ATTENDANCE POLICY

Scallywags view good attendance and punctuality as vitally important for the learning and well being of children. Children who attend Preschool regularly, arrive and are collected on time are more secure and better able to engage with the learning environment.

Roles and Responsibilities

Parents & Carers

· To ensure their child attends every session unless they are unwell.

· To try to avoid making appointments for their child that occurs during Preschool time.

· To inform the Preschool by telephone on the first day if a child is absent because of illness and again at regular intervals if the illness is prolonged.

· To inform the Preschool if their child is going to be absent and to give the reason for the absence - this can be done by email or telephone
· To inform the manager of holidays during term time.

· To bring and collect their children promptly - please remember it is very distressing for children to be left until last.

· Ensure that children are brought and collected by a responsible adult, over the age of 16.

· Ensure that the Preschool is informed every time someone different will be collecting their child and that person has a password.

· Fees for missed sessions are still applicable.
Manager

· To ensure parents/carers understand the importance of punctuality and attendance.

· To monitor attendance and punctuality on a sessional basis.

· To speak informally to parents/carers if a child’s attendance is below the expected level of 95% or if poor punctuality seems to be having a significant effect upon the child’s development.

· To write to parents if attendance remains low or punctuality does not improve, after informal conversation.

· To inform First response if poor attendance or punctuality indicates that the child’s welfare could be in jeopardy.

· To ensure strategies for encouraging good attendance are implemented.

Key persons

· To monitor the attendance and punctuality of their key children and ensure a reason is obtained every time a child is absent from Preschool.

· To inform the manager if they have concerns about a child’s attendance or punctuality.

· To be aware that poor attendance and/or punctuality could be a safeguarding issue and to respond in accordance with the Preschool’s Safeguarding Children Policy & Procedures.

· To provide positive messages to parents/carers about the importance of punctuality and good attendance.

We understand that there maybe times that your child is unable to attend Scallywags. The procedures that we follow if a child is absent from pre-school are listed below.
Procedure
· If you are planning holidays during term time, please let us know in advance so we can record this in our register. You can do this by either informing the Manager, emailing Scallywags2017@outlook.com or by calling 01543 877712.
· If your child is sick or cannot attend for any reason, please call the Pre-School before 10:30am on that day to let us know.
· If we have not heard from you by 10:30am we will call you to establish why your child is absent so we can log this on our register.
· If we are concerned and cannot make contact with a parent/carer we may use the contact details and the emergency contacts you have given to us to try to establish why your child is absent.
· If we are concerned about the welfare of a child we reserve the right to contact First Response
· Fees remain payable during periods of absence, unless alternative arrangements have been agreed
· We will notify Staffordshire County Council where children in receipt of funding are absent for 4 weeks or their attendance is sporadic over a 4-week period as in line with Staffordshire County Council Childcare and Early Education Attendance Policy
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