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Attendance Policy for Parents

Why Attendance Matters
At Potton Pre-School, we know that regular attendance is important for your child’s learning, confidence, and social development. Children thrive on routine and benefit most when they attend consistently.
The Early Years Foundation Stage (EYFS) – September 2025 requires all early years providers to:
"Promote good attendance and act promptly on unexplained absences to support children’s welfare and learning."
(EYFS 2025, Section 3 – Safeguarding and Welfare)
Our Aim
· To work with families to support good attendance habits

· To keep children safe by monitoring absences

· To identify and support any issues that may affect attendance

What We Ask of Parents and Carers
1. Inform Us of Any Absence
Whether planned or unplanned, please keep us informed of your child’s absence.
Unplanned Absences (e.g. illness, emergency):
· Contact us before 9:00am on the day of absence (or before your child’s session starts).

· You can call or email the setting.

· Let us know the reason for the absence.
· For longer unplanned absences (3+ days), please keep in regular contact so we know how your child is and can support their return when appropriate.

Planned Absences (e.g. holiday, appointments), please let us know in advance:
· The reason for the absence

· The length of time your child will be away

· The expected return date

2. Keep Us Updated
· For all extended absences — whether planned or unplanned — ongoing communication helps us support your child’s needs and plan for their return.
3. Let Us Know If You No Longer Need the Place
If your child is leaving Potton Pre-School, please give one half terms notice, so we can offer the place to another family.

When Absences Become a Concern
We understand that occasional absences are unavoidable. However, we are required to act if a child is:
· Frequently absent without explanation

· Absent for more than 10 days in a term

· Regularly late or picked up early
In these cases, we will contact you to discuss any support we can offer.
Unexplained or ongoing absence may be a safeguarding concern. As outlined in the EYFS and our safeguarding policy, we may need to involve:
· The Local Early Years Team

· Children’s Services

· Your child’s Health Visitor or other professionals

Safeguarding and Unexplained Absence

If your child is absent and we haven’t heard from you:
	Day
	What We Do

	Day 1
	We will call you. If we cannot reach you, we will try your emergency contacts.

	Days 2–3
	If we still have no contact, we may carry out a home visit or contact Children’s Services.


This is part of our duty to keep children safe.

How Attendance Is Recorded
· A register is taken at the start of each session.
· Absences are recorded as:
· Authorised – when a reason is provided

· Unauthorised – when no reason is given
· Attendance records are stored securely, in line with GDPR, and used to monitor:
· Children’s wellbeing

· Funding eligibility (e.g. 15/30-hour funding)

Funded Hours and Attendance

If your child receives 15 or 30 hours funded childcare, regular attendance is required to keep the place.

We are required to notify the local authority if:
· A funded child stops attending

· Absences are frequent or unexplained

· A child is considered missing from education
Prolonged absence without a valid reason may result in a loss of funded hours.

Working Together
We understand that every family’s situation is different. If you are experiencing difficulties that affect attendance — such as illness, transport, or family circumstances — please speak to a member of staff. We are here to help.

Contact Us
If your child will be absent, or if you need to speak to us about attendance, please contact:
Phone: 01767 262807
Email: pottonpreschool@btconnect.com
Manager/Key Contact: Holly Gabbitas
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