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1. Aims 
At Albany Infant and Nursery School we are committed to meeting our obligation with regards to school attendance through our culture and ethos that values good attendance, including by: 
· Promoting good attendance 
· Reducing absence, including persistent and severe absence 
· Ensuring every pupil has access to the full-time education to which they are entitled 
· Acting early to address patterns of absence 
· Building strong relationships with families to ensure pupils have the support in place to attend 
· Promoting and supporting punctuality in attending lessons 

2. Legislation and Guidance 
This policy meets the requirements of the working together to improve school attendance from the Department for Education 2022 (DfE) updated September 2024, and refers to the DfE’s statutory guidance on school attendance parental responsibility measures. These documents are drawn from the following legislation setting out the legal powers and duties that govern school attendance: 
· Part 6 of The Education Act 1996 
· Part 3 of The Education Act 2002 Part 7 of The Education and Inspections Act 2006 
· The School Attendance (Pupil Registration) England) Regulations 2024 
· The Education (parenting contracts and Parenting Orders) Regulations 2007 
· The Education (Penalty Notices) (England) (Amendment) Regulations 2007 (and 2013 amendments) 
· The Crime and Disorder Act 1998 
· The Anti-Social Behaviour Act 2003 
· The Sentencing Act 2020 
· The Children’s and Young Persons Acts 1933 and 1963 
· The Equality Act 2010 

3. Roles and Responsibilities 
3.1 Governors are responsible for: 
· Ensuring that there is a school wide strategy to improve attendance and as part of this strategy share effective practice on attendance management and improvement. 
· Take an active role in attendance improvement, support the senior leadership team to prioritise attendance and work together to set a whole school culture 
· Making sure senior leaders and attendance leads fulfil expectations and statutory duties 
· Regularly reviewing and challenging patterns of attendance, compare with other local schools, identify areas of progress and where greater focus is needed 
· Making sure staff receive adequate training on attendance 
· Holding the Headteacher to account for the implementation of this policy 
Governors will receive termly attendance reports, including attendance data for disadvantaged pupils, pupils with SEND, pupils receiving pastoral support and those identified as persistent absentees. Governors will monitor progress against the school's annual attendance improvement priorities and hold leaders accountable for demonstrating the impact of attendance strategies and interventions.

3.2 The Headteacher 
The Headteacher is responsible for: 
· Implementation of this policy 
· Develop and maintain a whole school culture that promotes the benefits of good attendance 
· Ensure that admissions and attendance registers are accurately completed 
· Have robust daily procedures in place to follow up absences and provide support to families 
· Monitoring absence data to identify patterns and trends and have a clear strategy in place to identify which pupils and pupil cohorts to focus on and measure impact of any intervention, including persistent absentees and vulnerable groups 
· Supporting staff with monitoring the attendance of individual pupils 
· Ensure that there is a dedicated senior leader with overall responsibility for championing and improving attendance. 
· Authorising the Local Authority issuing of fixed-penalty notices where necessary 
3.3 The Senior Attendance Champion: 
The designated senior leader is responsible for: 
· Leading attendance across the school
· Ensuring all staff complete their attendance responsibilities in line with statutory procedures and school policy and procedures 
· Set a clear vision for improving and maintaining good attendance 
· Evaluating and monitoring expectations and processes 
· Having an oversight of data analysis 
· Devising specific strategies to address areas of poor attendance identified through data 
· Arranging calls and meetings with parents to discuss attendance issues 
· Lead formal conversations with parents 
· Establish targeted intervention and support to pupils and families 
The designated senior leader responsible for attendance is Kirsten O’Neill and can be contacted via the school office by phoning: 0115 9179212 or e-mailing enquiries@albany-inf.notts.sch.uk
 3.4 The Attendance Lead 
· The school attendance lead is responsible for: 
· Monitoring and analysing attendance data (see section 7)
· Benchmarking attendance data to identify areas of focus for improvement 
· Providing regular attendance reports to the Senior Attendance champion and classroom staff and reporting concerns about attendance to the designated senior leader responsible for attendance
Working with the Local Authority and other partners to tackle persistent and severe absence.  The attendance officer is Sam Birley and can be contacted via school office by phoning: 0115 9179212 or e-mailing enquiries@albany-inf.notts.sch.uk
3.5 Class Teachers Class 
Teachers (or in the case of PPA times – Tas) are responsible for recording attendance on a daily basis, using the correct codes, and submitting this information to the office by 9.00am in the morning and by 1.10pm in the afternoon.  They are also the first point of contact for parents and as such are responsible for the first conversations around attendance and support. Teachers should be prepared to talk to families on the doors in the mornings and afternoons and during parents evenings.   
3.6 Office Staff 
Office staff will: 
· Record all absence details received on a day-to-day basis and log it on the school MIS system 
· Transfer calls from parents to the attendance lead in order to provide them with more detailed support on attendance. 
· Reach out to parents who have not informed the school of absence and request reasons
· Document and request medical evidence of appointments, illnesses and further medical treatment. 
3.7 Parents/Carers 
Parents/carers are expected to: 
· Make sure their child attends every day on time 
· Collect their child every day on time
· Call the school to report their child’s absence before 9am on the day of the absence and each subsequent day of absence, and advise when their child is expected to return 
· Provide the school with more than 1 emergency contact number for their child and update accordingly 
· Ensure that, where possible, appointments for their child are made outside of the school day 
· Only request a leave of absence in exceptional circumstances 
· Engage in support if offered by school to help remove any barriers to good attendance 
3.8 Pupils 
Pupils are expected to: 
· Attend every day on time 
· Be well rested
· Be ready to learn and engage in school life 
3.9 The Local Authority 
The Local Authority is legally obliged to: 
· Rigorously track local attendance data. 
· Provide a strategic approach to improving attendance and ensure that it is a key focus of all frontline services 
· Provide access to the School Attendance Support Team which provides the following core functions: - Communication and advice - Targeted support Meetings - Multi-disciplinary support for families 
· Provide each school with a named point of contact in the School Attendance Team who can support with queries and advice 
· Enable opportunities to share effective practice 
· Work with schools to issue legal interventions 
· Monitor and improve attendance of children with a social worker through their virtual school 
4. Recording Attendance 
4.1 Attendance Register 
At Albany Infant and Nursery School, we keep an attendance register of all pupils on the school roll, including the nursery classes. We will take our attendance register at the start of the first session of each day and once during the afternoon session. It will mark whether every pupil is: 
· Present
· Attending an approved off-site educational activity
· Absent
· Ill 
· Unable to attend due to exceptional circumstances
Any amendment to the attendance register will include: 
· The original entry 
· The amended entry 
· The reason for the amendment 
· The date on which the amendment was made 
· The name and position of the person who made the amendment DfE attendance codes can be found in appendix 1. 
We will also record: 
· Whether the absence is authorised or not 
· The nature of the activity if a pupil is attending an approved educational activity 
· The nature of circumstances where a pupil is unable to attend due to exceptional circumstances.  
We will keep every entry on the attendance register for 6 years after the date on which the entry was made. The school day at Albany Infant and Nursery School starts at 8.55am with doors open from 8.40am. Pupils must arrive by 8.55am every day. The register for the first session will be taken at 8.55am and will be kept open until 9.00am. The register for the second session will be taken at 13:10pm for KS1 and EYFS.  It will be kept open until 1.15pm. 
4.2 Unplanned Absence 
The pupil’s parent/carer must notify the office of the reason for the absence on the first day of an unplanned absence by 9am or as soon as practically possible by calling the school on 0115 9179212, or sending an e-mail to enquiries@albany-inf.notts.sch.uk. We will mark absence due to illness as authorised unless the senior attendance lead or member of the safeguarding team  has a genuine concern about the authenticity of the illness. If the authenticity of the illness is in doubt, Albany Infant and Nursery School may ask the pupil’s parent/carer to provide medical evidence, such as, prescription, appointment card or other appropriate form of evidence. We will not ask for medical evidence unnecessarily. If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised and parents/carers will be notified of this in advance. 
4.3 Planned Absence 
Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer notifies the school in advance of the appointment. Parents/ carers should bring evidence of the medical appointment to the school office.  However, we encourage parents/carers to make medical and dental appointments out of school hours where possible. Where this is not possible, the pupil should be out of the school building for the minimum amount of time necessary. 
Holidays during term time can only be authorised in extreme circumstances for one day. To inform the school of a holiday, a holiday request form must be completed. The holiday request form is available from the school office. Any request for holiday during term time will be followed up by a meeting with a member of the attendance team. The pupil’s parent/carer must also apply for any other type of term-time absence as far in advance as possible of the date or dates of the requested absence. 
4.4 Lateness and Punctuality 
A pupil who arrives late: 
· Before the register has closed, will be marked as late, using the appropriate code ‘L’ 
· After the register has closed, no longer than 30 minutes after the start of the session, a pupil will be marked as absent, using the appropriate code ‘U’ which signifies that the pupil arrived after the official closing of the register and denotes an unauthorised absence. This code will be used from 9:15am due  to the soft allowing 20 mins to arrive before 9:00am. 
· After the register has closed – 9:15am - will be marked as absent, using the appropriate code ‘U’ which signifies that the pupil arrived after the official closing of the register and denotes an unauthorised absence. 
· Children arriving late within the registration period should report to the classroom via their designated door access. 
· Children arriving after registration period should report to the main reception giving the reason for lateness, this information and the time of arrival is recorded using our electronic system.
· Lateness after 9:15am will be unauthorised and persistent lateness may result in a referral to Education Welfare. A Penalty Notice may be issued. 
· The ELSA is responsible for the initial discussion with parents in the event of being late.   Short handwritten form is handed to the parent/ carer for completion.  A leaflet detailing the impact of lateness is handed to the parent/carer on completion of the form.  
Where a child arrives late after registration, parents or carers may be asked to complete a Late Arrival Reflection Form. The form records:
· The reason for lateness.
· The number of minutes late.
· Any barriers contributing to the late arrival.
· Actions that the family will take to improve punctuality.
The purpose of the form is to promote reflection and support families in developing positive attendance and punctuality habits. Patterns of lateness will be monitored and may result in attendance support meetings where required.
· 
4.5 Following up Unexplained Absence 
Where any pupil we expect to attend does not attend, or stops attending without reason, the school will: 
· Call the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain the reason. If office staff cannot reach any of the pupil’s emergency contacts, the school may make a home visit or contact outside agencies including social care and the police. 
· Identify whether the absence is approved or not 
· Identify the correct absence code to use and input it as soon as the reason for absence is ascertained – this will be no later than 5 working days after the session 
· Call the parent/carer on each day that the absence continues without explanation to ensure proper safeguarding action is taken where necessary. 
If absence continues, the school will consider involving the School Attendance Support Team and other partner agencies to ensure that the child gets their educational entitlement.
4.6 Reporting to Parents/Carers 
The school will regularly inform parents about their child’s attendance and absence levels via:
· Class Dojo posts
· Letters 
· Attendance certificates 
· Conversations 
· Invites to meetings / support 
5. Authorised and Unauthorised Absence 
5.1 Approval for Term-time Absence 
Only exceptional circumstances warrant a leave of absence. Albany Infant and Nursery School will consider each application individually taking into account the specific facts and circumstances and relevant background context behind the request. If a leave of absence is granted, it is for the Headteacher to determine the length of the time the pupil can be away from school. As Headteachers should only grant leaves of absence in exceptional circumstances, it is unlikely a leave of absence will be granted for the purposes of a family holiday. Any request should be submitted as soon as it is anticipated and, where possible, at least 4 weeks before the absence, and in accordance with any leave of absence request form accessible via the school office. The Headteacher may require evidence to support any request for leave of absence. Valid reasons for authorised absence may include: 
· Illness and medical/dental appointments
· Religious observance – where the day is exclusively set apart for religious observance by the religious body to which the pupil’s parents belong. If necessary, the school will seek advice from the parents’ religious body to confirm whether the day is set apart 
· The pupil is a mobile child and their parent(s) is travelling in the course of their trade or business and the pupil is travelling with them. 
· A mobile child is a child of compulsory school age who has no fixed abode and whose parent(s) is engaged in a trade or business of such a nature as to require them to travel from place to place. 
5.2 Pupils with Medical Conditions or Special Educational Needs and Disabilities
 In line with Section 19 of the Education Act 1996 the Local Authority (LA) have a duty to: “make arrangements for the provision of suitable education at school or otherwise than at school for those children of compulsory school age who, by reason of illness, or otherwise, may not for any period receive suitable education unless such arrangements are made for them.” This applies to children and young people who are of statutory school age and who:
· are permanently resident in the local authority and 
· who are not in school for 15 days or more, whether consecutive or cumulative due to ill health and 
· where the health need and necessity for absence has been validated as necessary by a medical doctor
· will not receive a suitable full-time education unless the local authority makes arrangements for this Health problems include: disabilities, physical illnesses, injuries and clinically defined mental health problems. 
Suitable medical evidence will be required, including details of the health problem, how long the condition is expected to last, the likely outcome, and a treatment plan. This must be provided by a suitable medical professional, normally a hospital consultant. However, where specific medical evidence is not available quickly, the local authority will liaise with other medical professionals (e.g. the child's GP), so that provision of education is not delayed. 
5.3 Children Missing Education (CME) 
The school recognises that early intervention is necessary to identify the existence of any underlying safeguarding risk, and to help prevent the risks of a child going missing in education. The school will: 
· Follow absence procedures 
· Make a referral to Children Missing Education (CME) if information is obtained that the family have moved out of area, with no forwarding school/school 
· Make a referral to CME if a pupil has not returned after 10 days and there has been no contact with the family, despite efforts made by the school 
· Work closely with the CME Officer to identify a pupil’s current whereabouts/destination 
· Agree with CME an appropriate time and category to remove the child from the school roll. This includes those children and young people who are expected to move swiftly into appropriate provision; this is in line with The Education (Pupil Registration) (England) (Amendment) Regulations 2016 
· Contact the Local Authority via CME after 20 school days of absence, to discuss whether to remove a pupil from the school roll. The final decision about removal from the school roll remains with the Headteacher. 
5.4 Legal Sanctions - National Threshold for issuing penalty notice 
The school can refer parents to the local authority where they do not ensure that children attend school. Parents can be fined for the unauthorised absence of their child from school, where the child is of compulsory school age. The national threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks. A school week means any week in which there is at least one school session. This can be met with any combination of unauthorised absence (e.g. 4 sessions of holiday taken in term time plus 6 sessions of arriving late after the register closes all within 10 school weeks). These sessions can be consecutive (e.g. 10 sessions of holiday in one week) or not (e.g. 6 sessions of unauthorised absence taken in 1 week and 1 per week for the next 4 weeks). The period of 10 school weeks can also span different terms or school years (e.g. 2 sessions of unauthorised absence in the Summer Term and a further 8 within the Autumn Term). A penalty notice is an out of court settlement which is intended to change behaviour without the need for criminal prosecution. If repeated penalty notices are being issued and they are not working to change behaviour they are unlikely to be most appropriate tool. Therefore, from autumn term 2024, only 2 penalty notices can be issued to the same parent in respect of the same child within a 3 year rolling period and any second notice within that period is charged at a higher rate: 
· The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 days. 
· A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat rate of £160 if paid within 28 days. 
· A third penalty notice can be issued to the same parent in respect of the same child. 
In a case where the national threshold is met for a third time (or subsequent times) within 3 years, alternative action should be taken instead. This will often include considering prosecution, but may include other tools such as one of the other attendance legal interventions. 
6. Strategies for Promoting Attendance 
· Weekly attendance figures are shared with the school during Friday “star of the week” assembly. 
· Additional OPAL play time for the winners of the attendance trophy
· The class with the highest attendance receives the attendance trophy. 
· Termly attendance themes to support conversations with parents and children about attendance
· Attendance figures are regularly shared with parents via class dojo posts
· Support from the school ELSA readily available to parents. 
· Families whose attendance has been noted to improve will be invited to celebrate the improvement by attending a special breakfast with the senior leadership team.  6.1 Attendance Culture and Belonging
6.1 Attendance Culture and Belonging 
Albany Infant and Nursery School adopts a "Belonging Before Compliance" approach to attendance. We believe that children attend school regularly when they feel safe, welcome, valued and connected to their school community. Our attendance procedures are therefore rooted in positive relationships, early support and partnership working with families.
The school recognises that attendance difficulties are often symptoms of wider challenges rather than the problem itself. Staff will seek to understand the barriers affecting attendance before considering formal intervention. Through supportive conversations, attendance coaching, pastoral support and signposting to external agencies, Albany Infant and Nursery School aims to work alongside families to improve attendance outcomes for all pupils.
Positive attendance is everyone's responsibility. All staff contribute to creating a culture where attendance is valued, celebrated and discussed regularly with children and families.
6.2 Why Attendance Matters in the Early Years and Key Stage 1
Attendance in Nursery, Reception and Key Stage 1 is essential because learning is carefully sequenced and cumulative. Children develop vocabulary, language, communication skills, early reading knowledge, mathematical understanding, social skills and emotional regulation through regular participation in daily experiences.

Missing school regularly can affect a child's ability to build friendships, establish routines and access important learning opportunities. The school therefore promotes attendance from the earliest stages of education to establish positive habits that will support children throughout their school career.

Parents and carers will receive regular information about the impact of attendance on children's language development, reading acquisition, social development and long-term outcomes.
7. Attendance Monitoring 
All pupils’ attendance is monitored daily and every two weeks using data analysis from the electronic register. 
· The school monitors attendance weekly, collecting information about classes, genders, groups etc
· pupils with between 95% - 91% attendance is carefully monitored by the school, letters are sent to parents to tell them that their child’s attendance has dropped. Absences after a child’s attendance has dropped to 90% or below will not be authorised in line with Government guidelines. 
· pupils with below 90% attendance with no satisfactory reason, may be referred to Education Welfare, who will consider instigating Legal Action. They will be informed by letter that this is to happen. 
· Statistical evidence for the whole school and for individual classes is analysed every week and shared with staff. 
· The Headteacher and SLT review pupils’ attendance weekly in safeguarding meetings. 
· The Education Welfare specialist reviews pupils’ attendance every half term. 
7.1 Monitoring Attendance 
The school will: 
· Monitor attendance and absence data trends on a weekly, half-termly, termly and yearly basis in relation to whole cohorts and distinct pupil groups 
· Monitor individual pupil attendance, absence and punctuality on a daily and weekly basis 
· Identify whether or not there are particular groups of children whose absences may be a cause for concern 
· Pupil-level absence data will be collected daily and published at national and local authority level through the DfE's school absence national statistics releases. 
· The school will compare attendance data to the national average, and share this with the governing board 
7.2 Analysing Attendance 
The leadership team will: 
· Analyse attendance and absence data using Arbor and Insight regularly to identify pupils or cohorts that need additional support with their attendance, and use this analysis to provide targeted support to these pupils and their families 
· Look at historic and emerging patterns of attendance and absence, and then develop strategies to address these patterns 
7.3 Using Data to Improve Attendance 
The School will as a minimum: 
· Monitor and analyse weekly attendance patterns and trends and deliver intervention and support in a targeted way to pupils and families. This will go beyond headline attendance percentages and should look at individual pupils, cohorts and year groups (including their punctuality) across the school to help schools achieve their responsibilities under the Public Sector Equality Duty. When analysing patterns, some schools, especially secondary schools, may wish to look further into patterns of attendance within a session to ensure all pupils are attending all timetabled lessons 
· Use this analysis to provide regular attendance reports to class teachers or tutors to facilitate discussions with pupils and to leaders (including any special educational needs coordinators, designated safeguarding leads and pupil premium leads) 
· Undertake frequent individual level analysis to identify the pupils who need support and focus staff efforts on developing targeted actions for those cases. This should not just focus on persistent and severe absence, but look at all severities of absence to identify pupils who can be supported earlier before patterns become entrenched 
· Conduct thorough analysis of half-termly, termly, and full year data to identify patterns and trends. This should include analysis of pupils and cohorts and identifying patterns in uses of certain codes, days of poor attendance and where appropriate, subjects which have low lesson attendance 
· Benchmark their attendance data against local, regional, and national levels to identify areas of focus for improvement 
· Devise specific strategies to address areas of poor attendance identified through data. This may, for example, include pupils in a year group with higher-than-average absence or for pupils eligible for free school meals if their attendance falls behind that of their more advantaged peers 
· Monitor in the data the impact of school wide attendance efforts, including any specific strategies implemented. The findings should then be used to evaluate approaches or inform future strategies 
· Provide data and reports to support the work of the school inc the governing body 
· Decide which cohorts of pupils should be included in data analysis based on their context and school population. This may include: boys and girls, year groups, pupils with special educational needs or disabilities, pupils with a social worker or who are looked-after by the local authority, pupils eligible for free school meals, and any pupils from backgrounds (including ethnicities, religions or beliefs, or sexual orientations where applicable) in the school community that have, or have historically had, lower attendance than their peers 
· Make use of the View Your Education Data tool to compare attendance outcomes of different cohorts of pupils at a local and national level to identify where intervention is most needed 
7.4 Support for parents/carers to improve attendance 
Attendance Support and Improvement Flowchart

1. Data Analysis & Early Identification
Weekly attendance analysis, vulnerable groups, persistent absence trends, punctuality monitoring.

↓
2. Universal Prevention Strategy
Attendance expectations shared; newsletters; class attendance promotion; positive relationships.

↓
3. Early Support Trigger (95-96%)
Letter of support, parent conversation, identify barriers, agreed actions.

↓
4. Targeted Intervention (Below 95%)
Parent meeting, attendance action plan, signposting to support services.

↓
5. Enhanced Support (Below 92%)
Multi-agency involvement, pastoral support, EWO consultation, regular reviews.

↓
6. Intensive Support (Persistent Absence)
Formal attendance meetings, personalised package, safeguarding considerations.

↓

7. Impact Review
Evaluate attendance improvement every 4-6 weeks and adjust support.

↓

Strategic Improvement Strategies and Rewards

Attendance Breakfast Club recognition

Weekly and termly attendance rewards

Certificates and celebration assemblies

Positive phone calls and messages home from the child’s identified key worker.

Letters of support and encouragement

Parent meetings and attendance plans

Punctuality support and monitoring

Barrier identification (health, transport, family needs)

Multi-agency referrals where appropriate

Governance monitoring and termly attendance reviews

7.5 Reducing Persistent and Severe Absence 
Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 50% or more of school. Albany Infant and Nursery School will: 
· Use attendance data to find patterns and trends of persistent and severe absence 
· Hold regular meetings with the parents of pupils who the school (and/or local authority) considers to be vulnerable, or are persistently or severely absent, to discuss attendance and engagement 
· Provide access to wider support services to remove the barriers to attendance 
· Use all available legal means at the school’s disposal to challenge situations where there is severe and persistent absence 
· Refer to relevant agencies including but not exclusive to: the use of enforcement, Healthy Families Team, Social care and Family Support Team.  
7.6 Attendance Risk Categories
To ensure support is provided at the earliest possible opportunity, Albany Infant and Nursery School operates a traffic-light monitoring system.
Green Attendance (96% and above)
Pupils attend regularly and attendance is considered secure. Positive attendance habits will be celebrated and reinforced.
Amber Attendance (92% to 95.9%)
Attendance is becoming a concern. Families may receive supportive communication, discussions with staff and attendance guidance to prevent further decline.
Red Attendance (Below 92%)
Attendance is causing concern and targeted intervention will be implemented. Families may be allocated a key worker and attendance improvement plans may be established.
Attendance categories are reviewed weekly and used to ensure resources are directed towards pupils who require additional support.
7.6 Attendance Key Worker Model

The school operates a Key Worker approach for pupils experiencing attendance difficulties.

A Key Worker may include:
· Senior Attendance Champion
· Attendance Lead
· Family Support Worker
· ELSA
· SENCO
· Designated Safeguarding Lead
The Key Worker will:
· Build positive relationships with the family.
· Identify barriers to attendance.
· Coordinate support and intervention.
· Maintain regular communication with parents.
· Monitor progress towards attendance targets.
· Act as the family's main point of contact.
This approach ensures families receive consistent support from a trusted adult within school. 
7.7 Attendance Coaching Meetings
Where attendance concerns emerge, the school may invite parents or carers to attend an Attendance Coaching Meeting.
Attendance Coaching Meetings are supportive and solution-focused discussions designed to:
· Celebrate strengths and successes.
· Explore barriers to attendance and punctuality.
· Agree practical solutions.
· Establish achievable attendance targets.
· Produce a Family Attendance Plan where appropriate.
· Review progress at agreed intervals.
The purpose of attendance coaching is to provide early intervention before attendance difficulties become entrenched. 
7.8 First 20 Days Attendance Monitoring
Research demonstrates that attendance habits established at the beginning of a school year often continue throughout the year.
The school will therefore closely monitor attendance and punctuality during the first 20 school days for:
· Nursery pupils.
· Reception pupils.
· New starters.
· Vulnerable pupils.
· Disadvantaged pupils.

Emerging concerns will be identified quickly, and support offered promptly to establish positive attendance routines from the outset.

7.9 Reducing Practical Barriers to Attendance
The school recognises that practical circumstances can create barriers to attendance.
Where appropriate, support may include:
· Uniform assistance.
· Breakfast provision.
· Early Help referrals.
· Housing and welfare signposting.
· Emotional wellbeing support.
· School anxiety support.
· SEND-related attendance support.
· Referrals to external agencies.

The school is committed to working proactively with families to remove barriers wherever possible.
7.10 Non statutory school age pupils 
For children who are below statutory school age, regular attendance is strongly encouraged as it is recognised as a key factor in supporting children's learning, development, well-being and successful transition into compulsory education. Although attendance at school is not a legal requirement until the term following a child's fifth birthday, Albany Infant and Nursery School expects all pupils enrolled within the Nursery provision to attend consistently and punctually in order to maximise the benefits of early education.
The school will monitor attendance for all non-statutory school age pupils and will offer the same graduated package of support, intervention and encouragement outlined within this policy. This includes attendance monitoring, early identification of concerns, letters of support, attendance meetings, personalised attendance plans, attendance rewards and recognition initiatives, such as attendance breakfasts and celebration events. Where attendance concerns arise, staff will work collaboratively with families to identify barriers and provide appropriate support at the earliest opportunity.
To ensure that expectations are understood from the outset, parents and carers of all non-statutory school age pupils will be asked to sign a Nursery Attendance Agreement during the first week of the autumn term, or upon admission to the school. This agreement outlines the shared commitment between home and school to promote regular attendance and punctuality and will be included as Appendix 2 of this policy. The agreement is intended to establish clear expectations, encourage positive attendance habits from an early age, and ensure that families understand the support available should difficulties arise.
7.11 Parent Attendance Champions
Albany Infant and Nursery School values the experiences of families who have successfully established strong attendance routines.
Parent Attendance Champions may be invited to:
· Share positive experiences.
· Contribute to attendance events.
· Support attendance workshops.
· Provide attendance success stories for newsletters and displays.
The aim is to create a supportive school community where families can learn from and encourage one another.
8. Policy Review 
This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum once per year by the Headteacher. At every review, the policy will be approved by the Governing Body. 
9. Links with Other Policies 
This policy links to the following policies: 
· Child protection and safeguarding policy 
· Behaviour policy 
· Equality policy

















Appendix 2 Non statutory school age pupils’ attendance contracts 

Albany Infant and Nursery School

Child’s Name: ___________________________
Date of Birth: ___________________________
Parent/Carer Name(s): ___________________________
Start Date: ___________________________
1. Purpose of This Agreement
This agreement sets out the expectations for attendance, routines, and partnership between home and school. It is based on our shared commitment to giving every child the strongest possible start in life through consistent early education.
2. Importance of Early Education
At our school, we believe that early childhood education lays the foundation for lifelong learning. Regular attendance is essential because:
•	Young children learn through repetition, routine, and experience over time
•	Skills build progressively — each day contributes to developing language, social skills, and understanding
•	Secure routines help children develop confidence, independence, and emotional wellbeing
•	A consistent environment supports children in feeling safe, settled, and ready to learn
By attending regularly, your child benefits from a structured progression of learning that cannot be easily replicated through irregular attendance.
3. Attendance Expectations
Parents/carers agree to:
•	Ensure their child attends Reception daily 
•	Inform the school as early as possible if the child is ill
•	Avoid unnecessary absences, as this can impact learning, confidence, and relationships
•	Arrive on time to allow a calm and positive start to the day
•	Take holidays during the natural breaks from school i.e Easter break, May half term break, summer break.  
•	Avoid keeping your child at home when they are not ill
4. Daily Routines and Transitions
Young children thrive on predictable routines. At school, we provide:
•	A structured daily timetable including learning, play, meals, and rest
•	Familiar staff and consistent expectations
•	Opportunities for children to build friendships and social skills
•	Progressive learning opportunities in all areas of the curriculum
Parents/carers support this by:
•	Bringing children on time so they can settle with their peers
•	Maintaining consistent routines at home where possible
•	Supporting smooth transitions between home and nursery
5. Building Foundational Knowledge
Each day at school contributes to your child’s development:
•	Language and communication skills are developed through daily interaction and storytelling
•	Early maths and problem-solving skills are built through play and exploration
•	Social and emotional skills develop through relationships and shared experiences
Learning at this stage is cumulative — small steps taken daily lead to significant progress over time.
6. Emotional Security and Confidence
Regular attendance helps children to:
•	Develop secure attachments with staff
•	Gain confidence in new situations
•	Feel a sense of belonging within the school community
•	Become independent learners
Irregular attendance may lead to children feeling unsettled, which can affect their confidence and progress.
7. Partnership with Parents
We value strong partnerships with parents and carers. Together, we aim to:
•	Support each child’s individual development
•	Share information about learning and progress
•	Address any concerns early
•	Promote consistency between home and nursery
8. Absence Procedure
If your child is unable to attend, you agree to:
•	Contact the school by 9:15am on each day of absence 
•	Contact the school via telephone -0115 9179212
•	Provide a reason for the absence
•	Keep the school informed of extended absences
•	Avoid term time holidays – these will receive a Penalty Notice as per LA policy. 
9. Commitment
By signing this agreement, you confirm that you understand:
•	The importance of regular attendance for your child’s early development
•	The role of routines and consistency in building confidence and security
•	Your responsibility to support your child’s learning journey through attendance and partnership
Parent/Carer Signature: ___________________________
Date: ___________________________
Parent/Carer Signature: ___________________________
Date: ___________________________

School Representative: ___________________________
Date: ___________________________
________________________________________
"A good start in early years education creates a strong foundation for future success. Every day matters, and together we can ensure your child grows in confidence, security, and a lifelong love of learning."











Albany Infant and Nursery School

Child’s Name: ___________________________
Date of Birth: ___________________________
Parent/Carer Name(s): ___________________________
Start Date: ___________________________
1. Purpose of This Agreement
This agreement sets out the expectations for attendance, routines, and partnership between home and school. It is based on our shared commitment to giving every child the strongest possible start in life through consistent early education.
2. Importance of Early Education
At our nursery, we believe that early childhood education lays the foundation for lifelong learning. Regular attendance is essential because:
•	Young children learn through repetition, routine, and experience over time
•	Skills build progressively — each day contributes to developing language, social skills, and understanding
•	Secure routines help children develop confidence, independence, and emotional wellbeing
•	A consistent environment supports children in feeling safe, settled, and ready to learn
By attending regularly, your child benefits from a structured progression of learning that cannot be easily replicated through irregular attendance.
3. Attendance Expectations
Parents/carers agree to:
•	Ensure their child attends nursery on all agreed days and times
•	Inform the nursery as early as possible if the child is ill
•	Avoid unnecessary absences, as this can impact learning, confidence, and relationships
•	Arrive on time to allow a calm and positive start to the day
Nursery sessions begin at: ________________ and end at: __________________
4. Daily Routines and Transitions
Young children thrive on predictable routines. At nursery, we provide:
•	A structured daily timetable including learning, play, meals, and rest
•	Familiar staff and consistent expectations
•	Opportunities for children to build friendships and social skills
Parents/carers support this by:
•	Bringing children on time so they can settle with their peers
•	Maintaining consistent routines at home where possible
•	Supporting smooth transitions between home and nursery
5. Building Foundational Knowledge
Each day at nursery contributes to your child’s development:
•	Language and communication skills are developed through daily interaction and storytelling
•	Early maths and problem-solving skills are built through play and exploration
•	Social and emotional skills develop through relationships and shared experiences
Learning at this stage is cumulative — small steps taken daily lead to significant progress over time.
6. Emotional Security and Confidence
Regular attendance helps children to:
•	Develop secure attachments with staff
•	Gain confidence in new situations
•	Feel a sense of belonging within the nursery community
•	Become independent learners
Irregular attendance may lead to children feeling unsettled, which can affect their confidence and progress.
7. Partnership with Parents
We value strong partnerships with parents and carers. Together, we aim to:
•	Support each child’s individual development
•	Share information about learning and progress
•	Address any concerns early
•	Promote consistency between home and nursery
8. Absence Procedure
If your child is unable to attend, you agree to:
•	Contact the nursery by 9:15am on each day of absence
•	Contact the nursery via telephone -0115 9179212
•	Provide a reason for the absence
•	Keep the nursery informed of extended absences
•	Avoid term time holidays
9. Commitment
By signing this agreement, you confirm that you understand:
•	The importance of regular attendance for your child’s early development
•	The role of routines and consistency in building confidence and security
•	Your responsibility to support your child’s learning journey through attendance and partnership
Parent/Carer Signature: ___________________________
Date: ___________________________
Parent/Carer Signature: ___________________________
Date: ___________________________

Nursery Representative: ___________________________
Date: ___________________________
________________________________________
"A good start in early years education creates a strong foundation for future success. Every day matters, and together we can ensure your child grows in confidence, security, and a lifelong love of learning."
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