	
	[image: ]
	



Naye & Me Attendance, Absence & Missing Child Policy
Policy owner: Naye & Me
Responsible person: Marni-Janayé Monroe
Date adopted: September 2026
Review date: September 2027
Version: 1.0
1. Purpose
This policy explains how Naye & Me records attendance, responds to unexplained or prolonged absence, monitors patterns of absence, and acts if a child goes missing from the setting or during an outing.
Our priority is to ensure that every child in our care is accounted for and that changes in attendance which may indicate a safeguarding concern are identified and acted upon promptly.
2. Scope
This policy applies to:
· all children attending Naye & Me;
· parents and carers;
· staff;
· students and volunteers;
· outings and activities undertaken away from the premises.
3. Attendance Records
Naye & Me will maintain an accurate daily record of children attending the setting.
Records will include, where applicable:
· child’s name;
· date of attendance;
· arrival time;
· departure time;
· booked session;
· absence information;
· person collecting the child.
Attendance may be recorded through ParentLink or another approved attendance system.
Staff must ensure records accurately reflect which children are physically present.
4. Signing Children In and Out
Children must be signed in or otherwise formally recorded as present when they arrive.
Children must be signed out when they leave.
Staff must not rely solely on:
· booking records;
· expected attendance;
· memory.
The live attendance record should show who is actually present at the setting.
5. Parent Responsibilities
Parents and carers should:
· notify Naye & Me if their child will not attend a booked session;
· provide the reason for absence where appropriate;
· inform us as early as reasonably possible;
· keep emergency contact details up to date;
· respond promptly where Naye & Me contacts them regarding an unexplained absence.
6. Planned Absence
Parents should notify Naye & Me in advance where they know their child will not attend.
Examples may include:
· holidays;
· family events;
· medical appointments;
· planned time away;
· changes in childcare arrangements.
Where a booked session is cancelled, the Bookings, Fees, Cancellations & Refunds Policy will apply.
7. Illness-Related Absence
Parents should notify Naye & Me when a child is absent because of illness.
Where relevant, parents should provide information about:
· symptoms;
· diagnosis;
· infectious illness;
· expected return date.
Naye & Me may advise families when a child can safely return in accordance with the Health, Illness, Medication & First Aid Policy.
8. Unexplained Absence
If a child is expected to attend but does not arrive and no explanation has been received, staff will consider whether follow-up is necessary.
This will take account of:
· the child’s usual attendance pattern;
· age;
· known family circumstances;
· previous unexplained absences;
· safeguarding concerns;
· whether the child is attending regularly or on an ad-hoc basis.
Where appropriate, Naye & Me will contact the parent or carer.
9. Following Up Unexplained Absence
Where an unexplained absence gives cause for concern, staff may:
1. contact the primary parent or carer;
2. contact the second parent or carer where appropriate;
3. contact emergency contacts;
4. check relevant ParentLink messages or communications;
5. inform the DSL;
6. record attempts made to establish the child’s whereabouts.
The level of response will be proportionate to the circumstances.
10. Prolonged Absence
A prolonged absence may require additional follow-up even where individual missed sessions have previously been explained.
Staff should consider:
· how long the child has been absent;
· reasons given;
· whether explanations are consistent;
· changes in family contact;
· previous safeguarding concerns;
· whether professionals are already involved with the family.
The DSL may decide that further safeguarding action is appropriate.
11. Patterns of Absence
Naye & Me will remain alert to patterns such as:
· repeated unexplained absences;
· frequent last-minute cancellations;
· absence following safeguarding concerns;
· a sudden significant change in attendance;
· repeated inability to contact the family;
· unexplained absence after an injury or concerning incident;
· patterns that may indicate instability or unmet need.
Attendance concerns will be considered alongside other information known about the child and family.
12. Safeguarding and Absence
Absence may be an indicator of safeguarding risk.
Where there is concern about a child’s welfare, Naye & Me may:
· contact parents or emergency contacts;
· consult the DSL;
· contact another professional already working with the family where lawful and appropriate;
· seek advice from children’s social care;
· request or support a welfare check;
· contact police where there is immediate danger.
Safeguarding concerns will be managed in accordance with the Safeguarding & Child Protection Policy.
13. Children Attending on an Ad-Hoc Basis
Naye & Me recognises that some children may attend only occasionally.
An absence will not automatically be treated as a safeguarding concern simply because a child does not attend frequently.
However, where an ad-hoc session has been booked and the child unexpectedly fails to arrive, staff may still make contact where:
· there are existing safeguarding concerns;
· circumstances are unusual;
· the family cannot be contacted;
· the absence causes concern for the child’s welfare.
14. Attendance and Fees
Attendance and payment are separate matters.
A child being absent does not automatically entitle the parent to a refund or credit.
Fees and cancellations are managed under the Bookings, Fees, Cancellations & Refunds Policy.
15. Missing Child – General Principle
A child going missing from the setting is a serious safeguarding incident.
Staff must respond immediately.
The priority is to:
· locate the child;
· safeguard all other children;
· notify appropriate people;
· involve emergency services where necessary;
· preserve accurate information;
· record and review the incident.
16. Preventing a Child From Going Missing
Naye & Me will take reasonable precautions to prevent children leaving the setting unnoticed.
These may include:
· secure entry and exit arrangements;
· staff awareness of doors and gates;
· accurate attendance records;
· appropriate staff-to-child ratios;
· headcounts;
· supervision during transitions;
· clear handover and collection procedures;
· appropriate risk assessments;
· supervision during outdoor activities and outings.
17. If a Child Cannot Be Located
If a child believed to be in the setting cannot be found, staff must:
1. alert the person in charge immediately;
2. check the attendance record to confirm the child should be present;
3. conduct an immediate search of the premises;
4. check toilets, rest areas, play areas and other accessible spaces;
5. check entrances, exits and outdoor areas;
6. confirm whether the child may have been collected or moved with another staff member;
7. maintain supervision of all other children.
The search should begin without delay.
18. Calling the Police
If the child is not located immediately following an initial search, the police must be contacted without unnecessary delay.
Where there is immediate danger or a young child is missing, staff should call 999.
Staff must not delay contacting police simply to avoid concern or embarrassment.
19. Informing Parents
Parents or carers must be informed as soon as reasonably possible after the immediate safety response has begun.
They should be told:
· that the child is missing;
· what action is being taken;
· whether police have been contacted;
· where they should go or who they should speak to.
Parents should not be asked to search alone.
20. Role of the Person in Charge
The person in charge will coordinate the response.
They should ensure:
· police are contacted when required;
· parents are informed;
· the DSL is informed;
· other children remain safely supervised;
· staff are allocated clear responsibilities;
· information is available about the child;
· relevant external agencies are notified where required.
21. Information for Police
Staff should be ready to provide:
· child’s full name;
· age/date of birth;
· physical description;
· clothing;
· photograph if lawfully available;
· last known location;
· time last seen;
· medical needs;
· communication needs;
· vulnerabilities;
· relevant family or safeguarding information.
22. Staff Searching Outside the Premises
Staff must not abandon other children or compromise ratios in order to search.
Where a search beyond the premises is appropriate, this should be coordinated by the person in charge and police.
Adequate staff must remain with the children still present.
23. Child Found
When the child is located:
· the child’s immediate safety and wellbeing will be checked;
· reassurance will be provided;
· parents and police will be informed;
· first aid or medical assistance will be sought if required;
· staff will avoid blaming or frightening the child;
· the incident will be fully recorded.
24. Missing Child During an Outing
Before an outing, staff should:
· know which children are attending;
· maintain appropriate ratios;
· carry relevant emergency information;
· conduct regular headcounts;
· follow the outing risk assessment.
If a child goes missing during an outing:
1. staff will immediately alert the person leading the outing;
2. the immediate area will be checked;
3. other children will be gathered safely;
4. staff will contact venue staff/security where applicable;
5. police will be contacted without delay where the child cannot be located;
6. parents will be informed;
7. the Naye & Me manager/DSL will be contacted.
25. Child Missing During Collection
If staff believe a child may have left with an unauthorised person or without being properly signed out, this will be treated as an urgent safeguarding concern.
Staff will immediately:
· confirm attendance and collection records;
· contact relevant staff;
· contact parents;
· contact police where appropriate;
· inform the DSL.
26. Children Who Attempt to Leave the Setting
If a child attempts to leave:
· staff will intervene appropriately to keep the child safe;
· staff will use calm and proportionate methods;
· the reason for the behaviour will be explored;
· parents will be informed where appropriate;
· risks and support needs will be reviewed.
Any physical intervention must be limited to what is necessary to prevent injury or serious harm and must comply with Naye & Me’s behaviour and safeguarding procedures.
27. Recording a Missing Child Incident
A detailed record will be completed.
This should include:
· child’s name;
· date;
· time the child was noticed missing;
· last known location;
· circumstances;
· staff present;
· areas searched;
· actions taken;
· time police were contacted;
· time parents were contacted;
· time the child was located;
· where the child was found;
· child’s condition;
· follow-up action.
28. Ofsted and External Notifications
Where a missing child incident meets the threshold for notification, Naye & Me will notify Ofsted and any other relevant agency within the required timescale.
Safeguarding partners may also need to be informed depending on the circumstances.
29. Investigation and Review
Following a missing child incident, management will review:
· how the child became missing;
· whether procedures were followed;
· staffing and supervision;
· premises security;
· risk assessments;
· staff deployment;
· attendance and collection records;
· whether policy or practice needs to change.
The review should focus on preventing recurrence.
30. Supporting Children and Staff Following an Incident
A missing child incident can be distressing.
Naye & Me will consider appropriate support for:
· the child;
· other children;
· parents;
· staff involved.
The child will not be blamed for the incident.
31. Confidentiality
Information about attendance and safeguarding concerns will be handled confidentially and shared only where necessary.
Information may be shared without parental consent where necessary to protect a child.
32. Parent Communication
Parents will be informed about the setting’s attendance expectations and the importance of notifying Naye & Me when their child will not attend.
Parents should understand that the setting may contact them or emergency contacts where an absence raises concern.
33. Staff Responsibilities
All staff must:
· maintain accurate attendance information;
· know which children they are responsible for;
· conduct appropriate headcounts;
· respond immediately if a child is unaccounted for;
· report concerns about attendance patterns to the DSL;
· follow missing child procedures without delay.
34. Review
This policy will be reviewed at least annually and sooner where:
· statutory guidance changes;
· safeguarding arrangements change;
· an attendance concern identifies weaknesses;
· a missing child incident occurs;
· premises or operating arrangements change.
35. Related Naye & Me Policies
This policy should be read alongside:
· Safeguarding & Child Protection Policy;
· Admissions, Enrolment & Settling-In Policy;
· Bookings, Fees, Cancellations & Refunds Policy;
· Arrival, Collection & Late Collection Policy;
· Health, Safety, Premises & Emergency Procedures Policy;
· Outings arrangements contained within relevant risk assessments;
· Data Protection, Confidentiality & Record Keeping Policy.
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