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1 Purpose

Attendance at school of students at all ages is incredibly important and is directly
correlated to student success. It is very important because students have made a
commitment to work towards achieving academic success by enrolling on their
programme of studies. To achieve success in their studies it is important that they
participate in, and engage fully with, all their scheduled activities. Without good
attendance students will not achieve their potential or benefit fully from the excellent
quality of teaching and learning experiences that the school provides. Irregular
attendance leads to educational disadvantage and puts young people at risk of limited
life chances. High Performance learning emphasises the importance for students to
develop appropriate values, attitudes and attributes that are critical to helping students
achieve good academic outcomes. These Values, Attitudes and Attributes (VAAs)
transpose into making students college-ready, employment ready and indeed life ready.
Therefore, students valuing the importance of Attendance and Punctuality will not only
be important to secure success at school, but will be essential habits post-school age.

2 Scope

Improving and maintaining school attendance requires a committed partnership
between school and home. This involves parents and families, teachers, and support
staff, working constructively and supportively with students. In order to fulfil this
belief, the school adopts appropriate systems to monitor attendance and to employ
strategies that encourage good attendance. These systems are in accordance with school
vision and mission.

KHDA guidelines for attendance are as follows:
98% and above - Outstanding

96% - Very good

94% - Good

92% - Acceptable

Less than 92% - Weak and Very Weak.

The school cannot authorise long absences. Absences of more than 48 hours without the
support of a doctors’ sick note will be worked as unauthorised absence unless prior
approval for an authorised leave is obtained from the school.

If a student needs to miss school for any other reason other than illness, then this should
berequested in writing using the appropriate request form submitted and then approved
in advance by the respective Head of Primary / Secondary.

The school reserves the right to strike off any student missing school for more than 21
days according to KHDA guidelines.

3 Parental Responsibilities

All parents who have children of school age are responsible for ensuring that their
children receive an efficient education, suitable to their age, ability, and aptitude.



4 Punctuality

The school takes active steps to ensure the punctuality of students. Lateness is
monitored and investigated. Students are expected to be punctual and arrive on time not
later than 7.30 am. Students arriving after 7:30 am will be required to sign in the late
Book at Reception, and this is then recorded onto iSAMS. Habitual latecomers are liable
to face disciplinary action see below.

5 Leave

e No leave of absence, except for illness and in emergencies, will be granted
without prior approval. Such leave must be applied for in writing and in advance.

o Astudent who has been absent and has returned without a leave note, must seek
permission from the Vice Principal/ Head of Department to enter the class.

e Anywork missed by a student during his/her absence must be made up by
his/her own initiative.

e Inthe case astudent’s absence exceeds two days, the parent must inform the
school in writing by email.

e Astudent suffering from a contagious illness, such as measles, must not be sent
to school until a medical report deeming him/her fit is obtained and sent to the
school.

e All students must attend the re-opening day of school at the start of each term.
Any student who is away from school for more than 21 days without any
information will automatically lose his/her seat at school. The school must
approve any long periods of absence.

6 Authorised Absence

Only the school can authorise an absence. The fact that a parent has provided an
explanation in relation to a particular absence does not oblige the school to accept the
explanation offered as a valid reason for absence. A request for an authorised leave
should be made using the ‘Student Leave of Absence Application Form’ and must be
supported by relevant documents such as attested medical certificates etc. The Vice
Principal reserves the right to decide whether the absence is to be treated as authorised
or unauthorised absence. In the case of authorised absence, the student may either be
offered a retest for any assessment conducted during the absence or may be given an
average grade based on his/her performance in the remaining assessments conducted
during the term. The absence of a student does nor automatically entitle them to extra
tuition, extra work being set, or the opportunity to resit assessments that have been
missed.

In the case of unauthorised leave, the student will be marked ungraded for any
assessments conducted during the days of absence and no retest will be offered.

The following are the only reasons for leave to be treated as authorised leave:
e Illness (supported by a medical certificate). This also includes self-isolation due

contagious illness in the family or being a close contact of an infected and
contagious person.



e Terminalillness or death of a close relative

e Going for Hajj or Umrah

o Participating in National/International level Sports/Cultural Competitions
e Change of visa

7 Attendance and punctuality by KHDA

Students’ absenteeism and lateness affect the school’s ability to provide effective
educational services, and negatively affects the achievements of consistently absent or
late students and disrupts the learning experiences of other students in the school.

The attendance of teachers is additionally imperative to securing continuous and
progressive learning experiences for all students at the school. The school will always
secure and improve teachers’ attendance and ensure that students are not left without a
qualified teacher for long durations of time exceeding a week.

Parents, the students and the school must work together to improve and maintain high
attendance rates.

8 Responsibilities

The responsibilities of the school include:

e Sharing and implementing a school policy on attendance and punctuality which
stresses that attendance for all students is mandatory on all the days the school is
declared open.

e Clarifying to parents and students the definition of a school day, the start of
registration process in the morning, the school’s expectations in relations to
punctuality all through the school day, the definition of absenteeism and a list of
what is considered excused and unexcused absenteeism.

The responsibilities of the parents include:

e Reading, ratifying, and implementing the school’s policy on attendance and
punctuality.

e Promoting their child’s attendance and punctuality and abiding by the timings set
by the school for the start and the end of the school day.

e Understanding and upholding the school’s policy which states that continued
lateness and absenteeism will result in disciplinary measures and will affect the
students’ chances of enrolment for the upcoming academic year.

9 Interventions and Rewards to improve Attendance and Punctuality

The following Interventions may be implemented by the school in cases of continued
lateness or poor attendance:

O Apriority mentoring session with the Form Tutor

O The Year Leads/ Head of Year meets with the students to discuss any issues
O The Head of Key Stage/Head of Primary meets with specific students

Q Letter or phone call to home outlining concerns



O A meeting with the parents and Head of Key Stage/ Head of Primary for habitual
absenteeism and lateness.

O If concerns persist then a meeting with the respective Vice Principal and
Attendance / Lateness intervention form filled and reviewed.

O Head of Key Stages/ Head of Primary will keep a record of all interventions and
monitor improvements in attendance and lateness.

The following Rewards may be implemented by the school to promote and celebrate
good student attendance and punctuality:

O Students with 100% attendance weekly will be rewarded with 5 reward points,
allocated by the form tutor each Monday

O Students with 100% attendance and no lateness will be rewarded at the end of
each term.

O Year groups with improved attendance will also be rewarded.
Head of Year/ Year Leads will decide on appropriate rewards for their year group
— certificates, mementos, mention in a school assembly, and mention in
weekend note.

O An email will be sent to parents of students with improved attendance and/ or
punctuality from Head of Key Stage/ Head of Primary.

In cases of repeated lateness and absenteeism the points in the following table apply
(please note that these decisions are endorsed by the KHDA and consequences resulting
from continued lateness and absenteeism will be upheld by the Authority):



Offence

Frequency

Implications

Lateness - this refers to being late in
coming to school at the start of the
school day and to instances of being
late to lessons within the school day

The first five(5) incidents of
lateness in a short period of
time such as a month or an
academic term

Written warning to student and notify parents.

Lateness will be noted in the students’ progress
report.

Up to an additional three(3)
instances of lateness in a
short period of time, such as
a month

Parents and student to be called to a meeting with the
principal or a designated person by the principal.
Parents and student to sign a written pledge not to
repeat the offence.

Lateness to be noted in students’ progress report.

Any additional incidents to
the above

At the discretion of the school, decision might include
one or more of the following:

e Community hours at the school.
e Detention during school hours.

e  Awritten notice announcing refusal to
re-enroll the student in the school for the
following academic year.

Absenteeism - this refers to frequent
or habitual absence from school or
from lessons without a valid medical
or family related reason.

The four(4) incidents of
absenteeism in a short
period of time such as a
month or an academic term

Written warning to student and notify parents.
Absent days will be noted in the student’s progress
report.

Up to an additional three(3)
instances of absenteeism in
a short period of time

Parents and student to be called to a meeting with the
principal or a designated person by the principal.
Parents and student to sign a written pledge not to
repeat the offence.

Absent days to be noted in students’ progress report.

Any additional incidents to
the above

At the discretion of the school, decision might
include:

e Community hours at the school.
e Detention during school hours.

e  Awritten notice announcing refusal to
re-enroll the student in the school for the
following academic year.

10 Secondary lateness to lessons.

All lateness to class will be recorded in the registration manager system on ISAMS.
Minutes of lateness will be ‘paid back’ from student free time at breaks and lunch
times. The pastoral team will track minutes at the end of each week and share
information with form tutors. Students will join the respective year group detention
day to make up the time missed.

Teaching staff may issue conduct points, contributing to the ‘rule of threes’ [see
Behaviour policy] for persistent lateness and cases of excessive lateness.




