BRADFORD EARLY YEARS FUNDING
Monitoring attendance guidance for early years funded places for 2’s, 3’s and 4 year olds. 
Attendance 

Providers should promote good attendance and must record the attendance of all funded children in a register which meets the requirements of Ofsted i.e. a daily record of the names of the children being cared for on the premises, their hours of attendance and the names of each child's key person 

Providers need to be aware of potential safeguarding issues surrounding non attendance and reduced attendance as well as the impact on a child’s development. 
Every effort must be made by a funded provider to tell all parents the importance of attendance of a funded place and the steps you have to take if their child does not attend and they have not informed you of the absence. 

Reduced attendance (attending less hours than applied for) 

There are a number of reasons why this may happen, such as family issues that makes getting the child to nursery difficult (e.g. new baby, older sibling, illness, change of schools, moved address, parent wanting time with child etc.) 
You should undertake the following steps if no explanation given to why reduced attendance. 

· The parent or legal guardian should be contacted within a two week period of reduced attendance to discuss to ascertain why the attendance pattern has changed. It maybe there needs to be a change in their agreed attendance pattern for a short or longer term.  

· If the provider feels the family are in need of external support then they can contact the Children Centre cluster lead for Family support 
· If attendance does not improve, a letter should be sent to the parent or legal guardian after a further two weeks explaining the impact reduced attendance has on their child’s development. 
· If this continues then the following term agree reduced hours with the parents and adjust the claim accordingly on Bradford Provider Gateway. 
 Non attendance 
· Attendance records of funded children should be monitored regularly. 

· If the reason for a child’s absence is unknown for two consecutive days or more the provider must contact the parent or legal guardian to ascertain the reason for non-attendance. Every effort must be exhausted including phone call, e-mail/ text message etc. 
· If contact is made and the parent says the child will continue to attend then attendance does not improve within two weeks, a letter should be sent to the parent or legal guardian explaining that their place is funded by the local authority and attendance is monitored, where every possible they should be accessing the hours that are funded. You may want to ask if changing the pattern of attendance will help assist this. 

· If no contact with parents, contact the health visitor to ensure the child is safe

· If you have had no response from parents, despite efforts to contact them then the provider should contact their local Children Centre Cluster Early Learning Lead to see if there are any family issues to be aware of that has impacted on attendance. This will also ensure the Children’s Centre can offer support to the family if needed.

· Childcare providers must have regard to the safeguarding of young, vulnerable children and should act appropriately when no reasonable explanation can be obtained from parents about a child’s absence. See flowchart.
A child has stopped attending and no notice/ explanation has been given

To ensure all children are safeguarded if you know a parent is going to leave to another setting at the end of the term please make sure you keep a note of this. The Gateway will require you to give a date and a reason why the child has left when you complete your termly census. 
However if a child has not attended for more than a week (or not returned to start the next term as you were expecting them to) every effort should be made to contact the parents to ensure the child is safe. 
If you are not able to contact the family by all media (phone, e-mail, text etc.) you should undertake the following:
· Contact the child’s health visitor and see if they have had contact

· Contact the Children Centre's Cluster Early Learning Lead

· If you are at all concerned about the child you should follow your safeguarding procedure
Evidence 
In both cases copies of any correspondence or efforts to contact the family should be kept and a note should be made on the individual child’s records. If an audit highlights non-attendance or reduced attendance and no evidence is available to suggest the parent has been contacted, funding may be recouped. Exceptions will be made for children with additional needs
A log should be kept to record the date and details of all contact made with parents and Children’s Centre staff (i.e. phone calls and letters) and copies of all letters sent should be kept for evidence. 

Follow –up 
If the Children's Centre have said they will contact the family ask them to let you know when they have. If you have not had feedback please contact the Children's Centre Cluster so you can update your records. 
If you have had no contact with the parent or explanation from other partners for the non-attendance then follow your safeguarding procedures
Flowchart for non-attendance/reduced attendance guidance 



Attendance Issues for all early education funded places:





If a child does not attend for two consecutive sessions and their absence is unknown you must contact the parent/carer to determine the reason for absence.











Do I know…





 Have things changed at home? Has there been a separation? Have there been bereavement /illness. 


Do other family members attend the setting who can inform on welfare of child?


Do sessions times need changing to meet families’ needs?


Has the child an identified special /additional need?


Has the health visitor had contact with the child?


Are there older children in the family who are missing school as well?


Does the child/ family have a Children’s Centre Family Support Worker attached to the family?


Is Social Care involved with the family or voluntary sector agencies?








Where neglect or abuse of a child is suspected, you must follow your agency’s safeguarding procedures. To learn more about Bradford Safeguarding Children Board’s interagency safeguarding procedures go to: 


� HYPERLINK "http://www.bradford-scb.org.uk/procedures.htm" �http://www.bradford-scb.org.uk/procedures.htm�





To make a referral regarding suspected neglect or abuse contact 


Children’s Initial Contact Point - 01274 437500� 





What Next? 





Speak to parents/carers and other practitioners, particularly the child’s health visitor,  to ensure that you have background information


Contact the Children’s Centre Cluster Early Learning Lead or Family Support Lead


Identify areas of support and liaise with other agencies including schools if older children in the family.


Keep accurate notes of the child’s attendance.


Keep notes of any contact you have tried to make or copies of letters sent out to parents.


Follow up any contact with partners to ensure actions agreed have been carried out





If you have had no contact with the parent or explanation from other partners for the absence follow your safeguarding procedures











