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Little Trinity Nursery believes that regular attendance is the key to enabling children to 
maximise the educational opportunities available to them. Helping them to become 
emotionally resilient, confident and competent adults who are able to realise their full 
potential and make a positive contribution to their community. 
Although we recognise that attending nursery is not statutory, we believe good attendance is 
essential if children are to be settled and take full advantage of the learning and development 
opportunities available to them. At a young age, continuity and consistency are important 
contributors to a child’s well-being and progress. We also believe that a good attendance 
routine at nursery sets the pattern for when they start their school journey.  
 
Our Attendance Policy aims are: 
1. To create a culture where good attendance is ‘normality’ and valued. 
2. To ensure that all of our children are able to achieve their maximum potential, 
academically, physically, socially and emotionally. 
3. To be consistent in the implementation of our policy and procedures. 
 
Promoting Regular Attendance 
Little Trinity Nursery values all children. We believe in developing good patterns of 
attendance and set high expectations for the attendance and punctuality for all our pupils 
from the outset. It is a central part of our day to day life and recognise the connections 
between attendance, attainment, safeguarding and wellbeing. 
The manager will monitor attendance and use attendance data to identify any patterns of 
concern. They will also celebrate success! 
Attendance concerns will be raised with parents if the reasons are not known by the nursery. 
 
To support good attendance, and safeguarding we: 
● Ensure the nursery is welcoming and every child feels a sense of belonging  
● Ensure the nursery site is open at the stated times. 
● Ensure the regular, efficient, and accurate recording of attendance is completed by the 
Admin team.  
● Ensure all school holiday dates including non-pupil days are clearly marked and displayed 
on our school newsletters and reminders sent via Parentmail.  
● Safeguarding is taken seriously and we will always contact you if you have not made contact 
with us regarding your child’s absence. 
 
Working in partnership with our parents and carers 
Little Trinity Nursery recognises that poor attendance is often an indication of difficulties in a 
child’s life and their lived experience. This may be related to problems at home or in nursery. 
Parents/carers should inform the nursery of any difficulties or changes in circumstances that 
may affect their child’s attendance and or behaviour in nursery, for example, bereavement, 



divorce/separation, incidents of domestic abuse. This will help the nursery to identify any 
additional early help that may be required. 
Safeguarding is a priority, concerns for any child at any time will be reported to the Designated 
Senior Lead for Child Protection Miss G Carter. We will always follow Keeping Children Safe in 
Education 2022 and our Child Protection Policy. 
 
Absence Procedures 
Parentmail  
Absence can be reported using the Parentmail  App which is an efficient and secure system 
for reporting your child’s absence due to illness. Parents can get the free app. 
 
Notification by phone/email 
Telephone:  on 01562 822929 ext 200/201 
Email: sharon.smith@holytrinity.co.uk or gaynor.carter@holytrinity.co.uk  
 
Procedures: 
It is the responsibility of the parent/carer to notify the Nursery by phone or email if their child 
will be absent for any reason e.g. illness, holiday, etc. If you know holidays in advance it is 
greatly appreciated to let us know these. 
If your child attends a morning or full day session, please inform us by 9.00am of any absence 
or by 12:30pm for an afternoon session ideally via Parentmail (as staff are quite busy 
answering the door at these times)  
If we haven’t heard from you a member of staff will contact you by telephone to ascertain the 
reason for absence. If we cannot reach you, we will leave a message and send an email. We 
will also keep a record of non-attendance and of our contact attempts. 
If there is no contact after one week  an appointment will be made with the Nursery Manager 
to discuss the matter. If contact cannot be made we do have a duty of care and therefore may 
refer to outside agencies based on safeguarding concerns. If after one month the child has 
not attended nursery and a reasonable reason has not been shared, the child’s name will be 
removed from the Nursery register and the place allocated to another child on the waiting 
list.  
 
If a child is absent from nursery the parent / carer must follow these procedures: 
 
● Contact the nursery on the first day of absence before 9.00am. You can do this: 
 *By using the Parentmail app 
 *In person by calling in to the nursery 
 *By telephoning the nursery – we have an answer phone available to leave a message if 
nobody is available to take your call 
  *By emailing the nursery on above email addresses 
● Contact the nursery on every further day of absence, again before 9.00am using any 
of the methods above 
● Contact Miss G Carter if you require advice or support. 
● Ensure that your child returns to nursery as soon as possible. 
● We will always work in a supportive way with all our nursery families and try to find a way 
to help and support getting your child into school. 
● We will create a personalised action/support plan to address any barriers to attendance 



● We can and will contact outside agencies, for example medical care, social emotional 
support, family support agencies if it is felt that this support is needed to help improve 
attendance for the child/ren. 
 
Good time-keeping is a vital life skill which will help children as they progress through their 
school life and out into the wider world. 
Pupils who arrive late disrupt sessions and, if a child misses the start of the session, they can 
feel unsettled and embarrassed and miss important messages from their teachers. 
 
Understanding barriers to attendance 
Whilst any child may occasionally have time off nursery because they are too unwell to 
attend, sometimes they can be reluctant to attend nursery. Any barriers preventing regular 
attendance are best resolved between the nursery, the parents/carers and the child. If a 
parent/carer thinks their child is reluctant to attend nursery, then we will work with that 
family to understand the root problem and provide any necessary support. 
 


