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[Please edit to reflect your procedures]
This policy framework should be used as a starting point which is then developed to fit your setting’s individual context. Prior to being adopted, each section should be reviewed to determine if it is appropriate for your setting and to ensure it reflects the procedures in your own setting. If more or less information is required, it is the responsibility of the setting to make those amendments. This policy is recommended for childminders but will need to be edited to fit your unique circumstances. 
Context
This policy aligns with the Early Years Foundation Stage (EYFS) statutory framework and incorporates updated attendance and safeguarding requirements effective from 1st September 2025. The EYFS states all providers must:
· Follow up on absences in a timely manner
· Make contact with parents/carers if a child is absent without notification 
· Contact emergency contacts if parents/carers not responding
· Consider patterns and trends in child’s absences
· Use professional judgement in determining if a child’s absence is prolonged
· Consider vulnerabilities of child, parent/carers and their home life when making judgements
· Refer concerns to local children’s social care services.
Although attendance in early years is non-compulsory, the setting has a legal duty to safeguard all children who are enrolled. Regular attendance enables staff to identify any emerging welfare concerns in line with statutory safeguarding responsibilities.
Policy Statement
Regular attendance plays a fundamental role in supporting children’s educational achievement, well-being and in keeping children safe. Irregular or unexplained absences can indicate underlying issues, whether at home or in the child's well-being, and may signal a need for additional support. While attendance in early years education is not compulsory, once enrolled, children are expected to attend regularly. This ensures they benefit fully from their early education experience. Parents are encouraged to treat attendance with the same importance as school attendance.
This policy sets out the procedures in place to promote and monitor attendance within our Early Years Setting and the steps that will be followed if a child is absent from the setting. 
Aims of the Policy
This policy aims to ensure that attendance is managed effectively to promote the welfare of children while fulfilling legal and safeguarding duties. The key objectives are:
· Promoting regular attendance: Regular attendance helps children build relationships, follow routines, and receive the full benefit of their education. It is also a key safeguarding measure, allowing us to identify emerging issues early and offer support where needed.
· Supporting families with attendance challenges: We recognise that families may face unique challenges in ensuring regular attendance. We are committed to working with parents and carers to address barriers to attendance and provide support where possible, including offering flexible arrangements for children who need them.
· Managing absences consistently: This policy outlines the procedures for managing absences, including how we track attendance, communicate with parents, and address unexplained or prolonged absences. Our goal is to handle attendance issues consistently and transparently.
· Identifying and responding to attendance patterns: Detecting attendance patterns early is vital in safeguarding. This policy ensures that emerging patterns of absence or unexplained absences are flagged promptly for further action.
· Meeting statutory safeguarding duties under EYFS: We follow safeguarding procedures to ensure children's safety and well-being. This includes collaborating with other relevant professionals or authorities if needed, ensuring that safeguarding requirements are fully met.
Responsibilities
Providers: [Please state here what you will do]
· Maintain accurate attendance records: We are responsible for keeping an accurate daily register of attendance updated at the start of each session. 
· Monitoring attendance: The setting is responsible for monitoring attendance to ensure children’s well-being and development. We track absences, identify concerns, and take appropriate action, including direct communication with families, welfare checks, and referrals when needed.
· Ensure up-to-date emergency contact details: Each child will have more than two emergency contacts on file wherever possible. 
Parents/Carers: [Please state here you expectations of parents]
· Reporting an absence: Parents must notify the setting by [X AM] on the first day of absence, providing the reason and expected return date. Absences can be reported via email, message, or phone (provide email/phone number).
· For absences exceeding two consecutive days: Parents are expected to provide regular updates on their child’s condition and anticipated return date.
· Home visit after three days of absence: If an absence extends beyond two days without contact, we may conduct a home visit to assess any additional support needs and discuss the child’s return.
Procedure for managing absences
· Recording attendance promptly: Attendance is taken at the beginning of each session. Unnotified absences will be flagged for follow-up.
· Initial contact for unexplained absences: If no reason for absence is provided, we will attempt to contact the parent or carer by phone immediately. If unsuccessful, all emergency contacts will be tried.
· Escalating unresolved absences: If no contact is made within 24 hours, the issue will be escalated to the Designated Safeguarding Lead (DSL) for a decision on next steps.
· Proactive intervention for emerging patterns: If a pattern of irregular attendance emerges, we will engage with the family to understand the reasons behind the absences and offer support. This may include early help or referrals to external services.
Monitoring and identifying attendance patterns
The DSL will regularly review attendance records to identify concerning patterns, such as frequent absences on specific days. Families will be contacted to explore underlying causes and offer support where appropriate.


Integration with Safeguarding policy
· Attendance and safeguarding: Unexplained or irregular absences may indicate risks to a child’s well-being. Attendance concerns will be addressed through safeguarding procedures.
· Safeguarding action: The DSL will assess whether patterns of absence indicate cause for concern and may refer to the local authority or request a welfare check.
· Prolonged or unresolved absences: These may result in a referral to children’s social care or other relevant agencies.
Communication and training
· Staff training: All staff will be trained to recognise and respond to attendance-related safeguarding concerns. Training will be renewed every two years in accordance with the EYFS.
· Staff roles and responsibilities: The settings manager will serve as the primary contact for attendance concerns. The DSL will lead on safeguarding issues arising from attendance patterns.
· Policy distribution: A copy of this policy will be provided to families at registration.
· Ongoing communication: Families will be notified in writing if attendance concerns arise and will be involved in any steps taken to address the issue.
Review
· Annual review: This policy will be reviewed annually or sooner if required by statutory changes. Updates will be communicated to families via email or letter.
· Feedback: We welcome suggestions and feedback from families and staff and will regularly seek this.
· Policy updates: All changes will be shared promptly to ensure consistency and transparency.


[bookmark: _3dy6vkm]
Page | 1 [image: Worcestershire County Council]
www.worcestershire.gov.uk 
image1.png
# worcestershire
<~ county council





