Missing from Early Years Education Service

In relation to further improving child protection strategies, the Highland Council Education Culture and Sport Service, working as a partner within the Highland Child Protection Committee, has recently developed a policy for helping to identify children missing from education. 

Although not a statutory service it is recognised that a process highlighting when young children are missing from early years education would also be helpful as a strategy to protect our vulnerable three and four year olds.

If you know your child is going to be absent (e.g. holidays, illness, visits out with local area) it is essential that you inform the centre staff in writing by using the slip below. However if you do not know in advance i.e. sudden illness, a telephone call to inform the centre staff will be sufficient.

If your child’s regular attendance stops and we do not hear from you, we will ask the centre’s Link Health Visitor to contact you.
Name of child: .........................................................will be absent from the centre

from:................................................................to............................................................

Signed: (Parent, Carer, Guardian) ......................................................................

Print Name: ..............................................................................................................

Date: ..........................................................

Parent provided with the tear off copy:          Yes/No.........................

------------------------------------------------------------------------------------------

Copy for Parent/Carer/Guardian 

Name of child: .........................................................will be absent from the centre

from:................................................................to............................................................

Signed: (Parent, Carer, Guardian) ......................................................................

Print Name: ..............................................................................................................

Date: ..........................................................

EXAMPLE FLOWCHART FOR STAFF USE

‘Where a child is absent from an early education partner centre* for two weeks, and there is no appropriate notification received, the senior staff member must inform the relevant health visitor/service’.

However should staff have a concern then the flow chart procedure should be accessed immediately.

Any arrangement already in place in relation to placement agreements for individual children (for example with Social Work Services) should be implemented as per that agreement

Child absent from Centre



Appropriate notification to centre given- OK
No notice given/ inappropriate notice received


Monitor time period if child

does not return
Contact centre’s named/link HV










Passed on to Family HV


Home visit


 NHS(H)

Centre staff to record all/any action in child’s profile.

· Where staff have a concern about the validity or appropriateness of the notification contact should be made to the Health Visitor immediately.

Information will be cascaded to parents through additional content included in the annual welcome pack. This is handed out to each parent at the beginning of a new session. Parents are asked to read the pack and sign a record accepting the terms and conditions offered by the centre.

Information to staff working in partner centres will be cascaded through ongoing training delivered by the Care and Learning Alliance (CALA) and Keeping Children Safe. Training will be targeted to individual groups and local workshops.

Responsibility for training and awareness raising to Health visitors to be carried out by CALA in collaboration with NHS Highland.

*a centre outwith the local authority’s education infrastructure commissioned to deliver early years education.

E.g. voluntary sector community group, private nursery
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