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Aim of policy 

At Castle Tots pre-school, we are committed to promoting regular attendance as a vital foundation for your 
child’s ongoing learning, development, and school readiness. To support this, we will: 

●​ Provide a warm, welcoming, and inclusive environment where every child feels safe and valued. 

●​ Foster a positive culture that recognises and encourages consistent attendance. 

●​ Work in partnership with parents and carers to identify and overcome any barriers to regular 
attendance. 

Together, we can help ensure the best possible start for your child’s educational journey. 

Why attendance is so important 

The early years from birth to five years are a time of rapid growth and development. Children learn more 
during this period than at any other stage in life. Attending pre-school regularly during these formative 
years lays the foundation for a lifetime of learning, well-being, and success. 

Establishing consistent attendance and punctuality early on helps children develop positive habits and a 
sense of routine. These simple daily structures support emotional security, helping children feel safe, 
settled, and ready to engage with the world around them. 

Regular attendance also enables children to form strong, secure attachments with trusted adults in the 
setting which is key to their social and emotional development. Consistency and continuity in care and 
learning environments contribute significantly to a child’s sense of belonging, confidence, and overall 
progress. 

Children who attend regularly in the early years are more likely to develop the social skills, confidence, and 
readiness needed for a smooth transition into school. Good attendance in these early stages supports a 
positive attitude toward learning and helps establish patterns that lead to long-term success. 

By prioritising attendance now, we can give children the best possible start in life. 

At Castle Tots pre-school our expectation from parents and carers is to ensure they bring their child to 
attend their sessions unless absence is unavoidable due to illness or an emergency, or has been discussed 
previously with the Manager, Deputy or their child’s room leader. For any planned days off or holidays, 
parents and carers are expected to complete the request holiday form for our records.   

Procedure for reporting absence 

If your child will not be attending their usual session we ask that parents and carers on the first day of 
absence either phone, email castletots@castlehill.rbksch.org or message on Tapestry by 9:15am to explain 
the reason why their child will not be attending that day. This will then be recorded on the daily register. If 
your child has been absent for a week we will call to arrange a Google meet video ‘keeping in touch’ call 
with yourself and your child. This provides us with the opportunity to read the focus story or sing a song and 
stay in regular touch, which is invaluable to supporting children’s settling after being absent from the 
setting.  

Failure to communicate your child’s absence 

If the setting does not receive an explanation for absence we will endeavour to contact the first or second 
priority contacts we hold via phone on the same day. If the child is still off for their next session and the 
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setting has been unable to contact the parents or carers the emergency contact provided will be contacted.  
If contact cannot be made the absence will be followed up on the child’s return. All attempts regarding 
absences will be documented on the daily register. 

Monitoring Attendance 

We are committed to supporting every child’s learning and development through consistent attendance. To 
help us do this, we carefully monitor attendance and record all absences along with the reasons provided. 

If a child’s attendance falls below 75%, we will reach out to parents or carers to understand any challenges 
that may be affecting attendance. This is never about blame; our aim is to work together in partnership to 
find positive solutions and offer support where needed. 

In some cases, additional support or further action may be considered to ensure the child’s needs are being 
met and their well-being is prioritised. 

Holiday Leave 

We require that families complete a holiday request form prior to any holiday leave. This ensures that we 
are aware when children will be absent from the setting. 

Health and Well-Being Monitoring 

As part of our commitment to safeguarding children’s health and well-being, we also monitor absences for 
any patterns that may indicate wider concerns. For example, if there is an outbreak of illness (such as 
measles), we will ensure all parents and carers are promptly informed and kept up to date with any 
necessary guidance or precautions. 

Maintaining open communication helps us work together to protect the health of all children, families, and 
staff in our setting. 

Safeguarding Concerns 

We take our safeguarding responsibilities very seriously. If a child has frequent unexplained absences or 
stops attending without any communication, staff will remain alert to the possibility of underlying concerns, 
including the potential for abuse or neglect. 

In such cases, the Designated Safeguarding Lead (DSL) will be informed and will take appropriate steps in 
line with our safeguarding policy. This may include reaching out to parents or, where necessary, involving 
external agencies to ensure the child’s safety and well-being. Any safeguarding concerns must be referred to 
Single Point of Access (SPA)and/or a police welfare check requested. In rare cases a home visit may be 
undertaken by the DSL to ensure they can make contact with the family. 

Our priority is always the welfare of the child, and we are committed to working in partnership with families 
to provide the right support whenever it is needed. 

Understanding Barriers to Attendance 

While occasional absences due to illness are expected, we understand that there may be other reasons why 
a child might be reluctant to attend pre-school. Sometimes children may feel tired, unsettled, or simply 
want to stay at home with their family. If you notice your child is reluctant to attend, we encourage you to 
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speak with us. We will work closely with you to understand any underlying issues and offer appropriate 
support to help your child feel secure and happy at Castle Tots pre-school. 

We also recognise that changes in family circumstances such as; bereavement, separation, divorce or 
experiences of domestic difficulties can affect a child’s attendance, behaviour, and emotional well-being. 
Please let us know if any such changes occur. This will help us offer the right support and, where 
appropriate, explore additional early help services that may benefit your child and family. 

Supporting Families 

Some children may need extra support to attend regularly, especially those with medical needs, additional 
SEND needs, EHCP, or who may be more vulnerable. We are here to work in partnership with you to 
understand and overcome any challenges that might be affecting your child’s attendance. 

Strong communication between parents and the child’s key person is key. If needed, we can create a 
personalised support plan to help improve attendance and address specific barriers, such as difficulties with 
routines or transitions. 

If attendance does not improve, we will continue to work with you to explore further support. This might 
include guidance around bedtime routines, healthy eating, or referrals to early help services and other 
external agencies. Our aim is always to work alongside families in a non-judgemental and supportive way to 
give every child the best chance to thrive. 

Safeguarding and Attendance 

All professionals working with children share a duty to ensure their safety, well-being, and protection from 
harm. While attendance at an early years setting is not statutory, persistent non-attendance can sometimes 
be an early indicator of wider concerns, particularly for children who may already be vulnerable. 

Poor or irregular attendance may suggest difficulties within the home environment, and we are committed 
to identifying and responding to these concerns as early as possible to safeguard the child. 

Monitoring Attendance 

●​ Attendance is recorded accurately and reviewed regularly to identify patterns or concerns. 

●​ Ongoing monitoring allows us to respond early if a child’s attendance becomes a cause for concern. 

●​ Our staff are trained to recognise when unexplained or irregular attendance may indicate 
safeguarding risks, such as neglect or abuse. 

●​ Any concerns will be escalated to the Designated Safeguarding Lead (DSL) for further assessment 
and action, if needed. 

Taking Action 

●​ If a child is known to be open to Social Care or receiving support from external services, we will 
notify the relevant professionals of any absence from the first day. 

●​ When patterns of concerning or unexplained absence are identified, we will follow our safeguarding 
procedures and involve the appropriate services to ensure the child’s safety and well-being. 

By closely monitoring attendance, we are able to identify any early signs of difficulty, neglect or abuse and 
respond quickly. Our goal is to work in partnership with families and external agencies to create a safe, 
supportive environment where every child can learn, grow, and flourish. 
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Funded Places 

We are pleased to offer funded early education places for eligible nine month olds - three year-olds, 
provided through the local authority. As this funding comes from public funds, we have a responsibility to 
ensure it is used effectively and in line with funding guidelines. 

To make the best use of available places, we kindly ask that children attend at least 75% of their booked 
sessions. If a funded place is consistently underused, we may need to review the allocation. In some cases, 
this could mean offering the place to another family who is able to make full use of it. 

Attendance and use of funded hours may also be shared with the local authority if requested, as part of 
routine monitoring to ensure compliance with funding requirements. 

 

Linked policies: 

●​ Safeguarding Policy 
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