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Attendance Policy
1. Policy statement
Little Roos Nursery and Forest Pre-School recognises that regular attendance and good punctuality are essential to children’s wellbeing, learning, development and safeguarding. As an early years provider registered on the Early Years Register, we have a duty to keep accurate attendance records, to know the whereabouts of every child at all times, and to take appropriate action where absence or patterns of absence raise concern in line with the EYFS statutory framework. 
This policy explains how we record, monitor and follow up attendance and absence, working in partnership with parents and carers and seeking advice or support from Nottinghamshire County Council where appropriate. This policy applies to all children attending the setting and all staff

2. Legal and statutory framework
This policy is informed by, and complies with, the following statutory guidance and requirements:
· Early Years Foundation Stage (EYFS) Statutory Framework – Safeguarding and Welfare Requirements, which require providers to keep daily attendance records showing children’s arrival and departure times 
· Ofsted: Inspection of early years register providers – requirements (effective April 2026), which expect providers to demonstrate effective safeguarding systems, including accurate registers and monitoring of attendance 
· Local authority safeguarding guidance relating to children absent or missing from early education, which stresses the importance of monitoring absence patterns and responding promptly to unexplained absence 

3. Aims of the policy

We aim to:
· Promote regular attendance and punctuality for all children
· Ensure all children are safe, supervised and accounted for at all times
· Maintain accurate, up‑to‑date attendance records
· Identify and respond early to concerns relating to poor attendance or unexplained absence
· Work in partnership with parents and carers
· Meet all EYFS, Ofsted and Nottinghamshire County Council requirements

4. Attendance expectations
Children
· Children are expected to attend for their agreed sessions and hours
· Parents should ensure children arrive and are collected on time:
- Children’s session start time is 8:00am. The setting cannot accept children prior to this time.
· If a child is unable to attend, parents must notify the setting as soon as possible.
Although children of early years age are not of compulsory school age, regular attendance supports continuity of care, secure attachments and learning routines, and helps staff identify safeguarding concerns at the earliest opportunity. 

5. Recording attendance
Children’s attendance registers
The setting keeps a daily attendance register, which includes:
· Child’s full name
· Date
· Time of arrival
· Time of departure
· Total hours attended
· Reason for absence, lateness or early collection (where applicable)
· Name of the person collecting the child
· Staff initials and daily management sign‑off
Registers are completed in real time and are available at all times, including for emergency evacuations, in line with EYFS safeguarding requirements. 
Staff attendance registers
A daily staff attendance register is also maintained to demonstrate:
· Who is working at any given time
· That statutory staff‑to‑child ratios are met at all times
This is essential evidence for Ofsted inspections. 


6. Absence procedures
Known absence
Parents must inform the setting in advance or as soon as possible if a child will be absent due to:
· Illness
· Medical appointments
· Family circumstances
The reason for absence is recorded on the attendance register.
Unexplained absence
If a child does not arrive as expected and the setting has not been informed:
· Parents/carers will be contacted promptly
· All attempts to contact parents are recorded
· If no contact can be made and there are safeguarding concerns, the Designated Safeguarding Lead (DSL) will follow the setting’s safeguarding and missing child procedures, in line with local guidance.

7. Monitoring attendance
The manager or designated lead:
· Regularly reviews attendance records
· Looks for patterns such as frequent absence, persistent lateness or irregular attendance
· Discusses concerns with parents sensitively and supportively
· Records actions taken and outcomes
Where attendance issues persist or raise safeguarding concerns, advice may be sought from appropriate Nottinghamshire County Council services, in line with safeguarding procedures.

8. Role of parents and carers
Parents and carers are expected to:
· Ensure their child attends regularly and on time
· Inform the setting promptly of absences or late arrival
· Provide accurate contact details and emergency contacts
· Work in partnership with the setting where attendance concerns arise
· Inform staff of person who will be collecting the child and expected time
Clear communication between home and the setting supports children’s wellbeing and safety.

9. Confidentiality and data protection
Attendance records are treated as confidential personal data and are:
· Stored securely
· Accessible only to authorised staff
· Retained in line with safeguarding and early years record‑keeping best practice

10. Ofsted and inspection readiness
Attendance records and monitoring procedures are used by the setting to demonstrate:
· Effective safeguarding systems
· Strong leadership and management oversight
· Compliance with EYFS requirements
These records will be made available to Ofsted inspectors on request. 

11. Policy review
This policy will be reviewed:
· Annually
· Following changes to EYFS, Ofsted or local authority guidance
· Following any significant incident relating to attendance or safeguarding





1. Purpose of Attendance Recording
(Links directly to the Daily Register columns)
Attendance registers are maintained to:
· Know which children and staff are on site at all times
· Record arrival and departure times
· Calculate total hours attended
· Record absence, lateness, or early collection reasons
· Demonstrate staff deployment and ratio compliance
· Provide immediate headcounts in emergencies
· Evidence safeguarding to Ofsted and Nottinghamshire County Council

2. Children’s Attendance Register – Policy Requirements
The setting maintains a daily Children’s Attendance Register, completed in real time, which includes the following fields:
	Register Column
	Policy Requirement

	Child’s full name
	Identifies each child uniquely

	Date of birth
	Confirms EYFS age range

	Room / group
	Confirms supervision arrangements

	Funded hours (Y/N)
	Supports local authority funding audits

	Arrival time
	Safeguarding & supervision evidence

	Departure time
	Safeguarding & supervision evidence

	Total hours attended
	Monitoring patterns & funding

	Absent / Late (reason)
	Safeguarding & welfare monitoring

	Collected by (name)
	Safe handover & identity check

	Staff initials
	Accountability

	Manager/DSL sign‑off
	Leadership oversight


Registers are available at all times, including for emergency evacuation roll calls.


3. Staff Attendance Register – Policy Requirements
A separate daily Staff Attendance Register is maintained and completed in line with the children’s register.
	Register Column
	Policy Requirement

	Staff name
	Identifies staff on duty

	Role
	Confirms qualification deployment

	Start & finish time
	Confirms coverage

	Breaks
	Ensures ratios remain compliant

	Total hours
	Workforce monitoring

	Room / group assigned
	Ratio confirmation

	Signature
	Accountability


The manager or senior member of staff checks and confirms:
☐ Statutory EYFS staff‑to‑child ratios are met at all times
☐ At least one suitably qualified person is present
	Task
	Best practice location

	Children arrive/leave
	Register completed at room entrance

	Staff sign in/out
	Staff‑only sign‑in point

	Emergency access
	Registers immediately accessible

	End‑of‑day storage
	Locked office / cabinet

	Long‑term storage
	Secure archive (3+ years)



	Person type
	Where they sign in
	Why

	Children
	Children’s attendance register (room entrance)
	Safeguarding & supervision

	Staff
	Staff attendance register 
	Ratios & accountability

	Visitors
	Visitors book by the door
	Site safety & evacuation
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