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Introduction
At our preschool, children’s safety and well-being are our highest priorities. Monitoring attendance and promptly responding to absences are essential to safeguarding children and ensuring that families are supported. This policy outlines our approach to monitoring and managing child absences, ensuring clear communication between staff and families.
Aim
The aim of this policy is to:

· Ensure the safety and welfare of all children.

· Establish clear procedures for reporting and monitoring absences.

· Promote regular attendance and early identification of attendance issues.

· Provide support to families where absences are frequent or unexplained.
Procedure
1. Reporting Absences
· Parents or guardians must notify the preschool as early as possible if their child will be absent, providing a reason and expected duration of absence.

· Notification can be made via phone, email, or the preschool’s official communication platform.

· If a child has a communicable illness, parents should inform staff to help prevent the spread of infection.
2. Recording Attendance
· Staff will record each child’s attendance daily, including arrival and departure times.

· Any late arrivals or early departures must be documented, including the reason for the change in schedule.

· Records will be kept securely and in line with data protection regulations.
3.  Unexplained Absences
· If a child is absent without prior notice, staff will attempt to contact the parent/guardian on the first day of absence.

· If contact cannot be made, staff may use alternative emergency contacts provided at enrolment.

· Continued unexplained absences will be documented and reviewed by the preschool management.
4. Follow-Up and Support
· Staff will check in with families to understand the reasons for frequent or prolonged absences and offer support where appropriate.

· Where necessary, referrals to external agencies (e.g., early intervention services, social services) will be made in line with safeguarding procedures.
5. Safeguarding Considerations
· Regular monitoring of attendance helps identify children who may be at risk of harm or neglect.

· Staff are trained to follow safeguarding procedures if a child’s absence raises concerns about their safety or well-being.
6. Communication with Families
· Families will be reminded of the importance of regular attendance and timely communication of absences.

· Clear guidance on absence procedures will be included in the parent handbook and discussed at enrolment.
7. Review and Amendment
· This policy will be reviewed annually and updated as necessary to reflect changes in legislation, safeguarding guidance, or preschool procedures.
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