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York Road Nursery School is a non-statutory provision for early years education. 
There is no legal requirement for children to attend a non-statutory provision. 
However, there is a proven link between attendance and punctuality and 
children’s attainment. York Road Nursery School is committed to promoting 
excellent levels of attendance and punctuality, enabling our children to take full 
advantage of the educational opportunities available to them and establishing 
good routines and habits.   
 
Regular attendance and punctuality are important because:-  
•  Absence and lateness affect children’s ability to participate and benefit 

from the curriculum  

•  Children who arrive late disrupt the routine of the classroom and the 
work/progress of others  

•  Poor attendance and punctuality may result in a child finding it difficult to 
settle, to become involved and to form social relationships  

•  Regular attendance and punctuality may help to instil good habits and 
promotes the development of a positive attitude towards school  

 
Staff work continuously to create an environment in which parents and children 
feel welcome and want to be part of the nursery school. 
 

 
Parents/Carers Responsibilities 
When signing up to York Road Nursery School, parents/carers are expected to 
ensure that their children attend regularly and punctually and should  
•  Ensure that their children arrive at school on time and ready to learn  

•  Avoid taking holidays during term time  
•  Work with York Road Nursery School to resolve issues which may lead to 

non-attendance  

•  Notify York Road Nursery School by telephone if their child is absent, on 
the first day of absence  

•  Avoid medical or dental appointments during school hours where 
possible 

 
When your child first starts at York Road Nursery School, we will work with 
parents/carers to ensure a smooth transition.  Some children settle very quickly, 
others need more time and support.  
 
By accepting a place at York Road Nursery School, once the children are settled, 
the expectation is that 3-4 year olds who are funded for 15 hours a week attend 
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every morning 9.00am-12.00pm. If they are funded for 30 hours a week, they 
will attend Monday-Thursday 9.00am-3.30pm and 9.00am-1.00pm on a Friday.  
2-3 year olds who are funded for 30 hours will attend Monday-Thursday 9.00am-
3.30pm and 9.00am-1.00pm on a Friday. If they are not funded, they will attend 
for a minimum of three sessions a week.  
 
More information can be found in the Admissions Policy.  

 
Reporting an absence 
Procedure 

• If your child is going to be absent from school due to illness please phone 
the school number on 01462 459127 and when you hear the message “if 
you’d like to report an absence please press 1”, leave your message giving 
your child’s name, key group and why they are absent. 

 

• As a rule, if your child needs Calpol or similar then they should not be at 
school. There are lots of children with various childhood illnesses- please 
keep them at home if that’s where they need to be.  

 

• If you have a planned absence, please contact the school office to request 
an Absence Request form- this needs to be completed and emailed back 
to the school office. Absences may be authorised in exceptional 
circumstance. All other requests will be unauthorised unless consent is 
given by the Headteacher at their discretion.   

 

• For unplanned absences, we operate a first response system so that we 
know where every child is by 9.30 am. If you haven’t left a message on the 
absence line, then we will follow it up by calling you.   

 

• If you do not inform us that your child will be absent and we are unable 
to contact you, we may make an unannounced home visit to ensure that 
your child and you are safe.  

 

• If we are unable to make contact with you via a home visit or continued 
efforts via telephone or email, we will seek advice from the Hertfordshire 
Safeguarding Children Board and this may result in us making a Children’s 
Service referral if we are concerned about a child’s welfare.  

 

• If your child has a flu vaccination or pre-school booster jab appointment 
coming up please let your class teacher know, we class these as medical 
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appointments. Please be aware that flu vaccinations and the booster 
jabs that children receive at 4 years old can make them feel unwell. One 
of these symptoms is a rise in temperature and if your child has a 
temperature you will be phoned to come and collect them. 

   

• For sickness and diarrhoea bugs your child must stay off for 48 hours 
after the last episode of sickness or diarrhoea. Children should not 
return to school if they are still experiencing sickness or diarrhoea 
symptoms.  
 

• The NHS website can give advice on most childhood illnesses. If you are 
not sure about sending your child in please speak to the school. 
 

York Road Nursery School’s responsibilities 

York Road Nursery School is responsible for supporting the attendance of it’s 

pupils and for dealing with problems which may lead to non-attendance. We 

aim to work in partnership with parents. 

The school will; 

• Complete attendance registers twice a day, at the beginning of each 
school session as required by the Local Authority.  

• Differentiate in the registers between absence for illness or medical 
reasons, and holidays, and children who have arrived late.  

• Actively discourage lateness: the gate will close at 9.10am and if a child 
arrives after this time, they will sign in at the school office with a reason 
for lateness. They may have to wait to be collected and taken to class. 

 
Follow up on poor attendance and punctuality 

• If a child is persistently late, has a pattern of poor/ non-attendance (e.g. 
is always absent on a Monday) or whose attendance is below 75%, the 
parents/carers will be invited into school for a meeting with a member of 
SLT. During this meeting, an Attendance Improvement Plan will be drawn 
up to identify any areas of support needed to improve attendance.  

• Where a family fail to meet the targets on an Attendance Improvement 
Plan, each case will be considered individually and additional support will 
be put into place where needed. If attendance does not improve through 
the use of the plan, the school may seek advice from the Hertfordshire 
Safeguarding Children Board. In some cases, a child’s place at York Road 
Nursery School may be removed.  
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Changes to this Policy 
 

The school reserves the right to review or update this policy whenever necessary 
to ensure it remains accurate, relevant and aligned with current legislation, 
guidance and best practice or as a result of feedback from stakeholders.  While 
every effort will be made to review the policy at the stated revision date, 
circumstance may arise that require earlier updates. 
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APPENDIX 1 
 

 

 

 

 

 

 

 

 

 

APPLICATION 
 FOR LEAVE OF 

 ABSENCE  
We, in line with schools need to keep formal records of pupil attendance. 
As a parent or carer, you should fill in this form if you want to take your child out of school during 
term time to go on an annual holiday. 
After completing the form, please either email it back, or hand it to your child’s key worker no less 
than 3 weeks before the date when you want the period of absence to start. 
The school will ensure that records of attendance are maintained according to government 
legislation and guidance on  a daily basis and under the attendance guidelines of Hertfordshire 
County Council. 
Absences will not be authorised for shopping, birthdays or holidays taken term time. 
 
 

 
I request that ……………………………………………………………(Name of child) 
 
 
From………………………………………………………..(group) am                   pm   
 
Be granted leave of absence from 
YORK ROAD NURSERY SCHOOL 
 
Not in school on ………………………………………………………………20 
 
Return to school on …………………………………………………………..20 
 
Reason for request 
 
Medical appointment/operation 
 
 
Holiday    
 
 
Other (Please indicate)………………………………………………………………………………… 
 
 
Signature of Parent/Carer………………………………………………….Date…………………….. 
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 APPENDIX 2 

 

 

                                    Attendance Improvement Plan 

Child’s Name: 
Child’s group: 

Date of meeting: Present at meeting: 

Current attendance summary: (attendance percentage, number of absences or pattern of absence) 
 
 
 

 

Barriers to attendance Support actions from 
Nursery 

Parent/Carer actions Additional agencies or 
support (if relevant) 

Agreed attendance target 

 
 

    

 
 

    

 
 

    

 

Review date:  Present at meeting:  Attendance summary: 

Review: 
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