Safeguarding and Welfare Requirement: Information and Records
Providers must maintain records and obtain and share information to ensure the safe and efficient management of the setting, and to help ensure the needs of all children are met.
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Attendance
Statement of intent:
Clifton Moor Preschool, following DfE Guidelines believes good attendance and punctuality is vitally important for the learning and well-being of all children. Children who attend Preschool who arrive and are collected on time feel more secure and are better able to fully engage with the learning environment.
Procedures:
Parents and Carers

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

· To inform the Preschool by telephone on the first day of their child’s absence and if due to illness again at regular intervals if the illness is prolonged.
· To inform Preschool of any holidays during term time.
· To drop off and collect their children promptly – please remember it will cause disruption to the Preschool routine when children are dropped off or picked up late.

· Ensure that children are dropped off and collected by a responsible adult (must be 16years and over).

· Ensure the ‘Permission to be picked up’ form is completed every time somebody different is collecting their child.
· Fees for missed sessions are still applicable and no replacements or alternative sessions will be provided.

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

· To contact Parent/Carers on first day of absence if needed.

· To monitor attendance and punctuality on a sessional basis.

· To speak to parents/carers if a child’s attendance falls below the expected level of 95% or is having a significant effect upon a child’s Preschool experience.
· To inform Children’s Social Care if poor attendance or punctuality indicates that the child’s welfare could be in jeopardy.

· In extreme circumstances to withdraw the child’s place, but not if this could endanger the welfare of the child.

· To ensure strategies for encouraging good attendance are implemented.

Glossary

Authorised Absence – sessions away from Clifton Moor Preschool where there is a good reason i.e. illness, health appointment or other unavoidable cause.

Unauthorised Absence – those which Clifton Moor Preschool does not consider reasonable and for which there has been no request for absence made.

Further Guidance
· Admissions Policy.

· Safeguarding Child Protection Policy.

· Uncollected Child Policy.
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