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Attendance Policy

Stepping Stones is committed to meeting the special educational needs of children referred to us and ensuring that they progress. Children with SEND are at the centre of everything we do, and we advocate child centred learning through our highly differentiated curriculum and approaches.
We provide a safe and stimulating place to learn where children are enticed to explore learning opportunities and to develop skills, knowledge and understanding. We work in partnership with our parents and carers to consolidate and support the enjoyment of learning so that children grow in confidence and feel proud of their achievements and successes.
Attendance
Regular attendance is crucial to support each child’s development and well-being. This policy outlines our expectations for attendance, procedures for reporting absences and the actions we will take in cases of unexplained or prolonged absence. 
Aims of the Attendance policy	
· To ensure that children have access to high quality provision.
· To ensure parent/carers are aware of their responsibilities 
· That all practitioners have an opportunity to actively identify and respond to the ever-changing needs of our families.
· To ensure that all systems and practices support our aims.
· To ensure that children’s needs are recognised and met.
Expectations for attendance
We expect children to attend their scheduled sessions regularly, starting and finishing at the times agreed with parent/carers. Parent/Carers are responsible for ensuring their child’s attendance. If their child is unable to attend parents/Carers must notify Stepping Stones as soon as possible.
Records of Attendance
Each Child’s attendance will be recorded in our daily register. The records will state what time the child arrived in session and what time the child was collected.
The retention period for Stepping Stones registers is 19 years.
Reporting Absences
Parent/Carers must notify the office as soon as possible if a child will not be attending future sessions due to planned appointments or holiday arrangements. Unexpected absences where the child is unable to attend must be reported as soon as possible on the day of their absence. Absences can be reported by telephone 01225 350015 or email admin@steppingstonestrowbridge.co.uk When reporting an absence please provide the child’s full name, reason for absence (e.g illness, circumstance) and the expected duration of absence.
Unexplained Absences
If a child is absent without notification, we will attempt to contact the parent/carer using the primary contact number provided. If we are unable to reach the primary parent/carer we will attempt to contact the emergency contact provided and/or contact any other Early Years setting the child regularly attends. All contact attempts will be recorded in the child’s attendance record. If we are unable to make contact and have concerns about the child’s welfare, we will follow our safeguarding procedures.
Prolonged Absences
A prolonged absence is defined as 2 consecutive sessions of absence without a valid explanation. If a child is absent for a prolonged period, we will
· Make repeated attempts to contact parent/carers and emergency contacts.
· Send written communication via email or letter to the parent/carer.
· Contact other Early Years Colleagues who work with the child/family.
· Consider withdrawing sessions at Stepping Stones as part of developing a more successful support plan for the child and family.
· Record all contact attempts and decisions.
· Follow our Safeguarding procedures to ensure the child’s welfare. 

Inclusion and Access
To ensure access for children or parent/carers this policy links to Stepping Stones  
· Equality Policy.
· Ill and Infectious Children Policy

Complaints
Should a parent/carer have a concern about the special provision made for their child they should in the first instance discuss this with the setting manager. If the concern is not resolved the Stepping Stones Complaints Policy should be followed.
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