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1. Aims  
This policy aims to show our commitment to meeting our obligations with regards to Nursery 
School attendance, including those laid out in the Department for Education’s (DfE’s) statutory 
guidance on working together to improve Nursery School attendance (applies from 19 August 
2024), through our whole-Nursery School culture and ethos that values good attendance, 
including: 

 Setting high expectations for the attendance and punctuality of all pupils 

 Promoting good attendance and the benefits of 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 make sure pupils have the support in place to 
attend Nursery School 

 
We will also promote and support punctuality in attending lessons. 

2. Legislation and guidance  
This policy is based on the Department for Education’s (DfE’s) statutory guidance on working 
together to improve Nursery School attendance (applies from 19 August 2024) and Nursery 
School attendance parental responsibility measures. The guidance is based on the following 
pieces of legislation, which set out the legal powers and duties that govern Nursery 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 Nursery School Attendance (Pupil Registration) (England) Regulations 2024  

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 and the 2024 
amendment 

 The Education (Information About Individual Pupils) (England) (Amendment) Regulations 
2024 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2024/208/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2024/209/pdfs/uksi_20240209_en.pdf
https://www.legislation.gov.uk/uksi/2024/209/pdfs/uksi_20240209_en.pdf
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It also refers to: 

 Nursery School census guidance 

 Keeping Children Safe in Education 

 Mental health issues affecting a pupil's attendance: guidance for Nursery Schools 

3. Roles and responsibilities  

Davenport Lodge Nursery School recognises improving attendance is everyone’s business. The 
barriers to accessing education are wide and complex, both within and beyond the Nursery 
School gates, and are often specific to individual pupils and families. Good attendance begins 
with Nursery School being somewhere pupils want to be and therefore the foundation of 
securing good attendance is that Nursery School is a calm, orderly, safe, and supportive 
environment where all pupils are keen and ready to learn. 
 
The governing board is responsible for: 

 Setting high expectations of all Nursery School leaders, staff, pupils and parents 

 Making sure Nursery School leaders fulfil expectations and statutory duties, including: 

o Making sure the Nursery School records attendance accurately in the register, 
and shares the required information with the DfE and local authority 

o Making sure the Nursery School works effectively with local partners to help 
remove barriers to attendance, and keeps them informed regarding specific 
pupils, where appropriate 

 Recognising and promoting the importance of Nursery School attendance across the 
Nursery School’s policies and ethos 

 Making sure the Nursery School’s attendance management processes are delivered 
effectively, and that consistent support is provided for pupils who need it most by prioritising 
staff and resources 

 Making sure the Nursery School has high aspirations for all pupils, but adapts processes 
and support to pupils’ individual needs 

 Regularly reviewing and challenging attendance data and helping Nursery School leaders 
focus improvement efforts on individual pupils or cohorts who need it most 

 Working with Nursery School leaders to set goals or areas of focus for attendance and 
providing support and challenge 

 Monitoring attendance figures for the whole Nursery School and repeatedly evaluating the 
effectiveness of the Nursery School’s processes and improvement efforts to make sure they 
are meeting pupils’ needs as experiences and barriers to attendance evolve  

 Where the Nursery School is struggling with attendance, working with Nursery School 
leaders to develop a comprehensive action plan to improve attendance 

 Making sure all staff receive adequate training on attendance as part of the regular 
continued professional development offer, so that staff understand: 

o The importance of good attendance 

o That absence is almost always a symptom of wider issues 

o The Nursery School’s legal requirements for keeping registers 

https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
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o The Nursery School’s strategies and procedures for tracking, following up on 
and improving attendance, including working with partners and keeping them 
informed regarding specific pupils, where appropriate 

 Making sure dedicated training is provided to staff with a specific attendance function in 
their role, including in interpreting and analysing attendance data and any additional 
training that would be beneficial to support pupils and pupil cohorts overcome 
commonly seen barriers to attendance 

 Holding the headteacher to account for the implementation of this policy 

3.3 The headteacher  
The headteacher is responsible for:  

 The implementation of this policy at the Nursery School  

 Monitoring Nursery School-level absence data and reporting it to governors 

 Supporting staff with monitoring the attendance of individual pupils 

 Monitoring the impact of any implemented attendance strategies  

 Working with the parents of pupils with special educational needs and/or disabilities (SEND) 
to develop specific support approaches for attendance for pupils with SEND, including 
where Nursery School transport is regularly being missed, and where pupils with SEND face 
in-Nursery School barriers 

 Communicating with the local authority when a pupil with an education, health and care 
(EHC) plan has falling attendance, or where there are barriers to attendance that relate to 
the pupil’s needs 

 Communicating the Nursery School’s high expectations for attendance and punctuality 
regularly to pupils and parents through all available channels 

3.4 The designated senior leader responsible for attendance  
The designated senior leader Emma Walker, who is also the Designated Safeguarding Lead, is 
responsible for: 

 Leading, championing and improving attendance across the Nursery School 

 Setting a clear vision for improving and maintaining good attendance 

 Evaluating and monitoring expectations and processes 

 Having a strong grasp of absence data and oversight of absence data analysis 

 Regularly monitoring and evaluating progress in attendance  

 Establishing and maintaining effective systems for tackling absence, and making sure they 
are followed by all staff 

 Liaising with pupils, parents/carers and external agencies, where needed 

 Building close and productive relationships with parents to discuss and tackle attendance 
issues 

 Creating intervention or reintegration plans in partnership with pupils and their 
parents/carers 

 Delivering targeted intervention and support to pupils and families  

The designated senior leader responsible for attendance is Karen Pitt and can be contacted via 
phone on 02476675051 or karen.pitt@davenportlodgeschool.co.uk  

mailto:karen.pitt@davenportlodgeschool.co.uk
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3.5 The attendance officer 
The attendance officer is Chelsey Bird and can be contacted via phone on 02476675051 or 
chelsey.bird@davenportlodgeschool.co.uk  

The Nursery School attendance officer is responsible for:  

 Monitoring and analysing attendance data (see section 8) 

 Benchmarking attendance data to identify areas of focus for improvement 

 Providing regular attendance reports to Nursery School staff and reporting concerns about 
attendance to the designated senior leader responsible for attendance, and the headteacher  

 Working with education welfare officers to tackle persistent absence 

 Including within any “Attendance Return” to the local authority at the agreed interval (which 
should not be any less often than once per calendar month) the names and addresses of 
any pupil of compulsory Nursery School age who: 

o fails to attend Nursery School regularly; or 

o has been absent for a continuous period of at least ten Nursery School days 
where on those days their absence is recorded in the register exclusively using 
one or more of codes G, N, O or U as set out at Appendix 1. 

 Making to the local authority a “Sickness Return” as soon as possible which provides the full 
name and address of a registered pupil of compulsory Nursery School age if: 

o  the pupil is recorded in the register using code I as set out at Appendix 1; and  

o the Nursery School has reasonable grounds to believe the pupil will be unable 
to attend because of sickness for at least 15 consecutive days or will be or will 
have been unable to attend because of sickness for a total of at least 15 
Nursery School days during the Nursery School year, whether consecutive or 
not. 

3.5.1 Attendance and safeguarding  
The attendance officer / class teacher will inform the designated safeguarding lead (DSL) or 
deputy DSL as soon as possible when a child, with existing safeguarding concerns, does not 
attend Nursery School.  

Where there are concerns that an absence may indicate a child protection concern, the 
attendance officer / class teacher will inform the DSL or Deputy DSL as per the Nursery 
School’s child protection and safeguarding policy.  

3.6 Room Leader/Early Years Practitioner  
All staff are responsible for recording attendance for both morning and afternoon sessions daily, 
using the online register to sign in and out (correct codes see Appendix 1- do not use this 
system at present), which is automatically submitted to the Nursery School office (by 10am in 
the morning and 2pm in the afternoon). 

3.7 Nursery School Office staff 
Nursery School Office staff will: 

 Take calls from parents/carers about absence on a day-to-day basis and record it on the 
nursery school system 

 Relay messages from parents/carers to the where appropriate, to provide them with more 
detailed support on attendance  

mailto:chelsey.bird@davenportlodgeschool.co.uk
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3.8 Parents  
Where this policy refers to a parent, it refers to the adult the nursery school and/or local 
authority decides is most appropriate to work with, including: 

 All natural parents, whether they are married or not 

 All those who have parental responsibility for a child or young person 

 Those who have day-to-day responsibility for the child (i.e. lives with and looks after them) 

Parents are expected to: 

 Make sure their child attends every timetabled session on time. 

 Call the nursery school to report their child’s absence before 10am on the day of the 
absence (and each subsequent day of absence), and advise when they are expected to 
return 

 Provide the nursery school with more than 1 emergency contact number for their child and 
make sure this is kept up to date.  

 

 Where a pattern of absence is at risk of becoming, or becomes, problematic, the most 
appropriate person at the nursery school will: 

a) Support pupils and parents by working together to address any in-Nursery School 
barriers to attendance.  

 
b) Where barriers are outside of the school’s control, all partners should work together to 

support pupils and parents to access any support they may need voluntarily. As a 
minimum, this should include meeting with pupils at risk of persistent or severe absence 
and their parents to understand barriers to being in Nursery School and agreeing 
actions or interventions to address them. This may include referrals to services and 
organisations that can provide support and advice will be taken from the designated 
safeguarding lead where necessary. These actions should be regularly discussed and 
reviewed together with pupils and families. 

3.9 Pupils 
Pupils are expected to: 

 To attend all their recorded session. 

 
4. Recording attendance 

4.1 Attendance register  
We will keep an electronic attendance register on an application called Tapestry, and place all 
pupils onto this register. 

We update the register as the children arrive and depart at the NurserySchool. It will mark, 
using the appropriate national attendance and absence codes from the Nursery School 
Attendance (Pupil Registration) (England) Regulations 2024, whether every pupil is: 

 Present 

 Absent 

We will also record: 
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 Whether the absence is authorised or not 

 The reason for absence 

We will keep every entry on the attendance register for 6 years after the date on which the entry 
was made.  

The Nursery School Day starts at 7.50am and ends at 6pm.  

4.2 Unplanned absence  
The pupil’s parent must notify the Nursery School of the reason for the absence on the first day 
of an unplanned absence by 10 am or as soon as practically possible, by calling the Nursery 
School 10am or emailing either emma.walker@davenportlodgeschool.co.uk or 
chelsey.bird@davenportlodgeschool.co.uk . 

We will mark absence due to physical or mental illness as authorised, unless the Nursery 
School has a genuine and reasonable concern about the authenticity of the illness. 

Where there are genuine and reasonable doubts about the authenticity of the illness, the 
Nursery School will ask for medical evidence, such as a doctor’s note, prescription, appointment 
card or other appropriate form of evidence. We will not ask for medical evidence unnecessarily. 

If the Nursery School has genuine and reasonable doubts about the authenticity of the illness, 
the absence will be recorded as unauthorised, and parents will be notified of this in advance if 
an appropriate request for medical evidence is not satisfied. 

4.3 Planned absence  
We encourage parents/carers to notify the Nursery School in advance of any medical/dental 
appointments. Registers will be adjusted according to appointments.  

4.4 Following up unexplained absence 
Where any pupil we expect to attend Nursery School does not attend, or stops attending, 
without reason, the Nursery School will: 

 Where there are existing safeguarding concerns, the DSL MUST be informed of the 
absence.  

 Call the pupil’s parent on the morning of the first day of unexplained absence to ascertain 
the reason.  

 Identify whether the absence is approved or not 

 Identify the correct attendance code to use and input it as soon as the reason for absence is 
ascertained 

 Call the parent on each day that the absence continues without explanation, to make sure 
proper safeguarding action is taken where necessary. If absence continues, the Nursery 
School will consider involving an education welfare officer 

 Where relevant, report the unexplained absence to the pupil’s youth offending team officer 

 Where appropriate, offer support to the pupil and/or their parents to improve attendance 

 Identify whether the pupil needs support from wider partners, as quickly as possible, and 
make the necessary referrals 

 

 

mailto:emma.walker@davenportlodgeschool.co.uk
mailto:chelsey.bird@davenportlodgeschool.co.uk
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5. Attendance monitoring 
 The Admissions Officer will contact parents if a child has not attended their scheduled 
session to obtain an explanation for the absence.  
 The reason for absence will be recorded on our online Tapestry register.  

 Once a week, the Admissions Officer will download and review the registers to identify any 
patterns or concerns that may need to be reported to the Designated Safeguarding Lead (DSL). 

5.1 Monitoring attendance 
The Nursery School will monitor attendance and absence data (including punctuality) half-
termly, termly and yearly across the Nursery School and at an individual pupil, year group and 
cohort level. 

5.2 Analysing attendance 
The Nursery School will: 

 Analyse attendance and absence data regularly to identify pupils, groups or cohorts that 
need additional support with their attendance, and  

 Identify pupils whose absences may be a cause for concern, especially those who 
demonstrate patterns of persistent or severe absence  

 Conduct thorough analysis of half-termly, termly, and full-year data to identify patterns and 
trends 

 Look at historic and emerging patterns of attendance and absence, and then develop 
strategies to address these patterns   

 Understand any blocks to attendance for children with SEND. 

 Review attendance for children where there are current safeguarding risks and share 
information with partner agencies where relevant.  

5.3 Using data to improve attendance 

The Nursery School will:  

 Develop targeted actions to address patterns of absence (of all severities) of individual 
pupils, groups or cohorts that it has identified via data analysis 

 Provide targeted support to the pupils it has identified whose absences may be a cause for 
concern, especially those who demonstrate patterns of persistent or severed absence, and 
their families (see section 8.4 below) 

 Provide regular attendance reports to the room leader to facilitate discussions with pupils 
and families, and to the governing board and Nursery School leaders (including special 
educational needs co-ordinators, designated safeguarding leads and pupil premium leads) 

 Use data to monitor and evaluate the impact of any interventions put in place to modify them 
and inform future strategies 

 Share information and work collaboratively with other Nursery Schools in the area, local 
authorities and other partners where a pupil’s absence is at risk of becoming persistent or 
severe, including keeping them informed regarding specific pupils, where appropriate 

5.4 Reducing persistent and severe absence 
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The Nursery School will: 

 Use attendance data to find patterns and trends of persistent and severe absence 

 Consider potential safeguarding issues and, where suspected or present, address them in 
line with Keeping Children Safe in Education  

 Hold regular meetings with the parents of pupils who the Nursery School (and/or local 
authority) considers to be vulnerable or at risk of persistent or severe absence, or who are 
persistently or severely absent, to: 

o Discuss attendance and engagement at Nursery School  

o Listen, and understand barriers to attendance 

o Explain the help that is available  

o Explain the potential consequences of, and sanctions for, persistent and severe 
absence 

o Review any existing actions or interventions  

 Provide access to wider support services to remove the barriers to attendance, in 
conjunction with the local authority Attendance and Early Help services, where relevant 

 Consider alternative support that could be put in place to remove any barriers to attendance 
and re-engage these pupils. In doing so, the Nursery School will sensitively consider some 
of the reasons for absence 

 Implement sanctions, where necessary (see section 5.2, above) 

6. Monitoring arrangements  
This policy will be reviewed as guidance from the local authority and/or DfE is updated, and as a 
minimum yearly by Emma Walker, Headmistress. At every review, the policy will be approved 
by the full governing board.  

7. Links with other policies  
This policy links to the following policies: 

 Child protection and safeguarding policy 

 Behaviour policy 
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