Leapfrogs Pre-school and Out of School Club



47. 
Non-Attendance Policy

STATEMENT OF INTENT
This sets out the procedures to be followed in the event that a child is absent from Leapfrogs.   

AIM
Leapfrog’s aim is to give every child the best start in education. To do this we aim to encourage children to attend regularly and punctually.

Our attendance officer is Gail Barrow. 
ATTENDANCE
There is, of course, no obligation for children to attend a preschool or Nursery setting. However, if a child does attend our setting we do register their attendance as our funding is dictated by attendance. 
· It is Leapfrog’s belief that children learn best by consistent care. Attendance plays an important part in this. 
· A child needs to attend regularly to gain a full understanding to what is being taught.
· We understand that good attendance sets good boundaries for the future.

· Attendance registers will be kept.
ABSENCES
Leapfrogs understand that on occasions children may be too ill to attend Leapfrogs. On these occasions it is the parent’s responsibility, to contact Gail Barrow or Kim Livings by telephone or email, before the session begins, so the absence can be registered as authorised. Parents/carers are asked not to pass messages through other parents or members of staff, absences can be notified by telephone, email or personal visit.
 If we have not heard from you by 9.20 am we will call you to establish why your child is absent. If we are concerned about the welfare of a child we reserve the right to contact social services.  
Fees remain payable during periods of absence, unless alternative arrangements have been agreed.

 If you are planning holidays during term time you must let us know in advance so we can record this in our register. 
UNAUTHORISED ABSENCES
Leapfrogs must be notified of absences and the reason for the absence on the first day of absence and then updated regularly throughout the absence. Leapfrogs reserve the right to give the place to another child when the absences are prolonged. A letter to parents will be sent as a record that this has taken place.

If a child is receiving the 2, 3 or 4 year old free nursery funding, all attendance may be checked by the local authority 
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