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Attendance and Absence Policy and Procedures
Policy Information
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1. Policy Statement
At Helmdon Acorns Pre-School, we believe every day is a vital building block for a child’s future. This policy outlines our procedures for managing attendance and punctuality to keep children safe and ensure our setting remains a high-quality, sustainable resource. It aligns with the Statutory Framework for the EYFS and Working Together to Safeguard Children.

2. The Importance of Regular Attendance and Punctuality
Consistency helps children feel they belong. Arriving on time allows them to join the morning welcome and begin their day calmly. Our curriculum builds progressively, so punctuality ensures children do not miss important settling-in periods or planned group activities. We also have a legal duty to maintain an accurate register to safeguard health and safety.

3. Impact on Funding and Compliance (WNC)
As a community-led pre-school, we must manage places fairly and meet West Northamptonshire Council (WNC) regulations. Funding is strictly linked to actual hours attended. The preschool is regularly audited by WNC, and if records do not show that a child is attending their funded hours, WNC may reclaim funding. In such cases, families may be responsible for covering the fee shortfall to retain the place. Frequent unexplained absence may also result in a place being reviewed and offered to a child on the waiting list.

4. Procedure for Reporting Absence or Lateness
Parents and carers must call 01295 768327 or email manager@helmdonacorns.org.uk by 9:30 am on the first day of absence. 
If running late, families should contact the preschool as soon as possible so we can adjust the register and prepare to welcome the child. 
For holidays or appointments, parents should email the manager as soon as dates are known.

5. Emergency Contacts (The “Rule of 3”)
To fulfil our safeguarding duties, all families must provide at least three independent emergency contacts for each child. Parents are responsible for keeping these details up to date and ensuring the named individuals are aware that they may be contacted if the child is absent without explanation.

6. Unexplained Absence and Day 1 Safety Procedure
If a child has not arrived and we have not heard from the family, the DSL or DDSL will follow this timeline:
· 10:00 am (Day 1): Attempt to reach the primary contact by phone.
· 10:15 am (Day 1): If there is no answer, follow up with an email and begin calling all other emergency contacts.
If no contact can be made and there is reason for concern, we will contact the Multi-Agency Safeguarding Hub (MASH) or the Police to conduct a welfare check on the first day of absence. For children on a Child in Need or Child Protection Plan, any absence is reported to their Social Worker immediately.

7. Persistent Absence
Absence for two consecutive sessions without any contact from the parent will trigger a formal safeguarding inquiry. Continued failure to engage regarding attendance will result in a referral to Northamptonshire Children’s Trust.

8. Record Keeping
Daily registers, including arrival and departure times, are kept for three years. The Manager and Committee monitor patterns termly to ensure registers remain accurate for audit purposes.

Approval and Review
This policy was adopted by Helmdon Acorns Pre-School and will be reviewed annually or sooner if required.
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