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PACE’s Attendance Policy outlines the organisation’s expectations for attendance, procedures for 

reporting absences, and the actions we will take in cases of unexplained or prolonged absences.  

 

Why is good attendance important?  

At PACE, we recognise that it is our responsibility to ensure regular attendance at our settings and 

within our services.  We are committed to ensuring the safety and well-being of all children in our 

care. Regular attendance is crucial for the development and well-being of children and young 

people from the early years all the way to adulthood. Establishing regular routines for children and 

young people supports the settling-in process and helps them take full advantage of the learning 

and development opportunities available to them at pre-school, in play services and accessing 

Short Breaks and Mentoring programmes.  

 

In the Early Years, regular attendance promotes school readiness and helps children to form good 

habits. Children who attend every planned session develop a feel for the rhythm of the week and 

gain a sense of security from the regular timetable. This also helps form good habits for school 

attendance.  

 

Regular attendance helps children and young people to develop secure relationships and find it 

easier to build and sustain social relationships when they attend their regular sessions.   

 

Children who rarely miss sessions and arrive on time: 

• know what is going on and what to expect 

• feel more confident with the adults and the other children 

• have more opportunities to become involved and contribute their ideas, cultivate routines 

and regularity 

 

If you are finding it difficult to maintain regular attendance, we can signpost you to support if 

needed, such as: 

• with implementing routines 

• referrals to other agencies such as Early Help, Health Visitors or Family Hubs  

 

Expectations  
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We expect children to attend their booked sessions regularly and at the expected time. 

Parents/carers are responsible for ensuring their child's attendance. If a child is unable to attend, 

parents/carers must notify the relevant PACE team/s as soon as possible. 

 

To promote good attendance, we will: 

• Share our attendance expectations with parents prior to admission, including conveying 

clearly to parents that regular attendance and punctuality: 

o is expected 

o Is in the child’s best interest, and 

o That unexplained absence will be investigated 

• Keep records of attendance to enable monitoring and evaluation so that emerging patterns 

are addressed 

• Whilst attendance at nursery is not statutory, authorised absence will be granted in the 
following circumstances, where parents inform the nursey on the first day of absence or 
prior to the first day of absence: 

• · Illness of the child 

• · Illness of siblings or parents 

• · Bereavement 

• · Health services appointments 

• · Holidays, including extended visits to family overseas 

• · Religious observance 

• · Emergency or exceptional circumstances. 

 

Absences  

Reporting Absences: 

1. You must give us advance notice of holidays and other planned absences. 

2. Absences can be reported by telephone on 020 7183 5120, or through Famly 

3. Parents/carers must notify the Service Manager of their child's absence on the day of the 

absence.  

4. You must give us advance notice of holidays and other planned absences. Please inform 

us as soon as possible if your child cannot attend and tell us why. Let us know whether this 

is for the one session or if it will be for longer.  
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5. When reporting an absence, please provide the child's full name, reason for absence (e.g. 

illness, appointment) and the expected duration of absence. 

 

Unexplained Absences: 

If we are not informed of an absence, we will: 

1. Attempt to contact the parent/carer using the primary contact number provided if a child has 

not arrived within 1 hour of their planned start time. 

2. If we are unable to reach the parent/carer, we will attempt to contact the secondary and 

third emergency contacts provided.  

3. If we are unable to make contact and have concerns about the child's welfare, we will follow 

our safeguarding procedures. 

4. We may request a formal parent/carer meeting to discuss the implications of attendance 

levels on a child’s progress and place availability.  Suitable evidence of this communication 

will be logged by PACE, such as telephone logs, copies of e-mails, or records of discussion 

with parents/carers or other services working with families.  

 

All contact attempts and outcomes will be recorded in the child's attendance record on Famly. 

 

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: 

1. Make repeated attempts to contact parents/carers and emergency contacts.  

2. Send a written communication (usually email) to the parent/carer.  

3. Consider a home visit, if appropriate 

4. Follow internal procedures, which could include the withdrawal of the child's nursery 

placement.  

5. Consult with our safeguarding lead if there are concerns about the child's welfare and, 

where appropriate, we will follow our safeguarding procedures. 

 

Illness 

If your child is unwell, please keep them at home to prevent the spread of infection. 

• Please inform us of any contagious illnesses, such as chickenpox, measles, or scarlet 

fever. 

• Children should not return to the setting until they are symptom-free or as advised by a 

medical professional. 

https://www.paceforall.com/policies-and-procedures#Safeguarding
https://www.paceforall.com/policies-and-procedures#Safeguarding
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Late Arrival and Collection  

Late arrivals: 

Please inform us if your child will be arriving late so we can plan for this and ensure a safe and 

smooth transition into the setting.  Late arrivals can disrupt the learning environment, so we 

encourage all children to arrive on time. Only authorised persons can collect children. Please 

inform us of any changes to collection arrangements. 

 

Late Collection: 

It is important that you arrive on time to collect your child. If for any reason you are unable to, 

please arrange for a family member or friend to collect your child and inform the Service Manager. 

In the unlikely event that you are more than 30 minutes late to collect your child without notification, 

you could incur a charge, and our teams will follow our process detailed below around for to do if a 

child is not collected. 

 

Requirements for early years settings  

PACE recognises that, in Early Years provisions, attendance is not compulsory until school age. 

However, not attending planned sessions could be an indicator of other concerns. We must follow 

the EYFS Statutory Framework 2025, which requires that we must follow up on absences and 

monitor absence patterns and families’ personal circumstances as part of our safeguarding 

requirements. This helps us decide whether we should refer concerns to children's social care 

and/or request a police welfare check. Ofsted inspectors will ask us how well we collaborate with 

parents to promote children’s attendance. The focus is on children forming good habits for future 

learning and better outcomes when school attendance becomes statutory.  

 

Early Years Education Entitlement (EYEE)  

If we are claiming funding for your child and your child is regularly not attending their sessions, we 

will speak to you about how we can help. For example, rearranging the hours and days required. 

We must tell the Early Years Funding team about any absence over two weeks or consistent 

absence throughout a funding period. Therefore, absences of 2 weeks or more will be reported to 

the Local Authority Funding Department and may result in withdrawal of the funding and 

termination of the setting place. This does not mean that a child cannot have extended absences 

as long as you let us know in advance.  

 

Play, Short Breaks and Mentoring 

If your child has a funded place, then they are required to attend their sessions regularly and report 

any absences. Failure to do so could result in withdrawal of the placement. 

https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
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Non-engagement 

A child may be considered non-engaged when: 

• They fail to attend scheduled sessions on two or more consecutive occasions without prior 

notification. 

• There is a pattern of inconsistent attendance that prevents meaningful participation. 

• Attempts to contact the parent/carer go unanswered over a period of 6 weeks. 

 

In cases where children and young people miss scheduled sessions within PACE services, team 

members will follow the procedures as detailed in this policy.  If children and young people are 

persistently absent from Mentoring and Short Breaks services: 

• Staff will continue to attempt to contact the parent/carer by phone or in writing. Staff will 

document all attempts and outcomes in the child's record. 

• If appropriate, staff may liaise with other involved professionals (e.g., school, social worker) 

to check on the child’s welfare. 

• After 4 weeks, a formal letter may be sent advising that the child is at risk of being 

discharged from the service due to non-engagement. A risk assessment may be completed 

if there are safeguarding issues and relevant referrals made, where applicable. 

• If no contact is received within a further 10 working days, the child will be formally 

discharged from the service.  

o A discharge letter will be sent to the parent/carer, and any relevant professionals will 

be informed. 

o The child’s file will be closed, and records updated accordingly. 

• In cases where a child’s place is subject to funding, the funders will be contacted to assess 

next steps with regards to the continuation of the service where there is persistent non-

engagement. 

 

If a child is not collected 

The following procedure should be followed if the adult who is due to collect a child has not 

contacted the team at PACE to notify them of a late collection.  

• 30 minutes from the time the child is due to be collected should be left before the following 

measures are taken. 

• Staff must try to contact the parent/carer at home or at work. 

• If the child lives close to the play project, a staff member should go to the home address. 

• Two members of staff must always remain with the child.  
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• If the parent/carer cannot be located, staff must telephone the emergency contacts and 

other adults authorised on the registration form to collect the child. The Designated 

Safeguarding Lead must be informed. 

• If it has not been possible to make contact with the parent/carer or other listed contacts, 

and it is outside normal office hours, contact the Emergency Duty Social Worker on 020 

7974 4444. They should be informed of the child's name, address, telephone number, date 

of birth and other relevant details. 

• If the child is not resident in Camden, Children’s Safeguarding and Social Care in the 

relevant borough must be contacted. This information can be obtained from the Emergency 

Duty Social Worker on 020 7974 4444.  

• The Service Manager must ensure that they have taken reasonable steps to contact the 

parent and inform them before they contact Safeguarding and Social Care (either the Area 

Office or out of hours services, depending on the time of day).  

• A child should never be taken to the home of a member of staff.  

• If it is not possible to wait at the project (eg: due to closure of the building), staff must wait 

with the child in a public building where there is access to a telephone. This may be a 

police station, library, etc. Details of where the staff and child are waiting should be 

communicated with other team members on shift.  

• Incidents of late collection must be recorded in the child’s profile on Famly. Persistent late 

collection might result in the loss of their child's place at PACE services or a charge. 

 

Safeguarding  

All staff are trained to identify and respond to safeguarding concerns. Any concerns about a child's 

welfare will be reported to the Designated Safeguarding Lead (DSL). We will follow our internal 

safeguarding procedures and work with relevant authorities where necessary. 

 

 

Review of Policy  

This policy is reviewed annually.  Next review date 1 July 2026. 

 


