
 

 

ATTENDANCE & PUNCTUALITY POLICY AND PROCEDURES 2025-26 

 

 
 
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.  

 
Student Arrival and Attendance Procedures 

• Students must arrive by 7:25 a.m. and be in class or logged in by 7:30 a.m. 
• Late arrivals after 7:30 a.m. are marked late; SMS notifications are sent to parents. 
• Registration occurs between 7:30 a.m. and 7:50 a.m. 
• Attendance is updated in real-time. 

 
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. 

 
Leave of Absence Procedure 

• Submit requests via Phoenix Portal. 
• Upload supporting documents (e.g., medical certificates). 
• Insufficient documentation results in unapproved leave. 

 
Form Tutor Responsibilities 

• Take attendance at 7:30 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%. 
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• 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. 

 
Late Arrival Procedure 

• 7:30–7:45 a.m.: Reminder from Form Tutor. 
• After 7:45 a.m.: 

• Log in at security gate. 
• Late SMS sent to parent. 

Escalation for Persistent Lateness 
1. Two late arrivals: Phone call and email from Form Tutor. 
2. Continued lateness ( Fourth lateness): Meeting with HOY and record the meeting  
3. Further incidents ( Fifth lateness ): Meeting with HOKS and record the meeting  
4. Final stage (5+ lateness) : Meeting with Head of School and formal warning. 
5. Final Consequence (6+ lateness ): Meeting with the Principal/Vice Principal  and final Warning letter with non-

reenrollment for the next academic year with KHDA approval. 
 

Late Pick-Up Procedure 
• Pick-up by 2:40 p.m. (regular) or 4:00 p.m. (after-school activities). 
• Late pick-up after 2:45 p.m. requires: 

• Parent to collect child from designated area. 
• Sign Late Pick-Up Register. 

Escalation for Persistent Late Pick-Up 
1. Initial: Email from Form Tutor. 
2. Second: Email from HOY. 
3. Third: Meeting with HOKS. 
4. Fourth  Meeting with Head of School and formal warning. 
5. Final Consequence: Continued late pick-up will result inn meeting the Principal/Vice Principal and final Warning 

letter with  non-reenrollment with 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 2025 


