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1. Aim and Scope
We promote regular attendance, punctuality and early identification of unexplained or prolonged absences. Nursery attendance is not the same as compulsory school attendance; compulsory school age rules and school register duties apply only where legally relevant. We treat absence as a possible welfare signal, not simply an administrative matter.
2. Register and Daily Reconciliation
Record every child’s actual arrival and departure times, expected sessions, person collecting and authorised absences in a secure register. Staff count children on arrival, at room/outdoor transitions, before and after trips and at collection. Match the register to physical headcounters. Maintain emergency contact details and agreed attendance patterns.
Parents will be contacted within 15 minutes if a child has not arrived at their normal arrival time and if the parent has not contacted the nursery to advise of nonattendance and reason.
3. Parent Reporting
Parents should tell nursery by 8.30 am on the first day of absence, giving reason and expected return, and update if prolonged. Explain illness exclusion and infection guidance separately; children should not attend when too unwell to participate safely.
4. Unexplained Absence Escalation
If a child is unexpectedly absent, staff check the register and messages then contact parents/carers the same day, ideally soon after the expected arrival. If unreachable, call additional emergency contacts, review known vulnerabilities and consult the DSL. Where there are safeguarding concerns, an open social care plan, a pattern of absence, or no contact after reasonable attempts, DSL escalates promptly to children’s social care/police as appropriate; call 999 for immediate danger. Do not impose an automatic waiting period before safeguarding referral. Record attempts, responses, decision and outcome.
5. Prolonged or Recurring Absence
DSL and key person review repeated lateness, irregular patterns, persistent absence, sudden withdrawal and unexplained extended absence. Discuss barriers sensitively, offer reasonable adjustments for SEND/disability and coordinate with health visitors, social workers and other professionals where appropriate. Escalate unresolved safeguarding concerns. Do not remove a child from roll solely because contact has failed without checking welfare and contractual/legal obligations.
6. Oversight and Data Protection
Manager reviews attendance trends at least monthly, DSL reviews vulnerable children more frequently, and proprietor receives anonymised termly assurance. Protect records under UK GDPR and retention schedule. 
Legal and Inspection Reference Points
· EYFS statutory framework for group and school-based providers, effective 1 September 2026: https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
· Keeping children safe in education 2026 (where school duties apply): https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
· Working Together to Safeguard Children (current edition): https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
· Ofsted early years inspection toolkit and operating guidance: https://www.gov.uk/government/publications/early-years-inspection-toolkit-operating-guide-and-information
· ISI inspection framework (September 2026): https://www.isi.net/inspection-explained/inspection-framework/interactive-version/
Appendix A - Unexplained Absence Action Log


Child Name: ______________	 Time Expected: ______________ 	Date: _________


Time Register Checked: ____________


Contact Attempts:

Time: _____________

Number: ——————-

Outcome: _________________________________________________________________

_________________________________________________________________________



DSL Decision / Risk Factors: __________________________________________________

_________________________________________________________________________

Agency Referral / Reference: _________________________________________________ 


Resolution: _______________________________________________________________

_________________________________________________________________________
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