
10.2.1 Child Attendance Policy  

 

Policy Statement 

Lordswood Community Pre School aims to promote good attendance and punctuality in 

partnership with parents and carers in early years, ensuring that good habits are formed 

early so that children are school ready. 

We recognise that children attending regularly, has a positive impact on their learning and 

development, progress, social skills and therefore help to give children a good foundation for 

the start of their learning journey. A regular attendance has a positive impact on all aspects 

of a young child’s learning and development.  A regular routine supports a young child to feel 

settled and secure. 

We will encourage a good attendance by offering a stimulating, secure and caring 

environment for all children.  

Lordswood Community Pre School aim to offer affordable childcare for children aged 

between two years to primary school age.  

Lordswood Community Pre School is a non-profitable organisation allowing all income to be 

used to provide a stimulating environment that supports the development of each child 

through their ages and stages of development. We aim to ensure financial stability of the 

pre-school by having a fair and consistent process for pursuing non- payment of fees.  

We believe that:  

• Regular attendance and good punctuality are important for maximising achievement 

and obtaining the greatest benefit from education  

• Good relationships with children and their families are vital in encouraging regular 

attendance and punctuality  

• Children settle well and want to attend settings when they feel valued and have a 

sense of belonging  

• Good habits of attendance and punctuality are key skills for adult life 

 

Procedures 

We promote good attendance and punctuality by:  

• Ensuring children attend for the expected hours, arriving and leaving at the stated 

pre-school session times  

• Recording arrival and departure times in our daily register  

• Recording late arrivals or early collections in our daily register 

• Requiring parents to call the setting if they are going to be late or absent  

• Requiring parents to report sickness which is then recorded separately  

• Requiring parents to complete a ‘holiday form’ if they are planning a holiday during 

term time so this can be recorded accurately in our registers 



• Monitoring children’s attendance  

• Communicating with parents and following up on non-notification of absences and 

poor punctuality as part of promoting good attendance and punctuality  

• Following up consistent poor attendance and punctuality and making a record of it as 

appropriate  

• Making contact with parents/carers and, if appropriate, using the contact emergency 

details they have provided to try and establish why their child is absent  

 

Support 

We recognise that sometimes families may need extra support with attendance and 

punctuality, therefore good communication is essential between them and their child’s key 

person.  We will work with parents/carers to support a child’s good attendance and 

punctuality.  Where children’s attendance is poor and not improving, we will talk to them 

about the available support from their local children’s centre such as implementing bedtime 

routines or attending parenting classes. 

Reporting & recording absences 

The preschool must be notified of all absences and the reason for the absence on the first 

day of absence and then updated regularly throughout the absence.  

phone on 07910 644249 or email to the pre school info@lordswoodpreschool.org 

We record children’s attendance and absence in the daily register.  There is a separate log 

for all reported absences.  Holiday forms are required for planned time off away from the 

setting. 

If your child is sick or infectious, we require your child to stay off for the required time period.  

See our ‘Managing children who are sick, infectious or with Allergies’ policy.  A full list of 

sickness and infections can be found in our prospectus. 

The Pre-School will contact parents if their child is absent and we have not been made 

aware of the reason and record all absences on individual children’s absence sheets.  

If we are unable to contact the parent/carer we will start contacting the emergency contacts 

on your child’s records.  

If we are still unable to make contact and have not been informed of the child’s absence, 

then we may need to make a home visit to check that you are all safe and well.  

We ask parents to arrive to drop off and collect their child at their allocated drop off/ 

collection times promptly.  Continued late pick ups will incur a late collection charge (see 

schedule of fees). 

In the case of a parent collecting late, we require a phone call informing us.  Also see 

uncollected child policy. 

We ask parents to sign their child’s ‘Terms & Conditions’ and make copies to give parents.  

We refer to the Terms & Conditions. 

mailto:info@lordswoodpreschool.org


The preschool reserves the right to give the place to another child after 2 weeks, without 

notifying the child’s parents. A letter to parents will be sent as record that this has taken 

place.  

Missed hours & absence for funded hours 

We plan for your child to attend every day that he/she is scheduled.  If your child does not 

attend their usual session, we are not obliged to give them an alternative session to make 

the hours up.  However, if the setting is closed due to enforced closer (see enforced closer 

policy) we will do our best to offer the missed sessions back, but it cannot be guaranteed.  

Southampton City Council Funding Team is keen to ensure that families are correctly using 

all the entitlement they are claiming and are requesting that we monitor unattended sessions 

whether holiday, sickness or unexplained. Southampton City Council will only fund a child’s 

place due to holiday for two weeks. For holidays of longer than two weeks parents/carers will 

be required to pay to cover any further missed sessions. We CANNOT keep a place open 

without this payment. If a funded child is continually absent from particular sessions, we will 

discuss this with the parent/carer and, if the situation does not improve, a reduction will be 

made in accordance with Southampton City Council’s funding conditions. 

Changes to sessions 

You may alter your child’s session by giving us 4 weeks’ notice in writing and we will 

accommodate the request if spaces are available. 

If your child leaves part way through a year we require a months’ notice by completing the 

‘Notification of Leaving Date’ form and we will send your child’s learning records onto their 

new setting to ensure a smooth transition.  

If a child is receiving the free nursery place, all attendance may be checked by the local 

authority and parents may be charged for absences if they are unauthorized or deemed to 

be an unacceptable reason for absence 

Withdrawing a place  

We will make every effort to support good attendance and punctuality, as suggested above. 

However, if there are no other indicators of concern or vulnerability and your child has failed 

to attend for four consecutive weeks or more without a justifiable reason, we may withdraw 

your child’s place.  

The process for formally withdrawing a child’s place is as follows:  

• We will attempt to contact the family twice weekly to seek a justifiable explanation (by 

telephone or home visit and followed up by email), including, of course, first day 

calling 

• We will send a recorded delivery letter during the third week to invite the parent to a 

meeting to discuss the situation and warning them of the action that will be taken 

after the fourth week 

• We will continue to attempt twice weekly contact by phone and email 

• We will send a recorded delivery letter in the final week, explaining that the place will 

be withdrawn on a specific date 



Safeguarding 

We all have a duty to keep children safe and protect them from harm and very poor 

attendance can be an indication of neglect and seen as a safeguarding issue.  If we are 

concerned about the welfare of a child who is absent, we reserve the right to contact 

Children’s Services. 

If we have concerns regarding the welfare of the child, we will follow our Safeguarding and 

Promoting the Welfare of children and child Protection Policy. 
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