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Aims of the Policy

 To ensure we safeguard our learners and apprentices
 To ascertain, monitor and accurately record the learner and apprentice attendance

Policy statement

Parenta is committed to registering and monitoring of learner and apprentice attendance on course
activity.

The reporting system and absence reporting processes ensure consistent and timely recording and
monitoring of learner and apprentice aftendance, which is particularly important for learners and
apprentices under the age of 18 and vulnerable adults for whom we have a duty of care.

Parenta takes seriously any absence from a planned learning activity, a scheduled work activity, or a lack of
learner/apprentice contact with their tutor.

Parenta recognises that it is a requirement for all members of staff to maintain registers/records for
planned learning activities, and to record information about attendance promptly and accurately, and to
follow the Parenta reporting system for absent learners and apprentices.

Learners and apprentices are made aware of the importance of reporting any absences to their employer
and their tutor.

Employers are made aware of the importance of reporting any learner/apprentice absence to the
Parenta futor.

Information provided through the reporting system is recorded on the Learner or Apprentice’s register or
OnefFile Record.

Any concerns about the learner or apprentice’s absenteeism must be addressed with the employer
through the learner progress review system.

Those learners or apprentices who miss planned learning activities or who do not follow their employer’s
process for reporting absenteeism will be classed as “welfare concerns” and Parenta will endeavour to
locate the learner or apprentice until a satisfactory conclusion is reached and the “welfare concern” is
removed. This is then recorded on the learner/apprentice register/record and progress review.
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Reporting System (for use by Tutors)

Registers/OnefFile Journals are an important document used for recording learner or apprentice attendance
at planned learning activities. The information recorded is used for:

e Monitoring young people frequently missing/going missing from home or work.
 Auditing purposes

» Funding requirements

o Health and Safety purposes

« Alerting staff o possible safeguarding and welfare concerns

 Performance monitoring of teaching and learning

Tutors are responsible for completing a register/journal entry af the end of each planned learning activity.

Each unnotified absence for an individual learner or apprentice must be reported to the Tutor by the
employer. An unnotified absence from work or learning activity must be followed up by the Tutor
immediately and, in the first instance, try and contact the learner to find out why they are absent. The
Tutors must notify their RTM of the absenteeism, and if the learner is under 18 years old or is a vulnerable
adult, and it has not been possible to make contact with them, this must be reported to the Designated
Safeguarding Lead or Deputy Safeguarding Lead via the safeguarding@parenta.com email address

or by calling directly as soon as possible.

It is important that Tutors discuss contacting the learner or apprentice, or parent/guardian/carer with the
RTM and DSL (where appropriate) o avoid duplication of phone calls. It is the role of the Tutor to make the
initial telephone calls for all absences and report the outcome to their RTM and DSL (as applicable) and to
record absenteeism on the learner progress review.

All learners and apprentices must contact their employer or Tutor as quickly as possible if they are
unable to attend work or a learning activity. This can be done by: Telephone, messaging or email.
It is the responsibility of the learner or apprentice to report their own absence.
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Missing Persons Procedure

1. All information and telephone calls from both learners/apprentice, employers or parents/guardian/carer
are recorded onto the register and learner progress review.
2. Tutor attempts to contact the missing learner/apprentice.
3. All “missing” learners/apprentices are contacted, initially by telephone.
4. If the learner or apprentice is under 18 or a vulnerable adult, the RTM and DSL or Deputy DSL are notified.
5. Contact must be aftempted. If it is not possible to reach the learner or apprentice, then the
parents/guardians or carers must be notified.
6. The learner or apprentice will have been contacted initially by the Tutor. If there is concern after the
welfare checks have been completed, the RTM or DSL/Deputy DSL make further contact with the
parent/guardian/carer.
« Ifthe learner or apprentice is still a “welfare concern” toward the end of the Parenta day, usually after
4pm, the RTM will contact the parent/guardian/carer again.
e The RTM will inform the DSL or DSO at 5pm that the learner or apprentice is a welfare concern
 The parent/guardian/carer of the learner or apprentice usually informs Parenta if they are contacting
the police about a “missing person”
 The police will usually contact Parenta if there is any additional information required, if they are
following up on the missing person report
7. If the learner or apprentice is not located, they become a “welfare concern” and the
parents/guardians/carer of the learner or apprentice under the age of 18 are contacted and informed of
the “missing person” status.
8. For Children in Care who are absent, the local authority procedures must be followed. The police have a
duty to contact Parenta to ascertain the whereabouts of the missing Child in Care. It is essential that
registers are accurate and up to date in order to assist the police in the search for the learner or apprentice.
9. If the learner or apprentice is located they are fold to contact their parent/guardian/carer to let them
know they are safe. (RTM to contact parent/guardian/carer to confirm learner or apprentice has been
located).
10. Depending on the vulnerability of the adult learner or apprentice, the parent/guardian/carer or police
would be contacted at the discretion of Senior Management.

Weekend and Evening Duties

1. In the event of a learner or apprentice going missing from evening, early morning or weekend work
duties, please contact the Safeguarding feam on 01622 585588.

Safeguarding - Welfare Concern

1. The Tutor should discuss with the learner or apprentice, the reasons for the absence and establish if
there are any underlying safeguarding concerns that need addressing.

2. Any concerns must be reported using the safeguarding incident form and submitted electronically,
using the following email address: safeguarding@parenta.com or calling the DSL or DDSL directly.

3. Follow the guidance provided in Keeping Children Safe in Education Part One 2025.
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Parenta Solutions

SOFTWARE
NURSERY MANAGEMENT - ABACUS
*  Save hours by reducing planning time by 50%
*  Speedy invoicing to all parents and carers in minutes
* Instant view of all financial reports

*  Manage payments and track debt

EYFS LEARNING JOURNEY TRACKER - FOOTSTEPS 2

*  Record meaningful and detailed EYFS observations

*  Improve essential safeguarding and save hours of time

*  Reduce your workload and spend more time with the children

*  Identify at a glance each child's development pathway

ONLINE DAILY DIARY - DAYSHARE

= Share every magical moment of each child's day with their
parents and carers with our online diary software

PARENT PORTAL APP

*  Bringing parents and carers closer to their child’s day by providing
a timeline of their progress
+  Download Parent Portal App on Android or i0S

@ ONLINE CPD COURSES

No deadlines, no time restrictions, no classroom! Support your staff
or further your professional development with our online CPD
accredited courses
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e 0800 002 9242 hello@parenta.com

@ TRAINING

Increase employee motivation and keep staff for longer within your
setting by offering training - the ideal tool for you to develop your
feam.

Parenta courses include:

*  Level 2 Early Years Practitioner
*  Level 3 Early Years Educator

= Level 5 Early Years Lead Practitioner

PLUS ... Parenta offers a free recruitment service - no fees!

MARKETING SOLUTIONS

WEBSITE DESIGN

*  Our childcare websites generate genuine interest and leads from
parents and carers

*  We specialise in designing and building childcare websites so you
can rest assured that our team know what Ofsted and parents/
carers are looking for

BRANDING & DESIGN

*  Showcase your setting with branded products. From newsletters to
logos and prospectuses to business cards, we take care of all your
branding needs

SOCIAL MEDIA

*  We assist you with sefting up and using your social media
accounts in no time to help you increase your setting’s visibility

Follow us on social media @TheParentaGroup o @ @

www.pcren’ro.com

Parenta, Stratford House, Waterside Court, Neptune
Way, Medway City Estate, Rochester, Kent, ME2 4NZ



