
1.9 Child Attendance Policy 

Policy Statement 

At Meadow Lane Children’s, we are committed to promoting consistent attendance 
as part of our safeguarding duty under the Early Years Foundation Stage (EYFS) 
statutory framework. Regular attendance supports children’s emotional well-being, 
early learning, and development. 
This policy outlines our procedures for monitoring attendance, working with 
families, and responding to absences to ensure every child receives the full benefit 
of our provision. 

2. Aims of the Policy 

• To ensure the safety and well-being of all children through consistent 
attendance monitoring. 

• To work in partnership with parents and carers to promote regular 
attendance. 

• To identify patterns of absence and offer early support where needed. 

• To meet our safeguarding responsibilities in line with the EYFS and local 
safeguarding partnerships. 

• Three additional emergency contact details are provided alongside parent/
carers contact details. 

• Emergency contact details are kept up to date. 

3. EYFS Framework Reference (2024/25 Update) 

As outlined in the EYFS statutory framework (Section 3: Safeguarding and Welfare 
Requirements3.11 3.12), providers must promote good attendance, and take action 
when patterns of absence emerge. This includes: 

• Ensuring children are safe if they are unexpectedly absent. 

• Working with families to understand reasons for absence. 

• Referring to appropriate agencies where necessary. 

• Considerations given to child’s vulnerability, parent’s and/or carer’s 
vulnerability and their home life.  

4. Procedures 

4.1 Daily Registration 



• All children will be signed in and out of the setting using our designated 
attendance system (Famly). 

• Management will complete registers promptly at the beginning of each day. 

• The staff are aware of the children who will be attending on the day by 
checking daily registrations on our online attendance system (Famly) 

4.2 Reporting Absence 

• Parents/carers must notify the nursery by phone or on our online system 
(Famly) if their child is going to be absent, stating the reason and expected 
return date. 

• If no contact is made, the nursery will contact the parent/carer by 10:00am 
by the phone to ensure the child’s safety. 

• If no answer by the parent/carer the nursery will ring the families emergency 
contacts. 

• We will follow our safeguarding policy and contact external agencies following 
no response from parents/carers or emergency contacts.  

4.3 Monitoring Attendance 

• Children’s attendance will be reviewed termly by the manager and/or 
designated safeguarding lead (DSL). 

• Patterns of irregular child’s attendance, frequent lateness, or unexplained 
absences will be noted. 

4.4 Follow-up and Support 

• If after the Children’s attendance report is pulled and a child’s attendance is 
low the nursery will contact the family to discuss any issues and offer 
support. 

• Continued concerns may lead to a formal meeting with the manager and/or 
DSL to agree on next steps. 

• If we are unable to contact a family after three consecutive days of absence 
with no explanation, and/or if we have safeguarding concerns, we will follow 
our safeguarding procedures and may contact external agencies. 

5. Holidays and Planned Absences 

• We ask that parents and carers inform the nursery of any planned holidays 
or absences in advance by contact the office on our Famly platform.  



• If this is discussed with your key worker on drop off or collection the key 
person will write a message on Famly asking for this to be confirmed in a 
message.  

• Management will document any holiday or appointments by adding this onto 
the Famly system, documenting the reason for the leave and how this was 
reported.  

6. Safeguarding and Non-Attendance 

• Unexplained or frequent absences are treated as a safeguarding concern. 

• If a child is subject to a Child Protection Plan or is considered vulnerable, any 
absence will be reported to the child’s social worker on the same day. 

7. Roles and Responsibilities 

Parents/Carers 

• Ensure children attend regularly  

• Inform the nursery of absences and reasons in a timely manner. 

• Provide three emergency contact details on top of parent/carer information 

• Keep emergency contact details up too date  

• Complete children’s application forms, making sure all information is correct 

Nursery Staff. 

• Follow up on absences on our Famly platform. 

• Identify concerns and escalate as necessary. 

• Follow safeguarding policies and procedures. 

• Speak to Manager/DSL with any concerns about a child/children’s absences. 

Manager/DSL 

• Monitor children’s attendance trends by pulling termly child absence reports 

• Liaise with parents, key workers, and safeguarding partners. 

• Implement appropriate actions and referrals. 

• Document all child absences on Famly including written confirmation details.  



• Follow safeguarding policies and procedures 

• Support families when needed 
 
 
This policy will be reviewed annually or sooner if EYFS statutory guidance 
changes. 

9. Legal framework  

Early Years Foundation Stage Statutory Framework, for group and school 
based providers, Setting the standards for learning, development and care for 
children from brith to give.  

Primary legislation 
▪ Children Act (1989 s47) 
▪ Protection of Children Act (1999) 
▪ Data Protection Act (1998) 
▪ The Children Act (Every Child Matters) (2004) ▪ Safeguarding Vulnerable Groups 
Act (2006) 
▪ Childcare Act 2006 
Secondary legislation 
▪ Sexual Offences Act (2003) 
▪ Criminal Justice and Court Services Act (2000) 
▪ Equalities Act (2010) 
▪ Data Protection Act (1998) Non Statutory Guidance ▪ Childcare (Disqualification) 
Regulations 2009 
▪ Children and Families Act 2014 
▪ Serious Crime Act 2015 
Further guidance 
▪ Working Together to Safeguard Children (2015) 
▪ What to do if you’re Worried a Child is Being Abused (DfE 2015)) 
▪ Statutory guidance on making arrangements to safeguard and promote the 
welfare of children under section 11 of the Children Act 2004 (HMG 2007) 
▪ Information Sharing: Guidance for Practitioners providing Safeguarding Services 
(DfE 2015) ▪ Disclosure and Barring Service: www.gov.uk/disclosure-barring- 
service-check ▪ Keeping Children Safe in Education (2015) 
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