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Purpose:  

The school values regular and punctual school attendance of all its students and staff. This policy 

aims to lay down expectations and outlines the actions necessary to promote good 

attendance of students.  

 

Aims and Objectives: 

● To create awareness among all stakeholders of the importance of regular attendance and 

punctuality. 

● To improve students’ performance by ensuring high levels of attendance and punctuality. 

● A minimum of 75% attendance is required for students to appear for the CBSE 

Examinations for Grades X and XII. 

● To achieve at least 98% attendance for all students, apart from those on RAHHAL. 

● To encourage  perfect attendance and punctuality of students and staff through recognition 

of full attendance.  

● To establish a system of monitoring attendance and ensuring consistency in dealing with 

absenteeism and/ or truancy. 

 

Absenteeism: 

 

● A student is marked absent if he/she does not attend school. 

● In case there is a valid reason and leave is sanctioned, the student is granted Permitted 

Leave (PL). 

 

Grounds of Permitted Leave: 

 

● Absence due to sickness due to communicable diseases like COVID, measles etc. or 

emergency medical appointments must be accompanied by a medical certificate approved 

by the concerned authorities. 
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● Representing the school for events or competitions, with prior permission from the phase 

head/ Vice Principal.  

● Death of a relative or in case of a mishap in the immediate family (1st or 2nd degree 

relative). 

● Treatment/follow-up for Students of Determination, provided the cases are coordinated 

with the relevant departments and aligned with individual inclusion plans. 

● Accompanying a family member abroad for medical treatment (with official 

documentation). 

● Special family/personal circumstances (upto five days per year) with prior approval. 

● Group or emergency absences, resulting from the same cause and approved by higher 

authorities will be considered legitimate. 

● Exceptional cases involving long-term absences for social or health related reasons will 

be reviewed individually. 

● Other cases allowed by the KHDA. 

 

*Unexcused absence:  

• Family vacations during school days 

• Non -emergency medical appointments 

• Staying home without notifying the school 

• Non-severe weather conditions 

 

Role of the school:  

• Student attendance will be marked on CLP by class teachers.  

• Daily attendance of students must be marked promptly and latest by 8.00 a.m.  

• Attendance of late-comers must be modified latest by 9.00 a.m.  

• As per DHA compliance needs,  class teachers must upload the medical certificates of 

students who report sick , on a daily basis.  

• Senior leaders  will closely monitor the attendance of the students on a daily and weekly 

basis to identify trends and implement measures to mitigate excessive absenteeism.  

• The IT department will ensure the upkeep of RFID machines at the various entry points. 

Any complaints regarding functioning of RFIDs will be promptly addressed.  

 

Role of the students:  

• Students must carry their RFIDs to school everyday and ensure that their attendance is 

logged in the RFID machine.  
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• Students must give their attendance in class during the homeroom period to ensure it is 

marked on CLP.  

• In case a student is running late for any reason, the class-teacher must be informed, latest 

by 7.45 am  

 

Role of the parents:  

• Parents must send in a leave note to the class teacher explaining the reason for absence of 

their child latest by 7.45 a.m, on the same day.  

• If a child is unwell, the parents must send in a leave note. A DHA certificate must be 

submitted in case of absence of more than two days.  

● If a parent knows in advance that his/her child will miss school for a number of days, he 

can request for planned absence. The note must be submitted prior to the planned absence 

period. 

● A student with excused absence is expected to catch up on missed school work 

 

The school retains the discretion to sanction leave for any urgent and reasonable absence for 

which there is a written request. 

 

Attendance Awards: 

 

● Students attaining 100% attendance will be awarded. Sanctioned leave is however not 

taken into account while considering the award. 

● From Grades I to XII, House Points are awarded for attendance. 

● The winning House is awarded a Rolling Trophy at the end of the academic year. 

● In the Primary section, classes are awarded Golden Stars for attaining maximum 

attendance. 

 

Withdrawals:  

 

● Two weeks prior to withdrawal, an online application must be submitted to the school. 

● A completed clearance form is to be submitted to the school office after the online 

application. A fee of AED 120/- is to be paid for the Transfer Certificate. 

 

Grounds for deletion from School Rolls: 

 

● Absence from school for a period of 30 continuous days without prior permission from 

the school authorities. 

● Display of gross misconduct. 
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● Students struck off the rolls may be considered for readmission to the school at the 

Principal and Director’s discretion. However, the student is required to follow the 

formalities of new admission. 

 

Related Policies: Child Safeguarding policy, Behaviour Policy, Discipline Policy, IT policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


