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The Robin Montessori 
 Pupils Absence and Attendance Policy 
 
1.Policy Statement 
At The Robin Montessori, the safety and well-being of every child is our highest priority. Regular attendance is essential to promote secure relationships, consistent learning, and safeguarding.  
This policy outlines our procedures for managing absences in accordance with current safeguarding guidance, ensuring that any unexplained or persistent absence is responded to swiftly and appropriately. 
2.Aims 
· To promote consistent attendance and punctuality. 
· To identify and respond to attendance concerns early. 
· To ensure prompt and effective safeguarding actions where a child’s absence is unexplained or concerning. 
· To maintain clear communication with parents/carers regarding absences. 
3. Reporting Absences 
Parents/carers must inform the nursery by 9:30 am on the day of their child’s absence, stating the reason and expected return date. Absences can be reported via: 
· Email: info@therobinmontessori.com 
4.Sharing Information 
The Robin Montessori will: 
· Share this attendance policy during your child’s admission process. 
· Use clear communication (in-person discussions, calls, or letters) to address concerns. 
· Ensure you are fully informed about expectations regarding attendance and punctuality. 

Factors Affecting Attendance 
We understand there may be genuine reasons for absence, including: 
· Child illness 
· Family illness 
· Health appointments 
· Religious observance 
· Holidays (following our term dates and attendance agreement) 
We remain alert to patterns of absence that may indicate safeguarding concerns, including issues under the Prevent Duty and risks related to Female Genital Mutilation (FGM), ensuring children and families are protected. 
5. Monitoring and Response to Absence 
5.1 First Day Response 
· If a child is absent and no contact has been made by 9:30 am, a designated member of staff will contact parents/carers using all available emergency contacts. 
· If no contact is made and the absence remains unexplained, this will be escalated to the Designated Safeguarding Lead (DSL). 
· A home visit may occur if attendance becomes inconsistent, ensuring we can support you. 
5.2 Prolonged or Frequent Absences 
· If a child has regular absences without clear medical or family reasons, the setting will arrange a meeting with the parents/carers to discuss support. 
· Continued absence without reasonable explanation may result in referral to the local safeguarding team. 
5.3 Safeguarding Escalation 
In line with the most recent safeguarding guidance: 
· Any patterns of absence, or absence following a disclosure or concern, will be treated as a potential safeguarding issue. 
· All unexplained absences will be recorded and reviewed regularly by the DSL and Senior Leadership. 

6. Holidays and Planned Absence 
Parents/carers must notify the nursery in advance of any planned absences, such as family holidays, appointments, or religious observances.  
7. Children with Additional Vulnerabilities 
For children with known vulnerabilities (e.g., on a child protection plan, looked-after children, or those with additional needs), absences are monitored more rigorously. Any unexplained absence triggers immediate escalation procedures, including notifying social care or relevant external professionals. 
7. Record Keeping 
· Absences are logged daily with the reason provided. 
· Registration will occur between 8:00 am and 9:00 am. It is important that children arrive within this timeframe to ensure they are marked present and can start their day smoothly. Any arrival after 9:00 am will be considered as lateness. Parents/carers are encouraged to ensure punctuality to minimize disruption and maintain the smooth running of the nursery schedule. 
· All absence records are stored securely and may be shared with relevant authorities as part of safeguarding duties. 
· Persistent absence (defined as missing more than 10% of sessions) is reviewed and reported as appropriate. 
8. Roles and Responsibilities 
· Parents/Carers: Ensure children attend regularly and report absences promptly. 
· Key Workers: Monitor attendance patterns and report concerns. 
· Designated Safeguarding Lead: Oversee safeguarding responses to absence. 
· Nursery Manager: Ensure policy implementation and compliance with safeguarding standards. 
 
This policy will be reviewed annually or in response to changes in legislation or safeguarding guidance. 
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