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Attendance & Punctuality

There is a clear connection, supported by research, between high levels of
attendance and high achievement. Habitual lateness, or frequent absence, has a
negative impact on learning outcomes. Students who are frequently late to
school miss out on important instructions. Late students also disrupt the learning

of other students and often require reteaching.
Lateness and absence will be recorded unless excused absence has been

approved by the school prior to the leave.

We also support parents to perform their legal duty to ensure their children
attend Fairgreen, and will promote and support punctuality in attending lessons.

The KHDA define Attendance and Punctuality for schools in the following way;

Outstanding | Very Good Good Acceptable Weak Very Weak
Attendance is Attendance Attendance is | Attendance is | Attendanceis | Attendance is
at least 98%. is at least at least 94%. at least 92%. less than 92%. | less than 90%.
Students are 96%. Students Students A minority of | Alarge
punctual to Students usually arrive generally students minority of
school and almost at school and | arrive at consistently students
lessons. always arrive | to lessons on school and to | arrive late at consistently
at school time. lessons on school and / arrive late at
and to time. or to lessons. school and to
lessons on lessons.
time.

Students should maintain an attendance figure of at least 94% to minimise any
negative impact on their learning. Failure to maintain attendance of 94% or more
may impact a student’s ability to re-enrol at Fairgreen the following academic
year, or may prevent a student from being promoted to the next grade level.

Responsibilities
Responsibilities of the school include:

Implementation: Ensure this policy is implemented consistently across the

school.

Monitoring Attendance: Accurately record student attendance daily in every
class and maintain up-to-date records.

Communication: Notify parents or guardians promptly when a student is absent
without a valid reason, and follow up on patterns of irregular attendance.

Support and Intervention: Provide support and intervention for students with
irregular attendance, including meetings with families, counselling services and
other support services as necessary.
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Clarity and Transparency: Clearly communicate attendance expectations,
procedures for reporting absences, and consequences of poor attendance
through policies, regular communication, and parent meetings.

Legal Compliance: Ensure the school complies with KHDA regulations regarding
attendance tracking and reporting.

bilities of f :

Supporting Good Attendance: Make sure their child attends school on time
every day, except in cases of illness or unavoidable circumstances.

Reporting Absences: Inform the school promptly about any absence of their
child in line with the school’'s procedures.

Medical and Other Appointments: Schedule medical or personal appointments
outside school hours whenever possible. If this is not feasible, provide advance
notice to the school.

Supporting Learning: Reinforce the importance of regular attendance and
punctuality, and ensure the student maintains a routine that supports timely
arrival at school.

Engagement: Attend scheduled meetings to discuss attendance concerns and
work collaboratively with the school to improve attendance and punctuality
where necessary.

bilities of 11 I

Attendance and Punctuality: Attend school and all classes on time, every day,
unless there is a valid reason for absence.

Accountability: Take responsibility for catching up on any missed work due to
absences by speaking with teachers.

Responsibility: Recognise the impact of poor attendance and punctuality on
academic performance and wellbeing, and strive to meet attendance
expectations as part of their personal responsibility and growth.
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Recording Attendance
Class and Homeroom Teachers should record the attendance of a child in one of 3
ways:
1. Present - (default) when a student is present in the classroom.
2. L - Late - this code should be used when a student arrives after the
beginning of the lesson and is considered late.
3. AU - Absent Unexcused - when a child is absent and no reason has been
given. Reasons for absence should be communicated by parents and with
relevant documentation in order for absences to be excused.

Attendance Codes Used by Reception

After consulting with relevant staff members, such as phase leaders or pastoral
leads, reception may update student attendance or absence with other codes
depending on the circumstances. For example ‘AM for Absent Medical'. Official
documentation may be requested in order for absences to be authorised/excused.

Please find below a list of the codes used to record attendance. The application of
these codes are determined by the school depending on circumstances. By
default, all absences are recorded as ‘Absence Unexcused' (AU) until further
information has been provided by parents. After parents have informed the school
about the reason for absence, the appropriate attendance code is applied.

Absence | Meaning Description Determined as presence
Code at or absence from
school?
P Present Student is present at Present
(default) school.
L Late Student has arrived late | Present

to school or class.

AU Absence Student is absent from Absent
Unexcused school, with no
information provided, or
the reason for absence
results in an authorised

absence.
AE Absence Student is absent from Absent
Excused school, and the reason

for absence is
authorised. This does
not include absences
due to medical reasons.

AM Absence Student is absent from Absent
Medical school for medical
reasons, but a doctor'’s




9o

FAIRGREEN

INTERNATIONAL an 0 Esol Education school
SCHOOL
note has not been
provided. This is used
for 1 day medical
absences.
EM Excused Student is absent from | Absent
Medical school, and a doctor's
note has been provided
(mandatory for
absences of 2 and/or
more days as per DHA
policy).
FT Field Trip Studentison an Present
educational visit/trip
organised, or approved,
by the school.
SF Sports Fixture | Student is representing | Present
the school (or other
approved organisation)
in a sports event.
PP Parent Student has been Absent
pick-up picked up from school
by a parent/guardian.
ISS In-school Student is at school Present
Suspension serving a suspension.
oSS Out-of-school | Student is not at school, | Absent
Suspension serving a suspension.

As per the DHA policy, students who are absent from school due to medical
reasons for 2 days or more, must provide a medical note.

lliness

If your child is sick, please notify the school before 8:00 am by sending an email to
absence@fairgreen.ae and cc’'ing their homeroom teacher, or call 04 875 4999,

If your child is absent for 2 consecutive days a doctor’s note is required and should
be submitted to the reception.

If your child has been absent due to a contagious illness, they will also need a
medical clearance from the doctor confirming that they are fit to return to school.

Please refrain from sending your child to school if they exhibit any of the following

symptoms:
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e Fever: Your child should be fever-free for at least 24 hours without the use
of fever-reducing medication before returning to school.

e Diarrhea or vomiting: Your child should remain at home until these

symptoms have been resolved for at least 24 hours without the use of

anti-diarrheal medications.

Sore throat: whether accompanied by fever or not.

Unusual skin rash.

Flu-like symptoms, including a productive or persistent cough.

Red, watery, and painful eyes, particularly if accompanied by yellowish

discharge.

Heavy yellowish or greenish nasal discharge.

e Persistent cough

Early Pick Up
Children, with permission, can leave school early for a variety of reasons including
e sports events
e school event off site
e medical or government appointments
e exams

Should your child need to leave early during the school day, please notify
reception 24 hours in advance, the Reception staff will organise the early
departure of your child. You will be able to collect your child from Reception at the
requested time. The staff will then sign them out.

Absenteeism

All requests by parents for absence outside of illness and school holidays must be
referred to the relevant Leadership Team member. For example; attendance at
religious festivals, family events, and absence requests for compassionate reasons.

Visits to universities and colleges, representing a country or local club in sporting
competitions must be validated by the relevant member of staff, for example IB
Coordinator or Athletic Director.

To request leave for a student, parents should click here.

When deciding if a leave request can be authorised, the school leader will take
the following into account:

Current attendance figure of the student

Previous attendance figures, such as those from the last academic year
The reason for the leave request

The timing of the proposed absence from school

Any important assessments that are scheduled for the proposed time of
absence

Examples of Authorised Absences

e Medical reasons with a doctor’s note, such as sickness, injury etc.
e Participation in high profile events, such as sports competitions.


https://docs.google.com/forms/d/e/1FAIpQLSc0ool6atf1CiAOFPA9C2Oq4tTMkuJ-Tj_ftiwyquH3dkOEIw/viewform
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e Emergencies or extenuating circumstances.

e Appointments with official government bodies, such as embassies and
local authorities.

e Family bereavement.

Please note that excessive authorised absences can still accumulate and, in
combination with other absences, may result in a student’s attendance being 94%
or below which is a cause for concern.

Examples of Unauthorised Absences

e Requests for absences when a student’s current attendance figure is at or
below 92%.

e Days attached to existing school holidays.

e Holidays during term time.

e Medical absences without a relevant doctor’s note.

The above examples are indicative of absences that may be authorised or
unauthorised, however, the school will look at each request individually and
reserves the right to make decisions that may not correspond with the above
examples.

Holidays in term time are strongly discouraged. Time in school is precious and
limited to 182 days a year. Loss of time at school cannot be taken lightly and
research proves that it will impact negatively on progress, levels of attainment
and attitudes to education.

Punctuality

All students are expected to arrive on time to school and to lessons during the
school day. Below is a breakdown of what the beginning of the school day looks
like for students.

7.40am 7:50 a.m. 8:00 a.m. 8:20 a.m. 8:30 a.m.
Pre-KG, - Children with Official arrival End of “arrival UAE National Anthem -
KG-1 older siblings time into time”. children and adults stop,
who are dropped | classroom. stand and listen/sing the
early can enter Arrival after this National Anthem.
the classroom. time is considered
late.
Grades School gates “Early” children Arrival time into
KG2 -5 open and report to classroom.
children playground.
welcomed on
to
playgrounds.
from 7:40 a.m. by 8:00 a.m. at 8:30 a.m. from 8:30 a.m.
MYP Students may Students are in their UAE National After the National Anthem,




FAIRGREEN

‘ INTERNATIONAL an 0 Esol Education school
SCHOOL
and enter campus. homeroom class and Anthem - students report to Period 1.
CP/DP have attendance taken. | students and Attendance is taken for every
adults stop, class for the rest of the day.
Students arriving to stand and
school after this time listen/sing the
need to get a late slip National
from reception. Anthem.

Students who are late to school (see tables above) should report to reception to
receive a late pass before going to their class. If a child arrives late to class and
without a late pass, then they will be sent to the Receptionist to be signed in.

Monitoring and Reporting Procedures
Before 9:00 am
e Receptionist downloads a complete list of children recorded as AU and
contacts the parents by email (via absence@fairgreen.ae)
e Parents are asked to respond by 10:00am to this email to confirm absence
and reason for absence
e Receptionist checks if parents have responded to the email from

absence@fairgreen.ae

Please see below chart for implications of habitual lateness.

Primary School

We recognise that primary students cannot take the same responsibility for time
keeping as older students. As such, communication about attendance and
punctual arrival at school is usually a conversation with parents without the child'’s
involvement.

Attendance is closely monitored though, and when attendance falls below KHDA
standards parents will be contacted by a member of the primary leadership team
to bring this to their attention and to alert them to our policies and the potential
conseguences of poor attendance.

Secondary School

As secondary students have multiple teachers, homeroom teachers and pastoral
leads will monitor attendance weekly in addition to reception calling home each
day to follow up on student absence:

- Reports generated each Monday with the previous week’s attendance data
along with year-to-date figures.

- Homeroom teachers will follow up with students if there have been
multiple absences during the previous week.

- Pastoral leads will follow up with students and parents/guardians if
patterns of absence or year-to-date attendance begins to become a
concern.

- The below table explains the different stages of how attendance and
punctuality is managed in the secondary school:


mailto:absence@fairgreen.ae
mailto:absence@fairgreen.ae
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Offence

Implication

Repeatedly
arriving to school
or classes late

3times+ in a week

Step 1: Lunchtime detentions

Several weeks of poor punctuality

Step 2: Concerns about punctuality are
shared with parents formally. Parents are
notified that continued issues with
punctuality will result in a warning letter.

After-school detentions.

Extended periods of time with poor
punctuality

Step 3: Escalated to a Level 2 behaviour.

Meeting with parents to share continued
concerns about punctuality. The KHDA
are informed and a formal warning letter
issued.

Step 4: Should punctuality not improve, a
further meeting is held with parents
where a punctuality pledge must be
signed by the parents and student. The
KHDA are informed and a second and
final formal warning letter is issued.

Punctuality does not improve after a
pledge has been signed.

Step 5: Meeting with parents to inform
them that their child will be unable to
re-enrol at the school for the following
academic year. The KHDA are informed.

Absence

1day absence

Reception follows up contacting home to
confirm student absence.

Repeated absence in the same
week.

Homeroom teacher and/or pastoral lead
follows up with student and family.

Year-to-date absence falls below
expectations as per KHDA
standards.

Step 1: Pastoral leads and/or Secondary
leadership follows up with student and
family.

Meeting with parents to share concerns
about attendance. The KHDA are
informed and a formal warning letter
issued.

Continued absence that falls below
expectations as per KHDA
standards.

Step 2: Should attendance not improve, a
further meeting is held with parents
where an attendance pledge must be
signed by the parents and student. The
KHDA are informed and a second and
final formal warning letter is issued.

Attendance continues to be monitored
and documented.

Attendance continues to decline
and remains below expectations.

Step 3: Meeting with parents to inform
them that their child will be unable to
re-enrol at the school for the following
academic year. The KHDA are informed.
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Appendix 1 - excerpt from KHDA parent contract

5. Attendance and punctuality:

Students’ absenteeism and tardiness affect the school's ability to provide effective
educational services, the achievements of consistently absent or late students and
disrupt the learning experiences of other students in the school.

Likewise, the attendance of teachers is imperative to securing continuous and
progressive learning experiences for all students at the school. The school will secure and
improve teachers’ attendance at all times and ensure that students are not left without a
gualified 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.

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 relation 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
tardiness and absenteeism will result in disciplinary measures and will affect the
students’ chances of enrolment for the upcoming academic year.

10
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Offence

Frequency

Implications

Tardiness - 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
tardiness in a short period
of time such as a month or
an academic term

Written warning to student
and notify parents.

Tardiness will be noted in
the students’ progress
report.

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

Parents and students are
called to a meeting with
the principal or a
designated person by the
principal.

Parents and students sign
a written pledge not to
repeat the offence.

Tardiness 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 A written notice
announcing refusal
to re enroll the
student in the school
for the following
academic year.

11
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Offence Frequency Implications

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

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 students’ 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 A written notice
announcing refusal
to re enrol the
student in the school
for the following
academic year.

These decisions are endorsed by KHDA and consequences resulting from continued

tardiness and absenteeism will be upheld by the Authority.
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