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Aspen Heights

BRITISH SCHOOL

Attendance and Punctuality Policy

Introduction

At Aspen we believe that good attendance is vital to pupils’ ability to learn. If days are regularly missed, then
continuity of learning and progress is significantly affected as pupils find it difficult to catch up with missed learning
opportunities.

This policy has been developed to align with current MoE and Adek policy.
Definitions:

Attendance: is the state of being physically present in class or at school. The attendance rate is recorded as the
proportion of whole school days attended relative to the total number of school days as per the approved school
calendar.

Punctuality: Arrival on time for school/class.

Truant: Pupils are considered to be truant if they are absent from school without their family’s knowledge or
consent, or if families have colluded with the pupil so that they are absent without authorisation.

Adek Compliance Regulation
For Year 2 and above, we identify students with unauthorised absence rates above 5% of the total calendar days
outlined by ADEK as a “cause for concern”. (9 days unauthorised)

For the Nursery, FS2 and Year 1, we identify a student's overall absence rates (including authorised and
unauthorised absences) above 10% of the total calendar days outlined by ADEK, as a “cause for concern” and are
authorised to further escalate, in line with the ADEK Educational Risk Policy. We advise the student's parents that
persistent absences may have an impact on student learning and progression. (18 days - authorised and
unauthorised)

We require all students to comply with our attendance requirements as detailed above. However, we are
authorised to accommodate leave requested for medical or therapy sessions.

We are mandated to identify any students with low attendance as “students at educational risk”, and report to
ADEK.

Aims;

e To encourage and expect prompt arrival at school and attendance everyday,

e To ensure that routines are in place for monitoring attendance and punctuality to ensure early
identification of any children not meeting expected attendance,

e To support families in understanding the importance of attendance, and providing school support where
appropriate.

Responsibilities of Different Groups

Families have a responsibility and a duty to ensure their child attends school.
The Family is responsible for:

e If your child is absent, please reply to the email received from Reception (Absence Notice) by filling this
form: AHBS Reason for absence

< If your child is absent due to illness, please send the sick leave to reception email
reception@ahbs.ae , then the attendance will be changed to authorised.



https://forms.gle/KY21W1wAj7iNgBYcA
mailto:reception@ahbs.ae

< If your child was sent home by the nurse, the absence will be recorded as authorised.
< For family bereavement, the absence will be recorded as authorised.

e |[f you decide to pick your child during the school hours, the child’s attendance for the afternoon session
will be changed to unauthorised absence. This must be before 1.45 pm. As Friday is a short day, early pick
up will result in recording your child as unauthorised absent for the whole school day.

e If your child arrives after 7:45 am (after the National Anthem), they must report to the Reception area
where the arrival time and the reason for the lateness must be recorded. A late pass will be provided by
reception.

e Children that are late twice per week regularly will receive a punctuality alert from the School. If a student
is late on three times or more within an academic year, Level One Offence can be recorded on the student
record as per ADEK policy.

e Fog/rain days will not be marked late.

e If afamily is planning to travel before or after school breaks please inform the reception team. The family
will receive a “Request for Leave Form” to fill, this absence will be recorded as unauthorised absence.

e Making all appointments outside of school time e.g. dentist / doctor. In the event of this not being possible,
then parents need to fill the form and choose the medical appointment option.

e Making sure pupils attend school every day and arrive on time.

e Helping pupils to understand the importance of going to school.

® Planning to take family holidays in school holiday time.
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