
 

Attendance Policy 
Introduction 
At ACE we believe it is vitally important for children to attend their designated sessions. We aim to work in 
partnership with parents/carers to promote the highest possible levels of regular attendance and thereby 
establish a foundation for all future learning.  
We understand that there might be absences from time to time. Despite being non-statutory, we aim to 
engage with parents/carers and encourage them to make all reasonable efforts to ensure their child / children 
attend punctually and regularly. 

 
Good attendance can help your child to: 
 

 Make friends and learn social skills 
 Build good habits for school and future learning 
 Play, learn and have fun 
 Develop in all areas 

 
Procedures  

 We encourage parents/carers to inform us (by telephone or email) of any illness or absence to 
enable us to keep comprehensive records and monitor illnesses which can be reported to 
parents; keeping them informed of illness outbreaks within the nursery. 
 
ACE telephone number: 01223 357181 (please leave a message if the telephone isn’t 
answered, or out of hours). 
Email: ace_nursery@tiscali.co.uk 

 
 If parents/carers are planning holidays/short breaks we ask to be notified in advance if possible. There 

will be no refunds in cases of absence. 
 If a child is going to be absent for an extended period of time we are required to notify the Early Years 

Funding team, who may withdraw funding for all or part of the absence; this will result in 
parents/carers needing to pay for sessions in full until the funding resumes. 

 If a child is absent for a prolonged period of time without notification from the parent or carer, we will 
attempt to make contact with the parents/carers and alternative emergency contacts. 

 Daily registration of children takes place during the first free play session in the morning, and 
at lunchtime, and absences recorded in the register. 

 If a child has not arrived by 10am and there has been no communication from parents, we will 
either telephone or email to obtain a reason for the absence.  

 It is part of our safeguarding procedure to monitor absences and, if a child is regularly absent 
without explanation, a meeting will be arranged with parents to discuss and help support an 
improved attendance pattern. 

 ACE will make all parents/carers aware of our absence policy and signpost them to our 
website where other policies can also be found. 

 ACE will monitor levels of attendance on a termly basis as part of ongoing data analysis. 
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