0-5 YEARS ATTENDANCE

– PROCEDURE
Rationale
At Glenbrae we expect high levels of attendance to ensure the best possible Early Learning and Childcare experience for all children. We aim to promote a positive attitude to attendance and to ensure the health and wellbeing of all children is at the centre of our practice and decision making.
Links to Legislation
· Inverclyde Council - Attendance Matters.
· Girfec.

· Care Inspectorate – Quality Framework for Daycare of Children, Childminding and school Aged Children.
Implementation
Attendance Matters leaflet given to all parent/ carers on enrolment and at the start of each year.

Importance of good attendance, benefits and expectations will be shared with parents/ carers at August Information Session.
Regular reminders shared via Newsletter.
Authorised Absence
· Parent/ Carer calls nursery to inform staff that child will not be attending nursery.

· Date of call, Child’s name, reason for absence and who has informed nursery of the absence should be recorded in The Authorised/ Unauthorised Absence Folder.

· A discussion should take place about exclusion periods, any advice/ action required and expected return date.

· Staff member receiving the call can agree when parent/ carer will be in contact again (depending on reason for absence).
· This information should be passed on to relevant playroom and SLT by whomever has taken the call. 

 

Unauthorised Absence
· If a child has not appeared for nursery by 10am or 2pm and there has been no contact from parent/carer (depending on placement pattern) Clerical Assistant will contact Parent/ Carer.

· If there is no reply Emergency Contacts will be contacted - list will be worked down until contact is made.

· Once contact is made Clerical Assistant will check if everything is ok and discuss reason for absence.

· Date of call, Child’s name, reason for absence and who has informed nursery of the absence should be recorded in The Authorised/ Unauthorised Absence Folder.

· A discussion should take place about exclusion periods, any advice/ action required and expected return date.

· Staff member receiving the call can agree when parent/ carer will be in contact again (depending on reason for absence).

· Parent/ Carer will also be reminded to inform the nursery of future any absences.

· This information should be passed on to relevant playroom and SLT by whomever has taken the call. 

 

Clerical Assistant is responsible for checking attendance in all rooms daily by 10am and 2pm.

These absences will be cross checked with the Authorised/ Unauthorised Absence Folder.

If required SLT will contact other agencies and professionals to inform them of a child’s absence i.e. Social Work, Health Visitor etc.

If Clerical Assistant is off SLT will be responsible for this role.
Absence Monitoring
· Monthly Seemis report printed by Clerical Assistant at the end of each month.

· HoC will review these statistics with the following criteria:

-       Green: 100% to 90%
-      Orange: 89% to 80%
-       Red: Below 79%
· Identify children with an attendance rate below 90% in line with local authority targets. Compare this to last month’s percentage and consider reasons for this - One off? Consistently low? Holidays? Only use certain days etc.

· Discuss these children with Clerical, Keyworker, SLT to determine any reasons for absence at monthly attendance meetings.
1. An initial conversation will take place with parents around the expectations of attendance and the importance of this.

2. At the next months review of absence If no improvement AL1 will be sent (Appendix 1) along with a copy of attendance report and Attendance Matters leaflet. Another conversation will take place around the importance of attendance and any support required.

3. SLT will consider linking in with cluster establishments if there are concerns and siblings attend another educational establishment.

4. If no improvement in the next month AL2 will be sent (Appendix 2).

5. If attendance is below 20% SLT should consider - What actions need to be taken? Should we take the child to JST for extra support? Is there a need for a Single Agency Plan?
Other agencies involved may be contacted at any point depending on level of need, concern, multi-agency input etc.
· This information will be recorded in Attendance Record Overview in Managing Attendance (Appendix 3) folder which is located in diary cupboard in SLT Office.

· Copies of paperwork/ letters will also be located in this folder.

Any concerns regarding children’s attendance should be reported to SLT immediately.
Resources

Authorised/ Unauthorised Absence Folder.

Monitoring
The Head is responsible for monitoring this procedure.
All staff responsible for implementing this procedure.

Review

Annually or as and when required in policy/ procedure calendar.
Appendix 1
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Glenbrae Children’s Centre                                                      
Head of Centre: Craig Scott                                                                     Education, Communities and Depute Head: Fiona Brogan                                                                     Organisational Development        Kilmacolm Road      






               Corporate Director: Ruth Binks

Greenock


                                                               

PA15 3LD

T:  01475 714987

E: INGlenbrae@glowscotland.onmicrosoft.com

Date: 

Dear  

I am writing regarding your child’s attendance at nursery. I have noticed that this has fallen below 90%. We understand that this can be due to genuine reasons however you will have seen our Newsletters and Attendance Matters leaflet and read that at Glenbrae we expect high levels of attendance to ensure the best possible early learning and childcare experience for all children.

If there is anything that you would like to discuss or share around getting your child to nursery we are here to help or signpost you to other agencies and services. Please do not hesitate to contact myself or a member of the team for any further assistance.

Yours Sincerely

Craig Scott

Head of Centre

Appendix 2

Glenbrae Children’s Centre                                                      
Head of Centre: Craig Scott                                                                     Education, Communities and Depute Head: Fiona Brogan                                                                    Organisational Development        Kilmacolm Road      
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PA15 3LD

T:  01475 714987

E: INGlenbrae@glowscotland.onmicrosoft.com

Date: 

Child’s Name:                            




D.O.B:

Dear
I am writing regarding your child’s attendance at nursery. I have tried to contact you on several occasions and have been unsuccessful. You will have seen our Newsletters and Attendance Matters leaflet and read that at Glenbrae we expect high levels of attendance to ensure the best possible early learning and childcare experience for all children.

If there is anything that you would like to discuss or share around getting your child to nursery we are here to help or signpost you to other agencies and services. Please complete the slip below and return in the envelope provided or get in touch by telephone/ email using the contact details above.  

Please reply by: 

If you do not reply by this date I will have to contact Education Services to discuss this matter further. I may also contact your child’s Health Visitor and any other relevant agencies supporting you and your family.

Yours Sincerely

Craig Scott

Head of Centre

………………………………………………………………………………………………………………

PLEASE TICK WHERE APPLICABLE:


I DO NOT REQUIRE MY CHILD’S PLACEMENT: 


I WOULD LIKE TO DISCUSS PLACEMENT (Contact us to arrange a date):

I WILL RETURN TO NURSERY ON/BEFORE (Include Date of Intended Return):

Child’s Name:                                            Date of Birth:

Parent/ Carer Name:                                 Parent/ Carer Signature:                          Date

Appendix 3

Attendance Record Overview

Month/ Year ……………………………………….

	Child’s Name
	Current attendance rate
	Previous attendance  rate
	Action to be taken/ Comments
	Any Comments/
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IC – Initial Conversation         AL1  - Attendance Letter 1          AL2 – Attendance Letter 2           Contact RA – Contact Relevant Agencies
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