
 

 
ATTENDANCE & PUNCTUALITY POLICY AND PROCEDURES 2026-27 

 

 
 
Purpose 
Attendance and punctuality are essential for successful attainment. Even occasional absences can significantly impact 
learning. The National Foundation for Educational Research (UK) has shown a strong link between attendance and 
academic achievement. 
Policy Statement 
All parents must ensure their child attends school daily unless due to illness or unavoidable circumstances. Absences 
must be communicated to the school via email and parent portal. Late arrivals result in missed registration and lesson 
time. 
KHDA Attendance Guidelines: 

• Excellent: 98% 
• Good: 96% 
• Satisfactory: 92% 
• Unsatisfactory: Below 92% 

Absences over 48 hours without a valid medical certificate submissions will be marked as unauthorized. Requests for 
other absences must be applied on the Phoenix portal for approval.  
 
A minimum attendance rate of 96% across the year is mandatory for promotion to the next grade level. Parents are 
expected to support regular school attendance and avoid unnecessary absences to ensure their child's academic 
achievement and progression 

 
School Gate Opening and Arrival Times 

• School gates open at 7:05 a.m. 
• Parents/guardians must not leave students unattended at the school gates before 7:05 a.m. Please refer to the 

Safeguarding Policy.  
• The school cannot assume responsibility for students who arrive before the gates open. 
• The school gate closes at 7:30 a.m. to ensure that all students arrive in their classrooms on time and are ready for 

the prompt commencement of registration and learning activities. 
• All students are expected to be in their respective classrooms and ready for learning by 7:35 a.m. 
• Attendance is marked in real time. 

Supervision Arrangements 

Appropriate supervision is provided throughout the morning arrival period through a structured duty rota. 

Student Supervision 

To ensure the safety, well-being, and orderly arrival of all students, the following morning supervision procedures are 
implemented: 

• Staff and leaders are deployed in the corridors and designated areas to supervise students and direct them to their 
respective classrooms. 

• Students should proceed directly to their allocated classrooms upon arrival. 
• Designated staff members supervise students in their classrooms from 7:05 a.m. to 7:40 a.m. 
• Registration begins promptly at 7:40 a.m. and is conducted by the respective Form Tutor/Class Teacher. 

 
Next Review: 

September 2011 
June 2027 



 

What counts as a late arrival 
 
To ensure a smooth start to the school day and maximise learning time, all students are expected to be in their 
classrooms/form rooms by 7:35 a.m. 

• The school gate closes at 7:30 a.m. to ensure that all students arrive in their classrooms on time and are ready 
for the prompt commencement of registration and learning activities. 

• All students are expected to be in their respective classrooms and ready for learning by 7:35 a.m. 

• Registration takes place from 7:40 a.m. to 8:00 a.m. 

• Students arriving after 7:40 a.m.in class will be recorded as late and late sms will be sent to parents. 

What happens on a late arrival 
 
 

1. Students must be in their classroom by 7:35 a.m. to ensure registration begins promptly at 7:40 a.m. 

2. Students arriving after 7:40 a.m. will be marked late in Phoenix, and parents will receive an SMS notification. 

3. Students arriving at the school gate at 7:50 a.m. or later will have their ID card scanned at the gate and will be 
recorded as late. An SMS notification will be sent to parents. 

4. Parents are expected to ensure that their child arrives at school on time every day to support successful 
learning and school readiness. 

Repeated or persistent lateness 
 
Repeated late arrivals will be monitored and result in communication with parents to address punctuality concerns and 
its impact on learning, wellbeing, and school attendance. 
Late Arrival Procedure and Escalation Process 
 
Where a pattern of lateness is identified, the following escalation process will be initiated as outlined below. 
  
Late Arrival Escalation Process 

Incident School Action 

1st Late Arrival Form Tutor contacts the parent/guardian by phone and follows up with an email reminder 
regarding punctuality. 

2nd Late Arrival Form Tutor contacts the parent/guardian again by phone and issues a second email 
reminder. 

3rd Late Arrival Head of year (HOY) will contact parents by phone call followed by an email with the subject 
line Warning 1. Refer to the Safeguarding policy. 

4th Late Arrival Head of Key Stage (HOKS) will invite parents face to face /online meeting followed by email 
with the subject line Warning 2. Reminder of the Safeguarding policy for reference  

5th Late Arrival Parent/guardian invited for a face-to-face meeting with the Head of School. A formal record 
of the meeting will be shared, and Warning 3 (Final Warning) will be issued. 

Continued Late 
Arrivals After the 
Final Warning 

Parent/guardian invited for face-to-face meeting with Principal /Vice Principal. A formal 
escalation notice will be issued outlining the consequences of continued non-compliance, 
including consideration of non-re-enrolment for the following academic year, subject to 
KHDA approval. 

 
Reporting an Absence 

• If the child is unable to attend school, parents are required to inform to school at the latest by 7:30 a.m. on the 
day of absence through the GEMS Parent Portal. 

• If a student is absent due to illness and remains under medical care for more than 48 hours (2 days), a medical 
certificate must be submitted and uploaded through Phoenix GEMS Parent Portal 



 

• Attendance records will be updated upon receipt of the notification and supporting evidence. 
• Insufficient documentation results in unapproved leave. 
• Plan family holidays and travel within the published school holidays. Taking a child out of school for holiday or 

travel during term is not permitted except in emergencies or with the school's prior approval 

Escalation Process for Persistent Absence Without Notification or Valid Documentation 

Regular attendance is essential to ensure continuity of learning and student progress. Parents are expected to notify 
the school promptly when their child is absent and provide appropriate supporting documentation.  

Absences without notification or without valid supporting documentation will be monitored closely and addressed 
through the following escalation process: 

Incident School Action 

1st & 2nd Day of Absence 
Form Tutor contacts the parent/guardian by telephone and follows up 
with an email reminder regarding attendance requirements and the need 
to notify the school of any absence. 

3rd Day of Absence Head of year (HOY) will contact parents by phone call followed by an email 
with the subject line Warning 1. Refer to the Safeguarding policy. 

4th Day of Absence 
Head of Key Stage (HOKS) will contact parents by phone call followed by an 
email with the subject line Warning 2. REMINDER of the Safeguarding 
policy for reference. 

5th Day of Absence 
Parent/guardian invited for a face-to-face/online meeting with the Head of 
School. A formal record of the meeting will be shared, and Warning 3 
(Final Warning) will be issued. 

Further Absence Following the 
Final Warning 

Parent/guardian invited for face-to-face meeting with the Principal /Vice 
Principal. A formal escalation notice will be issued outlining the 
consequences of continued non-compliance, including consideration of 
non-re-enrolment for the following academic year, subject to KHDA 
approval. 

5 consecutive days of unexplained 
absence  School will report this as safeguarding concern and report to KHDA. 

 
Expectations 
Students 

• Attend school and all lessons regularly. 
• Be punctual and prepared. 
• Follow attendance procedures. 
• Complete assigned work during authorized absences. 

Parents/Guardians 
• Prioritize attendance and punctuality. 
• Avoid unnecessary absences. 
• Schedule appointments outside school hours. 
• Communicate promptly on Phoenix portal regarding absences. 

 
 

Form Tutor Responsibilities 
• Take attendance at 7:40 a.m. in Phoenix. 
• Mark late arrivals and send SMS. 
• Record absence reasons accurately. 
• Contact parents on the first day of unexplained absence. 
• Escalate safeguarding concerns if absence continues. 
• Alert Head of Year for unresolved absences of more than two days. 
• Monitor monthly attendance; alert HOY/HOKS if below 92%. 
• Alert Head of Year if the parent fail to contact the school or respond to phone call/email 



 

 
Head of Year Responsibilities 

• Promote and monitor attendance. 
• Analyze monthly data for patterns. 
• Support Form Tutors and escalate concerns. 
• Identify students with  less  than 92% attendance. 

Student Departure  
 
Monday to Thursday  

Student Group Mode of Transport Departure Time 
FS1 and FS2 School Buses 12:10 p.m. 

FS1 and FS2  Own Transport (Parent Pick-
up) 12:20 p.m. – 12:40 p.m. 

Year 1 to Year 13  School Buses 2:20 p.m. 

Year 1 to Year 13  Own Transport (Parent Pick-
up) 2:30 p.m. – 2:45 p.m. 

Friday  

Student Group Mode of Transport Departure Time 

FS to Year 13  School Buses 11:00 a.m. 

FS to Year 13 Own Transport (Parent Pick-up) 11:10 a.m. – 11:30 a.m. 

 Collection Arrangements 

To support a safe and efficient dismissal process, the school has designated collection classrooms on the Ground Floor 
of the Primary Building for students who travel by own transport. 

• Students travelling by private transport will report to their designated collection classroom, where they will 
remain under staff supervision until collected by their parents or authorised guardian. 

• Older siblings will report and wait in the collection classroom assigned to their youngest sibling. 
• Parents and guardians entering the school campus for collection must wear their Yellow Parent Identification 

Lanyard in accordance with the school's health and safety policy. 

• Parents are expected to collect their children promptly within the allocated collection times. 

Foundation Stage (FS) 

• Students must be collected from the designated collection class from 12:20 to 12:40 p.m. 
• If a student is not collected by 12:40 p.m., the school will contact the parent/guardian. 
• Parents arriving after 12:40 p.m. must sign the Late Collection Register. Refer to Attendance and punctuality 

policy. 



 

Year 1 to 13 

• Students must be collected from 2:30 pm to 2:45 p.m. from their designated collection area. 
• If a student is not collected by 2:45 p.m., the school will contact the parent/guardian. 
• Parents arriving after 2:45 p.m. must sign the Late Collection Register. Refer to Attendance and punctuality 

policy. 

Late Pick-Up Procedure 

To ensure the safety and wellbeing of all students, any student not collected by the designated collection time will be 
escorted to the Late Pick-Up Waiting Area. 

Late Pick-Up Waiting Area Location: First Floor, Primary Building 
Supervision: Students will remain under the supervision of staff on duty until collected. 

Parents arriving after the designated collection time must proceed directly to the Late Pick-Up Waiting Area to collect 
their child. 

Late Collection Process 

1. Parents must sign the Late Collection Register. 
2. A verbal reminder regarding timely collection will be provided by the staff member on duty. 
3. The parent's signature confirms receipt of the reminder. 
4. All late collection incidents will be recorded and monitored by the school. 

Repeated Late Pick-Ups 

• 1st Late Pick-Up: Verbal reminder by the staff member on duty. Parent signs the Late Collection Register. 
• 2nd Late Pick-Up: Second verbal reminder by the staff member on duty. Parent signs the Late Collection 

Register. 
• If late pick-ups continue after two verbal reminders, the school's formal escalation process will be initiated as 

outlined below. 

Escalation Process for Repeated Late Pick-Ups 

Late Pick-Up Incident School Action 

Third Late Pick-Up 
Head of year to Action. Phone call followed by email with the subject line 
"Warning 1 – Late Pick-Up." Shared the Attendance and Punctuality policy for 
reference. Refer to the Safeguarding policy. 

Fourth Late Pick-Up 
Head of Key Stage to Action. One to one meeting (online or face to face) followed 
by email with the subject line "Warning 2 – Late Pick-Up." REMINDER of the 
Attendance and Punctuality policy for reference  

Fifth Late Pick-Up 
Parent invited for a face-to-face meeting with the Head of School. Followed by 
Warning 3 (Final Warning), including minutes of meeting clearly outlining the 
consequences of continued non-compliance. 

Continued Late Pick up  

Parent/guardian invited for face-to-face meeting with the Principal/Vice Principal. 
A formal escalation notice will be issued outlining the consequences of continued 
non-compliance, including consideration of non-re-enrolment for the following 
academic year, subject to KHDA approval. 

 
 

Rewards 



 

• Improved attendance: Appreciation email + GEMS Excellence Certificate. 
• 100% attendance: Term-end GEMS Excellence Award. 

 
Monitoring Roles 

• Form Tutors: Weekly checks and parent communication. 
• HOY/HOKS: Monthly reviews and follow-ups. 
• Formal meetings and documentation for persistent issues. 

 
Impact of Absenteeism and Lateness 

• Affects academic progress and disrupts others. 
• Collaborative effort needed to maintain high standards. 

 
Critical Clause 
If a student is absent for 20 consecutive school days, the school reserves the right to cancel the child’s registration from 
the school register. This action will be taken in accordance with KHDA guidelines and after due communication with the 
parent or guardian and KHDA Approval. 
 
This policy is reviewed annually. 

Signed:                                     
Date :June 2026 
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