Child Absence/ Attendance Policy
Pre-school are required to follow up on absence in a timely manner if a child is absent for a prolonged period of time or if a child is absent without notification from the parent or carer. Pre-school will make contact with a parent/carer and alternative emergency contacts.
Pre-school will keep a log to look for patterns or trends in a child’s absence and their personal circumstances and with this will use their professional judgement when deciding if a child’s absence should be considered as prolonged. The following must be taken into account, the child’s vulnerability, parent/carer vulnerability and their home life. Any concerns will be referred to local children’s social care services and/or a police welfare check requested.
For funded places extended absences will be reported to the local authority as they can impact funding.
Reporting an absence:
Parents must call the pre-school on the first day of absence within an hour of their normal start time.
Parents must give a reason for absence either by phone call or email and must communicate the reason for absence such as illness and where possible the duration the child will be absent for.
Parents are required to notify pre-school in advance of planned absences like family holidays.
What happens if you don’t contact the pre-school:
If the pre-school doesn’t receive a communication from a parent or carer pre-school will try to contact the parent/carer using the primary contact number held on file.
If parents cannot be reached the pre-school will contact emergency contacts held on file. We require a minimum of 2 emergency contacts that DO NOT include a Parent/Carer.
If staff are concerned about the child’s welfare after repeated attempts to make contact, we will be required to follow safeguarding procedures potentially involving children’s services, (previously known as social services).
An authorised absence is a reason including illness, holidays or special celebrations.
A non-authorised absence is when a child is absent without a valid reason.




