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Inchlair Early Learning and Childcare Centre
Absence Management Policy - Children
Aim
In order to ensure the safety and wellbeing of all children and families a daily register of attendance is taken within each of the playrooms. Any child who is absent, family will be contacted to ensure they are safe and well.
Procedure

· When a child first starts Nursery, their family will be made aware of the importance of contacting Nursery should their child be absent. Families will be provided with Nursery contact details at induction.
· A daily register will be taken in each of the playrooms to note the attendance or absence of all children. 
· SEYO should note the names of any children who are absent and pass to admin who will contact the families or make SEYO aware if a phone call has already been received to explain the absence. 

· Should the family still not make contact by lunch time of the day of absence, SEYO will contact the family to ensure they are safe and well. 

· Absences will be recorded electronically on SEEMIS.

· Absences will be reviewed monthly by PEYO and where there are concerns about any individual child, parents will be contacted and a meeting arranged to discuss how we can support their child’s attendance at Nursery. 

· Significant absences will be noted on the child’s chronology and where appropriate social work will be informed by HOC/PEYO. 
Communication with Parents/ other agencies/ Information Recording

· Families will be reminded termly via Newsletter of the importance of contacting Nursery if their child is going to be absent.
· Staff must ensure enrolment forms are completed fully at induction for all children. 
· Families will be provided with a termly census of their details which they must update sign and return. 
· Chronologies should be updated with significant details regarding families including family break-ups, new partners in their parent’s lives, bereavements or changes in circumstances of close relatives e.g. loss of job, house moves should also be recorded. Please ensure the date and time of the event is recorded and signed by the member of staff updating the chronology.
· Confidentiality will be maintained at all times unless there are concerns regarding a child’s welfare. 
· Concerns over non-attendance of a child should be shared with other services for example; Health Visitor, Social Work. 
· Should the child be moving to a new school, all information including chronologies should be passed on to their new establishment.
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