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1. PURPOSE

The purpose of this policy is to set out the attendance and punctuality expectations of
all parents/carers when they enrol their child at Rebecca Cheetham Nursery.

We expect that all children will:
e attend nursery from the allocated start date
e attend all the scheduled sessions booked at nursery
e attend nursery on time.
e attend nursery appropriately, prepared for the day.

We expect all parents and carers to:
® encourage regular nursery attendance
ensure that their child arrives punctually and prepared
ensure nursery is contacted when the child is not attending
contact the nursery on each day of an absence
contact the nursery in the event of any lateness
contact the nursery regarding any issue that may keep their child off school

We aim to help parents/carers avoid absences and lateness for their children by creating
enjoyable, fun, safe, caring and exciting opportunities for all children who attend the
nursery. These opportunities will encourage children to want to attend the nursery on all
their scheduled sessions. In turn, we aim to create trusting and supportive relationships
with all parents/carers so they feel secure in bringing their children to all their scheduled
sessions.

Where more clarity on attendance and punctuality is needed this policy will identify the
individual processes involved.

2. SCOPE

At Rebecca Cheetham we expect all parents/carers to bring their child to their scheduled
sessions; agreed in their admissions contract (see Admissions Policy & Charging for
Childcare Policy) to enable the nursery to run in a safe and successful way.

Whilst the legal requirement for attendance does not apply to children under 5, regular
routines for young children support the settling in process and enhance their sense of
security. They can also foster good habits for children’s later life through to Primary
School. Regular attendance is an excellent way for your child to get the best out of their
nursery experience and is an important life skill.

At Rebecca Cheetham staff work hard to make the very best use of human resources.
We work to precise ‘child to adult ratios’ to ensure Health & Safety regulations are
followed and make sure your child has the most appropriate care and support for their
specific age of development. These ratios are calculated upon registration at the start of
your child’s session. Once the register has been taken, staff are moved and allocated



according to the numbers in the register, to provide the very best learning, play and
development support across the nursery. With poor attendance and punctuality we
cannot do this. This has a negative impact on other children and is not acceptable.

For many families attendance at the nursery does not become an issue. Where
attendance becomes an issue, the remainder of this policy sets out the procedures for
parents/carers and the nursery related to attendance and punctuality.

3. RESPONSIBILITIES

Role of the Head Teacher, DSL and Governing Body

The Head Teacher is responsible for ensuring this policy is circulated and upheld by the
staff and any training or support is in place for employees around attendance and
punctuality.

The Designated Safeguarding Lead (DSL) oversees attendance monitoring where absence
indicates potential welfare or safeguarding risks.

The Attendance Officer will be the first point of contact with families to support and
encourage them to meet the minimum levels of attendance.

The Governing Body is responsible for making final decisions about children who attend
the nursery.

All Staff

All staff are responsible for ensuring they have read and understood this policy and are able
to communicate it clearly to parents/carers. Staff are responsible for ensuring they keep
up to date records of attendance and punctuality to support this policy.

4. PROCEDURES

Attendance:
o Nursery attendance is agreed by parents through the signing of the Home School
Agreement
e The schedule for attendance is agreed in the Admissions Contract upon
acceptance of a place at Rebecca Cheetham Nursery.
e Attendance times will be different according to the schedule agreed in the Home
School Agreement. Scheduled session times are as follows;

Schedule for Attendance Start time End Time

Extended day — Full time 8:00am 5/6:00pm

AM Session — Part time 3 / 4 year 8:45am 11:45am
olds

AM Session — Part time 2 year olds 9:00am 12:00pm




PM Session — Part time 3 / 4 year 12:45pm 3:45pm
olds

PM Session — Part time 2 year olds 1:00pm 4:00pm

Top Ups to either the morning/afternoon sessions can be purchased to extend
childcare to both AM and PM sessions; where this occurs the start time is above
Registers in each session will be completed by the Nursery staff in each room

We expect parents/carers to contact the nursery if a child is going to be late or is
running late.

Non Attendance:

Children who have not attended their scheduled session will be marked as
absent

No refund will be given for non attendance at fee paying sessions

No carry over will be give for non attendance at fee paying sessions for any
reason

Erratic non attendance could affect government funding or grants for childcare
Frequent non attendance could result in children losing their place at nursery
Non attendance and no communication from the family as to the reason will
result in a phone call to the parent/carer

Children who have attendance below 85% will trigger the absence procedure and
will have a meeting with the attendance officer. The 85% threshold considers
unauthorised or unexplained absences rather than genuine health/quarantine
periods.

Communicating Non attendance:

Parents/carers should call the school on the morning (by 9am) / afternoon (by
1pm) their child will not be attending to inform the school, giving a reason for
the absence (sick/unwell are not deemed to be satisfactory reasons and further
clarification will be needed)

Parents should telephone the school daily should absence through illness extend
to more than just one session.

Such documentation could be presented to the LA or governors should non
attendance at Nursery become a problem

Regular non attendance that gives a cause for concern will be communicated to
other agencies

Parents/carers are requested to fill out an Absence Request form for known
absences and offer evidence to compliment the request; eg. flight details /
medical letter etc.

Monitoring Attendance:

Rebecca Cheetham has a duty to report nursery attendance to governors
Attendance numbers will be monitored daily, in the interests of child protection
and to determine safe and appropriate ratios



e All attendance figures will be stored and processed by the school in accordance
with UK GDPR and the Data (Use and Access) Act 2025 to support tracking and

child wellbeing.

e Attendance data may be shared with statutory agencies (such as Local Authority

Children’s Social Care) for child protection and safeguarding purposes in line with

data protection legislation.

e All absences will be documented and all absences will be followed up should
they reach a level that impacts on the child regardless of the reason given

Attendance Absence Procedures

Absence

Action

At every day of absence

Entered into SIMS (School Information

Management System)

Once a child hits below 85% at the end of a

period of a month NOTE: the 85%
threshold considers unauthorised or

unexplained absences rather than genuine
health/quarantine periods.

A conversation with the attendance officer
along with a letter detailing the current
attendance figure and a target percentage
to achieve by the end of the term.
(Absence Letter 1)

During the following month, if attendance
improves

A “well done” letter acknowledging the
improved  attendance. (Improvement
Letter)

During the following month, if attendance
doesn’t improve

A second letter is sent to the family,
informing them of the consequences of
pupil absence and that if there is no
improvement, a meeting with the head
teacher. (Absence Letter 2)

During the following term, if attendance
still hasn’t improved

A letter detailing a meeting with the Head
Teacher. (Absence Letter 3)

After the Head Teacher
attendance hasn’t improved

meeting, if

Case passed to the Chair of Governors.
Place at nursery is at risk. Social services
referral.

If attendance still hasn’t improved after
discussion with Chair of Governors

Place at Rebecca Cheetham Nursery is
withdrawn. (Place Withdrawal Letter)

At any stage when attendance improves families should be praised and encouraged and
the Improvement Letter provided to the family.

Protected Time

We have some protected times in our three and four year old provision to ensure that
the small pockets of adult focused learning time are short, sharp and focused and don’t
distract from children’s play. During these times, children will not be able to be dropped
off and will need to wait until the end of the protected time to enter the classroom. The

times are as follows:




9:00am - 9:20am 11:25am - 11:40am
1:00pm - 1:20pm 3:25pm - 3:40pm

Punctuality (lateness):

Nursery punctuality is agreed by parents through the signing of the Home School
Agreement

Start times will be different according to the schedule agreed in the contract.
Session times are outlined in Section 4.

We define lateness as arriving within the 30 minutes after the designated start
time of the session. See above.

We encourage communication regarding lateness from parents/carers and the
nursery.

Communicating Lateness:

Parents/carers should call the school before their child’s session start time to
inform the school they will be late, giving a reason for the lateness and
approximate time they expect to be at the Nursery

All communications to and from parents about lateness will be documented in
the Absence & Punctuality Communication Book

Late Collections:

Children quickly learn the timings and rhythm of the nursery. They can get quite
dysregulated if they are not picked up on time, especially when they see all their peers
being picked up and they are left behind. We encourage parents to do their best to
ensure they are on time for pick up.

Children who are picked up 10 minutes late or more will be charged the current
hourly rate for the full hour.

Late collections (the exception to the above) are charged at £25.00 per 15
minutes after 6pm. See Charging for Childcare Policy for terms and conditions of
charges and payments.

Parents are advised to call the school if they are going to be late in collecting
their child from Nursery giving a reason for their lateness and an approximate
time of arrival

Parents are late if they collect their child after the end times above.

Late collections will be recorded in SIMS and monitored in the interests of child
protection

Regular lateness at the end of a session that gives a cause for concern will be
communicated to other agencies

If a child has not been collected by the scheduled time and we haven't heard
from the parents/carers, we will endeavour to contact the parents ourselves and
people on the emergency list to attempt to ascertain what has happened. To
ensure the child does not feel upset at not being picked up on time, we would
allow the child to attend the extended day provision until such time, they have
been collected. The late charge fee and any other additional charges will apply.



If a child has not been collected by 6pm and we haven't heard from the
parents/carers, we will endeavour to contact the parents ourselves and people
on the emergency list to attempt to ascertain what has happened. Failing the
child being picked up by 6.30pm, we will make contact with social services who
will advise of the next steps.

Holidays:

All holidays are not encouraged during Nursery term time. Parents/carers are
advised to take holidays during the time when the Nursery is closed (see current
term dates)

Parents/carers must complete an Absence Request form and provide relevant
evidence of the holiday (eg. flight tickets/confirmation that details departure and
arrival dates).

Holiday leave is granted at the Headteacher’s discretion and is not automatically
authorised

Holiday will not be granted where attendance is already a cause for concern

No return after a holiday will result in a child losing their place at Nursery and the
possibility of social services being informed.

Medical appointments:

e Parents/carers are advised to make medical appointments for their child outside
of the Nursery session hours they have booked. (For fee paying parents we
recognise that this will not always be possible.)

e All medical appointments taken during Nursery sessions booked by
parents/carers will be recorded as an absence in SIMS.

e Parents/carers need to complete an Absence Request form and provided relevant
evidence of the medical appointment (letter, prescription medication etc)

Sickness:

In the event that practitioners with first aid training feel that a child is not well enough
to be at nursery, we will telephone Parents/ Carers to come and collect them. The early
dismissal will be recorded for record keeping purposes.

Some absences due to sickness will involve a child having longer off school. Where this
occurs it will be recorded on SIMS.

Parents/carers are encouraged to keep in regular contact with the Nursery
throughout such a time

Longer, more serious sicknesses will involve changes to the timeline for
Attendance Absence procedures listed above.

Where sickness is prolonged the school will offer support to the family
Reoccurring longer sickness periods may result in other agencies being involved
in the interest of child protection

Some longer, more severe sicknesses will involve a quarantine period due to the
nature of the sickness. The school will advise parents/carers of the time frame
for this (e.g. chickenpox)



e Longer sickness absences may involve a resettling in procedure (see Settling In
Policy)



Family Emergencies:

e Consideration will be given to circumstances where a family emergency occurs
involving a long absence where clear, open and timely communication is given by
the parents/carers

e The Headteacher has the final decision

Changing Schools:
e Absences incurred if parents/carers remove their child from Nursery will be
recorded and passed on to the next educational establishment
e Parents/carers are asked to wait to get a start date for their child’s new setting
before removing them to avoid unnecessary breaks in learning and play
development for their child

5. RELATED DOCUMENTS

All letter and templates for Attendance and Punctuality communication can be found
within the school’s Google Drive.

Admissions Policy

Charging for Childcare Policy

Settling In Policy

Current Term Dates

Attendance and Punctuality Guidelines for Parents

Child Protection Policy

6. RELATED PROCEDURES

Admissions Procedures — ensuring parents/carers are clear on attendance and
Punctuality expectations as soon as they enrol their child.

Procedures for involving outside agencies may be used in conjunction with parts of this

policy.

7. GLOSSARY
LA — Local Authority

8. COPIES
Hard copies are to be made available to parents/carers upon request. An electronic copy
of this Policy will be kept on the school system alongside other policies.



ATTENDANCE IMPROVEMENT PLAN & TARGETED CONTRACT (Letter 1)

1. OVERVIEW & TARGETS

Child's Name:

Parent/Carer Name(s):

Agreed Session Schedule:

Previous Academic Year Attendance:
Autumn Term Target Attendance:

This plan is an agreed contract between Rebecca Cheetham Nursery and the parent/carer to
raise attendance from to by the end of the Autumn Term. Regular routines support
your child's settling-in process, enhance their sense of security, and build foundational life skills.

2. PARENT/CARER RESPONSIBILITIES & AGREED ACTIONS

To achieve the target by the end of the term, the parent/carer agrees to the following

standard operating procedures:

Daily Contact: Contact the nursery every morning if the child will be absent, providing a
specific reason. (Note: "Sick" or "unwell" is insufficient; detailed clarification is required).
Ongoing Absence Updates: Telephone the school daily for any absence extending
beyond a single session.

Punctuality: Ensure the child arrives promptly at the agreed start time (8:00 AM, 8:45
AM, or 12:45 PM). Notify the nursery in advance if running late.

Known Absences & Appointments: Complete an Absence Request Form in advance for
scheduled medical appointments or known absences, providing supporting
documentation (e.g., appointment letter, prescription, flight details).

Medical Appointments Schedule: Schedule medical appointments outside of agreed
session hours wherever possible.

3. NURSERY SUPPORT & MONITORING

Rebecca Cheetham Nursery will support the family through the following measures:

Daily Tracking: Maintain accurate daily attendance records in SIMS and the Absence and
Punctuality Communication Book.

Settling & Engagement: Provide a safe, caring, and engaging environment to encourage
daily attendance and support the child's learning and development.

Positive Reinforcement: Issue an Improvement Letter and offer formal praise when
attendance milestones are met during monthly reviews.

Collaborative Support: Work closely with the family to address any underlying barriers
or emergencies affecting attendance.



4. PROGRESSION & CONSEQUENCES OF NON-IMPROVEMENT

If attendance falls below the target threshold there may be consequences such as formal letters
and possible termination of the nursery place. In extreme cases, our policy suggests that social
services will be involved.

5. SIGNATURES & COMMITMENT

By signing below, the parent/carer and nursery representative agree to the terms, expectations,
and targets set out in this plan.

Parent/Carer Signature: Date:

Headteacher / Nursery SLT Signature: Date:




ATTENDANCE IMPROVEMENT ACKNOWLEDGEMENT
1. OVERVIEW & PROGRESS

Child's Name: [Insert Child's Name]

Parent/Carer Name(s): [Insert Parent/Carer Name(s)]

Agreed Session Schedule: [e.g., Afternoon Session (12:45pm — 3:45pm)]
Previous Attendance Figure: [Insert Previous %]

Current Attendance Figure: [Insert Current %]

Following a recent review of our attendance registers, we are delighted to write to you with
some positive news!

Your child’s attendance has shown a noticeable improvement since our last communication,
meeting our expectations for positive progress. We want to formally recognise and praise your
efforts in encouraging regular attendance.

2. WHY THIS MATTERS Regular attendance and consistent routines in the early years make a
significant difference in your child's nursery experience. By ensuring [Insert Child's Name]
attends scheduled sessions regularly, you are helping them:

e Feel secure and comfortable within the nursery environment and routines.
e Build strong friendships and social skills with their peers.
® Make steady, meaningful progress across all areas of early learning and development.

3. MOVING FORWARD & CONTINUED SUPPORT We encourage you to maintain these wonderful
daily routines throughout the remainder of the academic year.

As a reminder:

e Our target nursery attendance threshold is 85% or above (excluding genuine medical or
quarantine periods).

® Please continue to inform the nursery office by 9:00 AM (morning session) or 1:00 PM
(afternoon session) if your child is ever unable to attend.

We will continue to monitor attendance monthly and offer support whenever needed. Thank
you for working in close partnership with us to ensure [Insert Child's Name] receives the very
best start to their education.

4. SIGNATURES & ACKNOWLEDGEMENT

Attendance Officer / SLT Signature: Date:

Headteacher Signature: Date:




FORMAL ABSENCE NOTICE (LETTER 2)

OVERVIEW & CURRENT STATUS

Child's Name: [Child's Name]

Parent/Carer Name(s): [Parent/Carer Name(s)]

Agreed Session Schedule: [e.g., Afternoon Session (12:45pm — 3:45pm)]
Target Attendance Set in Contract (Letter 1): [e.g., 75%]

Current Attendance Figure: [e.g., 52.3%]

On [Date of Letter 1], we met to agree on an Attendance Improvement Plan & Targeted Contract
to support your child’s regular attendance. Following a recent review of our attendance registers,
your child’s attendance remains below the agreed target threshold and has not shown sufficient
improvement.

Regular attendance in the early years is essential for establishing routines, supporting settling in,
and building foundational learning skills.

REQUIRED ACTIONS Because attendance has not improved during this monitoring period, we
are issuing this formal Absence Letter 2 in line with our school policy. You are required to
maintain strict adherence to the following standard operating procedures:

Timely Daily Contact: Call the nursery office by 9:00 AM (morning session) or 1:00 PM
(afternoon session) on every day of absence with a specific reason. General statements
such as "sick" or "unwell" require further clarification.

Daily Updates: Contact the nursery daily if an absence extends beyond a single day.
Medical Evidence: Provide documentation (e.g., medical letters, prescriptions, or
appointment slips) for medical absences.

Punctuality: Ensure your child arrives promptly at their scheduled start time.

NEXT STEPS & CONSEQUENCES We remain committed to supporting your child’s learning
journey. However, please note that if attendance fails to improve during the next monitoring

period:

1.

Headteacher Meeting: You will be required to attend a formal meeting with the
Headteacher (Absence Letter 3).

Escalation & Place Risk: Persistent non-attendance places your child's nursery place at
risk and may result in a referral to the Chair of Governors and Local Authority Children's
Social Care.

ACKNOWLEDGEMENT OF RECEIPT

Please sign and return this slip to the nursery office.



| acknowledge receipt of Absence Letter 2 regarding my child's attendance.

Parent/Carer Signature: Date:

Attendance Officer / SLT Signature: Date:




ABSENCE LETTER 3 (Mandatory Headteacher Meeting)
MANDATORY HEADTEACHER MEETING NOTIFICATION (LETTER 3)

OVERVIEW & CURRENT STATUS

Child's Name: [Child's Name]

Parent/Carer Name(s): [Parent/Carer Name(s)]

Agreed Session Schedule: [e.g., Afternoon Session (12:45pm — 3:45pm)]
Target Attendance Threshold: 85%

Current Attendance Figure: [Insert Current %]

Despite previous communications (Absence Letter 1 and Absence Letter 2), your child’s
attendance has still not improved and remains a serious cause for concern.

Because attendance has not improved following our monitoring periods, you are now required
to attend a formal meeting with the Headteacher as outlined in our Attendance and Punctuality
Policy.

MEETING DETAILS
A formal meeting has been arranged as follows:

Date: [Insert Date]

Time: [Insert Time]

Location: Rebecca Cheetham Nursery Main Office

Attending: Headteacher & Designated Safeguarding Lead (DSL)

If you cannot attend at this designated time, you must contact the nursery office immediately to
reschedule.

CONSEQUENCES OF NON-IMPROVEMENT The purpose of this meeting is to discuss the barriers
to attendance and determine next steps. Please be aware that if attendance does not improve
following this meeting:

Governor Action: The matter will be formally referred to the Chair of Governors.
Withdrawal of Place: Your child’s place at Rebecca Cheetham Nursery will be at risk of
immediate withdrawal.

e Statutory Referral: Unexplained or continued non-attendance will be referred to Local
Authority Children's Social Care in line with statutory safeguarding duties.

ACKNOWLEDGEMENT OF RECEIPT

Please sign and return this slip, or confirm your attendance by replying to this letter.



| confirm receipt of Absence Letter 3 and will attend the mandatory meeting with the
Headteacher on [Insert Date] at [Insert Time].

Parent/Carer Signature: Date:

Headteacher Signature: Date:




NOTICE OF NURSERY PLACE WITHDRAWAL
Date: [Insert Date]

Child's Name: [Insert Child's Name]

Date of Birth: [Insert Date of Birth]

Parent/Carer Name(s): [Insert Parent/Carer Name(s)]

Agreed Session Schedule: [e.g., Afternoon Session (12:45pm — 3:45pm)]

RE: FORMAL NOTICE OF WITHDRAWAL OF NURSERY PLACE
Dear [Insert Parent/Carer Name(s)],

I am writing to formally inform you that, following an extensive period of monitoring and
multiple intervention steps, Rebecca Cheetham Nursery and Children’s Centre is formally
withdrawing [Insert Child's Name]’s nursery place, effective from [Insert Effective Date].

Background & Escalation Summary

As outlined in our Attendance and Punctuality Policy, regular attendance is essential to support
early learning, security, and routine. Despite repeated support and formal notifications,
attendance for [Insert Child's Name] has remained significantly below our expected thresholds
without sufficient, sustained improvement:

1. [Insert Date]: Absence Letter 1 issued / Attendance Improvement Plan agreed.

2. [Insert Date]: Absence Letter 2 issued following continued low attendance.

3. [Insert Date]: Absence Letter 3 issued and formal meeting held with the Headteacher.
4. [Insert Date]: Case escalated to the Chair of Governors for formal review.

Following the review by the Chair of Governors and Senior Leadership Team, it has been decided
that because attendance has not improved to an acceptable level, the nursery place can no
longer be held open.

IMPLICATIONS & NEXT STEPS

e Termination of Place: [Insert Child's Name]’s place at Rebecca Cheetham Nursery will
officially end on [Insert Effective Date]. After this date, [Insert Child's Name] will no
longer be on the school roll and cannot attend scheduled sessions.

e Childcare Funding / Grants: Any government childcare funding or grant allocations
associated with this place will be updated and processed accordingly.

e Statutory Safeguarding Reporting: In accordance with our statutory duty under UK
GDPR, local authority guidelines, and our Child Protection Policy, details regarding this
withdrawal and total absence history will be passed to Local Authority Children’s Social
Care and/or relevant statutory agencies.



® Educational Record Transfer: If [Insert Child's Name] is enrolling at a new educational
establishment or setting, attendance records and relevant documentation will be
forwarded to the receiving setting upon request.

We regret that this step has become necessary and wish [Insert Child's Name] and your family all
the best for the future.

Yours sincerely,

Headteacher

Rebecca Cheetham Nursery and Children’s Centre
Chair of Governors

Rebecca Cheetham Nursery and Children’s Centre

ACKNOWLEDGEMENT OF RECEIPT (OFFICE COPY)
Please sign and return a copy of this notice to the nursery office for record-keeping.

| acknowledge receipt of the formal Notice of Nursery Place Withdrawal for [Insert Child's
Name], taking effect on [Insert Effective Date].

Parent/Carer Signature: Date:

Print Name:
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