts.
· If there is no reply when we call the parent and the child does not arrive for their next session, we will continue to attempt contact with the emergency contacts listed.
· If we are concerned about the welfare of the child we follow our safeguarding and child protection procedures.
· Caldecote Preschool will consider any trends or patterns in absences and personal circumstances and will use their professional judgement when deciding whether a child’s absence should be considered as prolonged.
· We ask parents to tell inform us of any planned holidays or appointments, in advance.
· If a child is absent for more than two consecutive weeks, we will take advice from the Early Years Association and Safeguarding Advisors. Parents will be informed of this.
· We understand that if a child is registered to attend our setting on certain days but is regularly absent, we will be asked to demonstrate to an auditor the reasons we have claimed funding for the child for those days. For example, we may be asked to demonstrate the steps we have taken to make sure that the parents are aware of the entitlement and the attendance requirements at the setting.
· For parents who pay for sessions, they will still be charged in cases of absences or holidays. This information is included in the Bookings, Amendments and Payment of Fees policy.
· We continue to charge parents if the setting is closed due to unforeseen circumstances such as power failure or heavy snow. We will do our best to accommodate returning a free of charge session where possible.
· We continue to charge parents if we are open during poor weather conditions and they are unable to bring their child to the setting.
· Absences will be recorded and monitored and any trends identified will be investigated and appropriate action and support offered. 
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