THE DOWNS

MALVERN

Attendance, Drop off and Collection Policy

At an early age, continuity and consistency are important contributors to a child’s well-being
and progress. We believe good attendance is essential for children to take full advantage of
the learning and development opportunities available to them in their early years.

Our Aim

To promote good attendance and set good habits in preparation for school.
We strive to:

- To create a culture where good attendance is valued and normalised.

- To value the individual child and their family.

- To be socially, emotionally, physically and educationally inclusive.

Through regular attendance, children build up the secure attachments they need for healthy
development. A regular routine supports the young child to feel settled and secure. Unsettled
children have higher stress levels which in turn prevent them from being able to benefit fully
from the learning opportunities available.

Studies show that children who regularly attend Preschool and Early Years settings have
better early academic attainment and social-emotional well-being than those who do not
attend. Sylva et al., 2004, 2014; Melhuish et al., 2015; Lehrl et al., 2016

Children with good early years attendance also perform better as they have built on their early
developments in the Prime Areas which is the educational programme in the Early Years
Foundation Stage:

e Communication and Language
e Physical development
e Personal, social and emotional development

These are particularly important developments for children to learn, build relationships and
thrive in all areas, they are life skills to embrace (cross reference Curriculum Policy).

This means that a lack of attendance could affect your child’s learning and development.
Therefore, regular, and punctual attendance is paramount so that all children have full access
to the Early Years Foundation Stage Curriculum.
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Procedure

If a child is absent without an explanation for a day. Staff will contact parents to ascertain the
reason for the absence. Children should be in their allocated rooms on time for the days and
hours they attend unless the reason for their absence is unavoidable. Parents are expected
to inform the department of an absence.

Young children can sometimes be reluctant to attend Early Years provision. This could be
because they are tired or just want to stay at home with their parents. However, it is always
better to support your child’s well-being by reminding them that they will have a great time with
their friends, playing and learning. Cooperation and communication between home and Mini
Malvern is the best way to support a child’s well-being needs.

Supporting Families

We recognise that sometimes families may need extra support with attendance, therefore
effective communication is essential between you and your key person. Mini Malvern will
collaborate with you to support your child’s good attendance and punctuality. Where children’s
attendance is not improving, your family Key Person will talk to you about the available
support, for example, implementing bedtime routines, supporting you with healthy eating,
referrals to early help or other support agencies.

Safeguarding

We all have a duty to keep children safe and protect them from harm. Poor attendance can
be seen as a safeguarding issue.

Transition

If you decide to move your child to another setting, then please inform us so that we can send
records to the next setting to ensure a smooth transition and we can take them off our register.

Drop off

Children’s safety is paramount during the busy times of drop off and collection periods. All
staff will prioritise the children and ensure they are kept safe.

Procedures:

o Please let us know in advance if you intend to arrive at a different time than the
contracted one.

o Please discuss with us if you wish to change your contracted hours.

o Parents are to enter via the main front entrance when a member of staff opens the
door.

o Staff always let parents in and out of the setting for the safety of all children.

o Parents are requested to sign their child/ren in on arrival. Staff will sign in each child
and will also register, marking times of arrival of the children once sessions begin and
all expected children have arrived.

o Atleast 1 member of staff will stand at the entrance to check the children in and out.

e A second head count will take place by staff members to confirm register details.
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Collection procedure:

o Staff must be informed if earlier collections are required so that we can ensure that
children are ready and that their routines have minimal disruptions. Late collections
are not acceptable as this could impact on our ratios, staff availability and upset the
child. Parents are requested to contact another authorised person to collect their child
as a late charge will apply.

¢ We will only release your child to those permitted to collect your child, as agreed in the
contract. In an emergency, if you would like your child to be collected by anyone else,
you need to let us know both verbally and in writing (Phone, Famly, Email).

o If we haven’'t met the person collecting your child before, we will ask them for the
password set up for collection that parents create on Famly and may ask to see their
identification.

+ If at any time we are unsure, we may refuse to release your child until we are satisfied
that we have had confirmation from you over the identity of the person.

o Staff will ensure that children will only leave the Nursery with an authorised adult.

o Staff always let parents in and out of the setting for the safety of the children.

e Parents are requested to sign their children out.

Children remain the responsibility of the parent/carer during drop off and collection
times.
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