Register Procedure.

All children are registered on Famly by a member of staff as they arrive
and leave the setting.

When children arrive they should be signed in as soon as possible so that
the correct time shows on the attendance report.

When children are collected they should be signed out on the Famly app
as soon as possible so the correct time shows on the attendance report.

If a child leaves the setting for an appointment they should be signed out
and in again when they return.

Editing the Sign-In/Out Times of a Child
If you need to change the information about a child's sign-in /out time, you do this on the
attendance report. To do this:

e Click on the child's name, on the day in question.

e A box appears (as below), which gives you the opportunity to either Edit, Add or remove
sign in or out times, Add a holiday day, or an Add a sick day.

e Once you've made the changes you need to, click Update
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If a child is absent parents are asked to give the reason using the Famly
app. If parents have not done this staff should contact the parent via
Famly and enquire as to the reason for the absence. Staff should then
mark the reason for the absence on Famly. This can be noted as holiday,
sickness or other absence on Famly.

Updating a child's status to ‘absent’, 'off sick’, or 'on holiday"
To record a child's absence:
e Head to the overview and select the child/children who are off sick, or on holiday, by

clicking on their photo.



e You will get the normal status bar on the right-hand side, where you can select the 'sick’,
‘absent’, or 'on holiday' status:
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e Once you click on 'Absent’, you can input the period this applies to and any notes.

Recording a child's absence from their profile
You can also record a child as being absent via their profile. To do this:

e Log into the app

o Locate the profile of the child who is absent

e Click on the 'Activity' tab

e Click on the appropriate status, under the child's photo (as below)
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Removing an incorrectly recorded absence
If you have accidentally or incorrectly reported a child as absent or on holiday, you can correct it

on the attendance report.

PLEASE NOTE: If you accidentally change a child's status to 'sick’ or ‘on holiday’, the child will
automatically be signed out of the setting. As well as following the steps above to remove the
status, you will need to ensure the child is signed back in.
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