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Notes for Ofsted Registered Childminders and Group Settings 


· This policy has been developed to assist Ofsted registered Childminders and Group Settings (not school run provision) in developing their Absence and Attendance policy. 

· This is a model policy and should be personalised for your setting. Please adapt it to fit your settings individual context. Some sections are coloured in blue to allow you to add your setting/childminder name or red for you to delete/amend as appropriate.

· Prior to being adopted, each section should be reviewed to determine if it is appropriate for your setting. If more or less information is required, it is the responsibility of the setting to make those amendments.

· This policy has been created to support your setting to meet the following statutory guidance: 
· Early Years Foundation Stage (EYFS) For Group and School based Providers (September 2025) 
· Working Together to Safeguard Children (December 2023)  
· Prevent duty guidance for England and Wales (updated March 2024) 
· Keeping Children Safe in Education (2025)

· This model policy was reviewed in August 2025, by Coventry Early Years: Quality, Improvement and Standards team, and includes the EYFS Safeguarding reforms (Sept 2025)  
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Policy Statement
At [Insert Setting Name], we recognise that regular attendance plays a crucial role in promoting each child’s development, safety, and emotional well-being. This policy sets out the procedures we follow to record and monitor attendance and how we respond to unexplained or prolonged absences.
Whilst child absence is not always a safeguarding concern, we will always explore the reasons why a child is absent and look to find ways to support more regular attendance. We are committed to maintaining robust attendance monitoring systems to ensure that all children are safeguarded, fully supported, and able to thrive while in our care.
We know that attendance is not a legal requirement before statutory school age, but recognise consistency is vital for children’s development, wellbeing, and sense of security. Even if a child only has a part-time place, regular attendance is still especially important.
Regular attendance will help children settle into routines, form strong relationships, and make progress across all areas of learning.
Attending [Insert Setting Name] helps children establish routines of going to school regularly and being on time, which can help them make a smooth and positive transition to reception.
Recognising the factors affecting attendance.

Whilst attendance is not statutory until school age is reached, absence is only expected in the following circumstances:
· Illness of the child
· Illness of siblings or parents
· Health Services Appointments
· Holidays
· Religious observance
· Emergency circumstances

Where these circumstances arise parents should inform our setting on the first day of absence or prior to the first day of absence.

Communicating Attendance Expectations

Attendance expectations are shared with families in a number of ways including: 
· During induction and settling-in meetings
· Through documentation and our website
· During key person discussions and parent meetings
(add to or delete as appropriate)

The systems and procedures in place to promote children’s attendance and punctuality will be shared with parents at a universal level through parents’ newsletters, online apps, and emails. (add to or delete as appropriate)


Roles and Responsibilities
	Role
	Responsibilities

	Setting Leadership
	Ensure policy implementation and review attendance data

	Key Person
	Record daily attendance and follow up on absences

	All Staff
	Promote positive attendance habits and support families

	Parents/Carers
	Inform the setting of any absences and engage with staff



Recording Attendance
· Accurate daily attendance records are maintained for all children, clearly noting their arrival and departure times.
· Registers are completed promptly at the time of each child’s arrival and departure to support real-time safeguarding practices.
· All attendance records are stored securely and are available for inspection by Ofsted and other relevant local authorities, in line with statutory requirements.
Parent and Guardian Responsibilities
· Parents or legal guardians must inform us as soon as possible if their child is going to be absent from the setting for any reason.
· We request that parents notify us in advance of the expected day of absence. 
· We request notice prior to the session start time if the absence is unexpected, for example illness or family emergency.
Monitoring and responding to unexplained Absences 
[insert childminder name or setting name] have established a clear procedure for identifying and following up on prolonged or unexplained absences.
· If a child is absent without notification, we will take the following steps:
1. A telephone call to the primary contacts listed for the child will be made and an email/message to parents / carers will be left.
2. If no response is received, we will try the second (or any other additional) emergency contacts to try to establish why the child is absent.
3. If no response is received, where a child has siblings at school/in childcare, calls to the siblings’ schools, nurseries or childminders will be made to confirm if older children are present.
4. If contact cannot be made by telephone call, a home visit may be carried out and a contact post card will be posted through your door.
5. If the absence continues to be unexplained for more than 24 hours, and no contact is made, we will discuss the concerns with the Designated Safeguarding Lead and consider which other partnership agencies may be able to help. This may include the health visiting service, your child’s GP and Children and Families services to ascertain if ‘family support’ may be needed. 
6. We may escalate the concern to local safeguarding partners following our safeguarding procedures.
7. If we are concerned that a child is in immediate danger and in more urgent cases, then we will call 999 and ask for a ‘safe and well’ check to be carried out. 
These steps are taken to ensure the child’s ongoing safety and welfare.

Emergency Contact Details
· [ Insert Childminder Name or Setting Name] maintains a minimum of two up-to-date emergency contacts for each child to ensure effective communication in the event of an unexplained absence or emergency.
· Parents and carers are requested to review and update their emergency contact information at least once per term, or immediately if any changes occur.
Prolonged or Repeated Absences
· In cases of regular non-attendance or repeated absences, we will:
· Discuss concerns with parents to understand any underlying reasons for irregular attendance.
· Discuss alternative days or sessions to support regular attendance. 
· Offer support or signpost to services if there are barriers to regular attendance.
· Monitor patterns that may raise safeguarding concerns and discuss with the setting Designated Safegurding Lead. 
· Record any concerns and refer accordingly.
Holidays and Planned Absences
· Parents are strongly encouraged to inform us in writing of any planned absences (e.g. holidays, doctor/ hospital appointments) in advance.
· Parents can inform their child’s key person or the manager verbally.
· These absences will be recorded separately from unnotified absences.
Term-Time Only and Funded Early Education Entitlement
· For children accessing Funded Early Education Entitlement (FEEE), we are required to monitor attendance to ensure funding is used appropriately.
· Frequent or extended absences without valid reason will be notified to the local authority and may impact ongoing eligibility for funding.
Withdrawals from the Setting
If a parent/carer chooses to withdraw their child:
•	A discussion will take place to understand the reason
•	Efforts will be made to identify the child’s next destination (if applicable)
•	All discussions and actions taken will be clearly documented
•	Safeguarding concerns will be addressed in line with our Safeguarding Policy
Safeguarding and Professional Curiosity
Poor or irregular attendance may indicate a safeguarding concern. Staff are trained to:
•	Be professionally curious
•	Notice patterns or changes in behaviour
•	Take timely action, in line with safeguarding procedures




This policy reflects the EYFS 2025 requirement for early years settings to:
· Establish a clear protocol for monitoring and following up on prolonged or unexplained child absences
· Maintain at least two emergency contact details per child
· Take prompt action when a child is absent without notification
· Strengthen safeguarding measures to identify potential risks to children who are not attending expected sessions
All steps outlined in the policy are in place to ensure early years providers proactively safeguard children's welfare and engage with families when support may be needed.

Signed: [Insert your name / position in setting]
Date: 
