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Attendance Policy  
 
Regular attendance is essential for a child’s learning and development experience. This policy 
outlines expectations, procedures, and responsibilities regarding attendance at Young 
England Kindergarten. 
 
Although attending nursery school is not compulsory in the United Kingdom, you have chosen 
for your child to attend Young England Kindergarten. Parents are expected to ensure that 
their child attends nursery school regularly and punctually. Consistent attendance will 
support your child’s social, emotional, and academic development. 
 
Authorised and Unauthorised Absences 
Authorised absences include illness, medical appointments, family emergency, and 
exceptional circumstances (e.g. bereavement). Unauthorised absences include unreported 
absences, holidays taken without prior approval, or absences due to non-essential reasons. 
Any planned absences should be discussed with us beforehand  
 
Absence Reporting 

- Parents must inform us by 9:30am on the day of absence via phone, email, or Ovivio. 
- The reason for absence must be clearly stated. 
- If the absence extends beyond two days, parents should update us with an expected 

return date. 
 

Punctuality 
- Children should arrive on time for the start of the nursery day at 8:30am (YEKB) 

8:45am (YEKP) to minimise disruption. 
- Parents should inform staff in advance if they anticipate being late for drop-off or 

pick-up. 
- Persistent lateness may require a meeting with nursery staff to discuss concerns. 

 
Monitoring and Follow-Up 
As part of our requirements under the statutory framework, we are required to monitor 
children’s attendance patterns to ensure they are consistent and not a cause for concern. 
We ask parents to inform the nursery prior to their children taking holidays or days off, and 
all incidents of sickness absence should be reported to the nursery the same day so the 
nursery management are able to account for a child’s absence. If a child has not arrived at 
nursery within one hour of their normal start time, the parents will be contacted to ensure 
the child is safe and healthy. If the parents are not contactable then the emergency contacts 
numbers listed will be used to ensure all parties are safe. Staff will work their way down the 
emergency contact list until contact is established and we are made aware that all is well 
with the child and family. 
 
If contact cannot be established then we would assess if a home visit were required to 
establish all parties are safe. If contact is still not established, we would assess if it would be 
appropriate to contact relevant authorities, including the police, in order for them to 
investigate further. Where a child is part of a child protection plan, or during a referral 
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process, any absences will immediately be reported to the Local Authority children’s social 
care team to ensure the child remains safe and well. 
 
Holiday Requests 

- Parents must discuss any holiday requests with their group teacher or manager. 
 
Roles and Responsibilities 

- Parents: Ensure regular attendance, notify the nursery of absences, and 
communicate any concerns. 

- YEK Staff: Maintain accurate records, support families in attendance matters, and 
address persistent absenteeism. 

- YEK Management: Implement and review attendance policies, liaise with parents 
regarding attendance issues, and provide necessary support. 

 
This policy will be reviewed annually and updated as needed to reflect best practices and 
regulatory changes. 
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