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Appendix 1

DOUGLAS VALLEY & HINDLEY NURSERY SCHOOL

Procedure for non-attendance (no contact made with family).
 
· If a child is absent with no message, admin staff to log the absence and call parents to ascertain the reason for the absence. If a message is left or contact cannot be made, keep a record.

· If a child is absent for a second day without a reason, admin to log the absence and again attempt to contact parents. If no response, also attempt to contact the additional emergency contacts listed on the child’s personal details sheet. Keep a record. 

· Admin to continue to attempt to make contact with parents and emergency contacts on each day of absence. Keep a record and on the third day of no contact, notify the pastoral officer of the absence. 

· If after five days of absence no contact has been made with parents or emergency contacts, pastoral officer will speak to a Designated Safeguarding Lead (DSL) to arrange a visit to the home address by a member of the Senior Leadership Team (SLT). Child log to be started. 

· If the home visit is unsuccessful and no contact can be made with the parents or emergency contacts, DSL and pastoral officers to contact the police and request they undertake a welfare visit. To do this, call 101, with the following information: 

· Full name, address, age, and description
· Why you are concerned and when you last had contact
· Any medical conditions, mobility issues, or mental‑health concerns
· Whether anyone else (including pets) may be inside

Child log to be updated.

· Children of concern / Children at Threshold 3:
Admin to discuss with pastoral officer on the child’s first day of absence, and pass over if required. Pastoral officer to decide if any other agencies to be contacted e.g. Social Worker, Health Visitor, siblings schools, Family Hub etc.








DOUGLAS VALLEY & HINDLEY NURSERY SCHOOL

Procedure for persistent non-attendance 
(contact made with family).

· If a child is persistently absent, but parents have continued contact with nursery, admin to notify and update pastoral officers on a weekly basis. Pastoral officer to decide when to contact parents for attendance meeting or to escalate to DSL / SLT for a home visit. 

· If admin notice a pattern of non-attendance emerging, contact parents to discuss. If required, report to the pastoral officer to arrange an attendance meeting. 

· If a child’s attendance drops below 75%, admin to contact parents to make them aware, and to ask if nursery could provide any support to help improve attendance. If required, refer to pastoral officer. 

· Children of concern / Children at Threshold 3:
Admin to discuss with pastoral officer on the child’s first day of absence, and pass over if required. Pastoral officer to decide if any other agencies to be contacted e.g. Social Worker, Health Visitor, siblings schools, Family Hub etc.

