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AIMS OF ATTENDANCE AND PUNCTUALITY POLICY  

 

• Improve students' wellbeing and achievement by ensuring consistently high levels of attendance 
and punctuality  

• Achieve at least 98% attendance for all students, apart from those with chronic health issues  

• Raise awareness of the importance of uninterrupted attendance and punctuality at every stage 
of a child's education  

• Work in partnership with students, parents and staff so that all students realise their potential, 
unhindered by unnecessary absence  

• Establish effective monitoring attendance systems to support consistency in dealing with regular 
absence. 

• KHDA guidelines for attendance are as follows: 

 

98% Excellent 96% Good 92% Satisfactory 
Less than 92% 
unsatisfactory 

 

SISD places high priority on the safety of the community. To that end promoting high attendance is 
secondary to a clear understanding that if a student is unwell, they must stay home and follow the 
relevant health and safety procedures as defined by the authorities and implemented by the school. If 
a child needs to miss school for any other reason this should be requested in writing to the Homeroom 
Teachers in EY and PY and via a leave request on the Parent App on iSams in Secondary. 

 

DEFINITIONS 
Absenteeism 

• An Unauthorised absence is an absence where there has been no communication from a 
parent about an absence. 

• An Authorised absence is an absence when a child has been away from school for a legitimate 
reason and the school has received notification from the parent. The Deputy Heads of Section 
(Pastoral) coordinate to ensure that authorised absences are consistent and equitable while 
minimising disruption to learning.  

 

ROLES AND RESPONSIBILITIES 
 

1. The Board  

• Monitors attendance figures for the whole school on a consistent basis  

• Holds the SISD Senior Leadership Team to account for the implementation of this policy  

 

2. The School Principal  

• Ensures this policy is implemented consistently across SISD 

• Monitors SISD level absence and reports to the Board  

 

3. The Senior Leadership Team  

• Support the DH Pastoral with attendance and punctuality systems and protocols 

• Engages with staff, parents, other agencies, and the wider community to raise student 
attendance 

 

4. Deputy Head of Pastoral 

• Ensures ALL registers have been taken daily 
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• Monitor attendance data at SISD and individual student attendance data 

• Ensures effective systems and protocols are put in place and implemented to track and 
manage student attendance 

• Monitors SISD levels of absence and reports to HOS and Principal 

• Engages with staff, parents, and the wider community to raise student attendance 

• Annual review of the attendance and punctuality policy 

 

5. Section Secretaries  

• Monitors ALL registers have been taken daily 

• Contacts parents of absent children daily where no contact has been made 

• Keep a record of students who arrive late/leave SISD early 

• Assists the DH in continuous follow-ups for unauthorised and persistent absences  

 

6. Assistant Heads and Grade Coordinators (Secondary) 

• Support the monitoring of attendance data of their grade and of individual student 
attendance data of their grade 

• Monthly review of attendance data where follow up has been completed in compliance with 
the below guidelines 

 

7. Subject Teachers/Homeroom Teachers 

• Setting an example by having good attendance and arriving in the classroom by 07.30 

• Marking the daily attendance register accurately at the start of the day 

• Marking the attendance for all lessons taught (Secondary only) 

• Alerting the Assistant Heads & Deputy Head and the section secretary if a student was 
present in the morning but absent for a lesson later in the day via the alert button on iSams 
registration.  

• Emphasizing and modeling the importance of good attendance and punctuality 

• Celebrating attendance and punctuality appropriately for the year group e.g. display 
certificates, appreciation mails/letters, etc.  

 

8. Parents 

• Making every effort to ensure that their child attends school every day and arrives on time 

• Providing the school with a valid reason for absence via the SISD Parent App for every day 
of an absence if their child is unable to attend school 

• Ensuring that an early leave request is submitted via the SISD Parent App by 7:30am on the 
day of the planned early departure.Scheduling family vacations to coincide with scheduled 
school breaks 

• Making all appointments outside of school time or after hours e.g. dentist / doctor. In the 
event of this not being possible, parents are asked to inform the school of the appointment 
prior to the appointment date. The school may request to see an appointment card 

• Working with the school to resolve issues where possible and ensure good attendance and 
punctuality 

• Informing the school’s clinic and section secretary immediately in the event of the student 
contracting an illness or suffering an injury which would make an absence of 3 days or more 
likely, and subsequently keep the school informed on the student’s progress 

• Providing the school clinic with a medical note or a sick leave certificate from their child’s 
treating physician indicating the nature of the child’s illness, and their expected date of return 
to school if fit to do so and symptom-free 
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9. Students 

• Attend school regularly and attend all lessons 

• Arrive on time at school and at all lessons 

• Follow the procedures for attendance and punctuality 

• Be responsible for carrying out any work provided by the school during any absence period 

 

RECORDING ATTENDANCE  

An accurate and consistent registration system which monitors absence and lateness throughout 
SISD, is essential in order to enable absenteeism to be addressed.  

• Students should arrive no earlier than 07:30 and are required to be in their first lesson by 08:00 
(Primary) and 07:55 (Secondary) each day. 

• Students arriving after these times are marked as LATE by the section secretary. 

• Any student failing to attend Morning Registration must be marked as absent (O) in iSAMS. 

• If a student fails to attend Morning Registration, but arrives during lesson 1, the student must 
sign in with the front of house who will amend the Morning Registration absence to LATE and 
inform the section secretary.  

• If the student arrives after 08.30, they will be marked as LATE by the section secretary and their 
details added to the late register log for the purpose of fire safety. 

• In Secondary, registers are taken every lesson. All registers must be taken within 10 minutes 
of the start of each period via iSAMS.  

• In the event a member of staff is unable to take a register via iSAMS, they must send an email 

register to the section secretary within ten minutes of the lesson.  

  

ABSENCES  

• A child not attending school without an acceptable cause is considered a safeguarding concern. 
This is why information about the cause of any absence is always required.  

• If a child is absent or is planning to be absent from SISD, the parent must follow the guidelines 
in Appendix B.  

• If a student has been marked absent, SISD will make parental contact on the day to ascertain 
the reason for absence/lateness and enter the appropriate code using the guidelines above. 
The parent will be reminded of the importance of reporting any absence in the future.  

• If the child is not seen and contact has not been established with any of the named 
parents/guardians, after three consecutive days of absence the school would alert the 
appropriate authorities.  

• SISD will make all reasonable enquiries to establish contact with parents/guardians and the 
child, including making enquiries to known friends and wider family.  

•  

UNPLANNED ABSENCE  

• Parent/guardians must notify SISD on the first day of an unplanned absence – for example, if 
their child is unable to attend due to ill health – by 8am or as soon as practically possible.  

• Absence due to illness will be authorised unless SISD has a genuine concern about the 
authenticity of the illness.  

• If the authenticity of the illness is in doubt, SISD may ask parents to provide medical evidence, 
such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. 
We will not ask for medical evidence unnecessarily.  

• If SISD is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised, and parents will be notified of this in advance.  
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LEAVE EARLY REQUESTS 

• Parents/guardians must submit an early leave request through the SISD Parent App before 
8:00 AM on the day of the early departure in order for the request to be reviewed and 
considered for authorisation. 

• Early leave requests submitted after the 8:00 AM deadline may not be accepted unless 
exceptional circumstances apply. 

• The school reserves the right to request supporting documentation where appropriate, including 
medical certificates or appointment confirmations. 

• Early leave requests submitted through the SISD Parent App do not automatically constitute 
approval of absence. All requests remain subject to review and authorisation by the school in 
line with the SISD Attendance Policy and KHDA expectations. 

 

REASONS WHERE LONG-TERM LEAVE IS GRANTED 

• Serious illness of a child: Leave will be granted in the event that the child is suffering from a 
serious illness that requires time off school or must travel abroad for treatment.  

• Serious illness of a close family member: Leave will be granted in the event that either the 
mother/ father or sibling is suffering from a serious illness and must travel abroad for treatment. 

 

DEPUTY HEAD OF SECTION (PASTORAL) REFERRAL 

If the early strategies above do not improve a student’s attendance/punctuality and his/her attendance 
falls below 92% then a referral to the Deputy Head of Section (Pastoral) is necessary.  

• If a student’s attendance falls below 92%, it will be communicated to parents that any further 
absences will not be authorised unless documented evidence is provided. The Deputy Head of 
Section (Pastoral) will advise on further intervention.  

• Written notice refusing to re-enrol the student in the school for the following academic year may 
be applicable. 

• A referral to KHDA may be considered when attendance falls below 85% or if the student is not 
seen and contact has not been established with any of the named parents/guardians, after ten 
consecutive days of absence.  

 

DIPLOMA PROGRAMME REQUIREMENTS 

• The IB stipulates for students that there must be 240 hours of instructional time 

for HL courses and 150 hours for SL courses for IB DP students to receive their 

diplomas.  

• Study Leave- If student’s attendance is below 92% towards the end of the second year of the 
Diploma, and/or they have not fulfilled the stipulations of the IB, students will not be granted study 
leave and will need to attend school as usual to complete the necessary hours.    
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DP/CP ATTENDANCE CONTRACT ESCALATION PROCEDURE 

Stage 
Threshold / 

Criterion 

Staff 

Responsible 
Time Scale 

Stage 1 – 

Attendance 

Contract 

Attendance falls 

below expected 

IB DP/CP 

requirements 

 

Assistant 

Head / IB 

Coordinator 

 

Student and parents/guardians attend a 

formal attendance meeting. An 

Attendance Contract is issued outlining 

the attendance concerns and the impact 

on academic progress and programme 

requirements. The contract confirms that 

the school, student, and 

parents/guardians will work 

collaboratively to improve attendance 

through agreed support measures and 

monitoring procedures. 

Stage 2 – 

Attendance 

Contract and 

Formal 

Warning 

Letter 

 

Attendance 

does not 

improve 

following Stage 

1 interventions 

 

Deputy Head 

/ IB 

Coordinator 

 

A second formal meeting is held with the 

student and parents/guardians. A further 

Attendance Contract and Formal Warning 

Letter are issued stating that attendance 

has not improved despite previous 

interventions and support strategies. The 

letter outlines that continued concerns 

may result in a final warning and possible 

de-enrolment from the current IB DP or 

CP pathway if attendance expectations 

are not met. 

Stage 3 – 

Final 

Attendance 

Contract and 

Final Warning 

Letter 

 

Continued 

failure to 

improve 

attendance 

 

Head of 

Section / 

Deputy Head 

 

A final formal meeting is held with the 

student and parents/guardians. A Final 

Attendance Contract and Final Warning 

Letter are issued clearly stating that 

attendance has not improved despite the 

varied support measures and 

interventions implemented by the school. 

The letter confirms that de-enrolment 

from the current IB DP or CP pathway will 

proceed should attendance concerns 

continue or improvement not be 

sustained. 

Stage 4 – De-

enrolment 

from Current 

Pathway 

 

Attendance 

remains below 

programme 

expectations 

despite all 

interventions 

 

Head of 

School / 

Senior 

Leadership 

Team 

 

Following all previous interventions, 

support measures, contracts, and 

warning letters, the school may proceed 

with de-enrolment from the IB Diploma 

Programme or Career-related 

Programme pathway where attendance is 

deemed insufficient to meet programme 

requirements and expectations. 

Alternative pathways or next steps may 

be discussed with the student and 

parents/guardians where appropriate. 
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PUNCTUALITY 

Students are required to arrive at school by the times identified in the section of the school handbook 
“daily routine”. Punctuality – arriving on time – remains important throughout the day.  

 

PERSISTENT LATENESS TO LESSONS 

Students who accumulate 25 or more late arrivals to lessons during one academic year may be 
issued a Behaviour Contract in line with the SISD Behaviour Policy. All expectations, monitoring 
procedures, interventions, and potential consequences outlined within the Behaviour Policy will apply. 

 

To support early intervention and communication, parents/guardians and students will receive formal 
notifications when a student reaches 10, 15, and 20 late arrivals throughout the academic year. These 
notifications are intended to promote improved punctuality and prevent further escalation. See 
appendix E.  

 

Grade Arrival Departure 

PreK 07:30-08:00 14:00 

KG1 07:30-08:00 14:00 

KG2 07:30-08:00 14:00 

Grades 1 & 2 07:30-08:00 15:20 

Grades 3 - 5 07:30-08:00 15:30 

Grades 6 - 12 07:30-07:55 15:30 

 

REPORTING TO PARENT/GUARDIANS 

Parents/guardians can see their child/children’s attendance and punctuality records on student reports 
and iSAMS. 

 

MONITORING, EVALUATION AND REVIEW  

This policy is reviewed annually by Heads of Pastoral in conjunction with HOS to assess its 
implementation and effectiveness. The policy is promoted and published throughout SISD.  

 

LINKS WITH OTHER POLICIES  

Safeguarding and Child Protection Policy  
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APPENDIX A – CONSEQUENCES OF ABSENTEEISM  
Unauthorised Absences 

 

Step 

number 
Frequency 

Staff 

Responsible 
Action 

Step 1  

Attendance 

drops below 

96% 

Grade 

Coordinator 

Grade Coordinator contacts parents/guardians 

to discuss attendance concerns and remind 

families of the SISD attendance expectations 

and reporting procedures. Attendance will 

continue to be monitored. 

Step 2  

Attendance 

drops below 

94% 

Assistant 

Head / 

Grade 

Coordinator 

Assistant Head and/or Grade Coordinator meets 

with parents/guardians to discuss safeguarding, 

wellbeing, and academic concerns linked to 

attendance. Attendance support strategies and 

expectations are reviewed and monitored. 

Step 3  

Attendance 

drops below 

92% 

Deputy Head 

Deputy Head arranges a formal meeting with 

parents/guardians to discuss the ongoing 

attendance concerns and the impact on student 

wellbeing, safeguarding, and academic 

progress. A formal attendance monitoring plan 

may be implemented. 

Step 4  

Attendance 

continues 

below 92% 

with insufficient 

improvement 

Head of 

Section 

Head of Section meets with parents/guardians to 

review the continued attendance concerns and 

lack of improvement. Parents/guardians may 

receive formal written communication outlining 

that promotion to the next academic year may 

not be supported in line with KHDA expectations. 
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APPENDIX B– CONSEQUENCES OF INADEQUATE PUNCTUALITY 
Late arrival 

 

Step 

number 
Frequency 

Staff 

Responsible 
Action 

Step 1  

First 5 late 

arrivals in a 

semester 

Homeroom 

Teacher 

Homeroom teacher contacts 

parents/guardians to inform them that SISD 

will begin monitoring the student’s 

punctuality and late arrivals. The 

importance of punctuality for learning and 

wellbeing is reinforced. 

Step 2  

No significant 

improvements in 

two weeks 

Homeroom 

Teacher 

Homeroom teacher contacts 

parents/guardians to explain that the 

student will be placed on a punctuality 

monitoring report for a period of four weeks. 

The report will track both morning late 

arrivals and late arrivals throughout the 

school day. 

Step 3  
Failed 4-week 

punctuality report 

Grade 

Coordinator 

Grade Coordinator arranges a meeting with 

parents/guardians to discuss the continued 

concerns regarding punctuality and 

persistent lateness. A formal letter outlining 

SISD expectations and the impact on 

learning may be issued. 

Step 4  

Continued 

concerns 

regarding 

punctuality and 

late arrivals 

Assistant 

Head  

Assistant Head contacts parents/guardians 

to discuss the lack of improvement in 

punctuality and outlines the next stage of 

intervention. Further monitoring and support 

strategies may be implemented 

Step 5  

 

Ongoing 

punctuality 

concerns with 

insufficient 

improvement 
 

Deputy Head 

(Pastoral) 

Deputy Head meets with parents/guardians 

to review the ongoing punctuality concerns 

and discuss the impact on safeguarding, 

wellbeing, and academic progress. A formal 

agreement or further action plan may be 

issued should punctuality concerns 

continue. 
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APPENDIX C – IMPACT OF ABSENCE 

 

Attendance during 

one school year 

Equals days 

absent 

Which is 

approximately weeks 

absent 

Which means this 

number of lessons 

missed 

95% 9 days 2 weeks 50 lessons 

90% 19 days 4 weeks 100 lessons 

85% 29 days 6 weeks 150 lessons 

80% 38 days 8 weeks 200 lessons 

75% 48 days 10 weeks 250 lessons 

70% 57 days 11.5 weeks 290 lessons 

65% 67 days 13.5 weeks 340 lessons 

 

 

 

APPENDIX D – ENTRY TO DP REQUIREMENTS  

 

 

Entry to DP  

• No subject grade should be a 

IB level 2 on AP4 and AP5 

G10 report  

• Minimum grade of a 4 on G10 

end of year report for non-e-

portfolio subjects including 

English and Math.  

• Bilingual students can 

continue with bilingual stream 

with a minimum level 4 for 

both subjects.  

• Minimum grade of a 5 for HL 

subjects except Math AA, 

Physics and Chemistry HL – 

these HL subjects require a 

minimum grade of IB level 6 

(check the subject specific 

requirements)  

• For student wishing to study 

two DP science end of the 

G10 report – IB level 6 for 

Math and 6 for integrated 

 

Math Entry Requirements  

• HL Analysis Math– 

Extended Math / G10 

Math students with 6 

and recommendation 

from the math teacher  

• SL Math Analysis – 

minimum grade 5 with 

teacher 

recommendation  

 

Science Entry 

Requirements  

• SL Biology – must 

receive a level 4 for G10 

report.  

• HL biology – must 

receive a level 5 for G10 

report.  

• SL Physics and 

Chemistry – must be in 

G10 Chem/Physics and 

score a 6 / / integrated 

 

Group 6 HL Entry 

Requirements  

• Must have studied Art, 

Music, Drama in G10  

• Some exceptions may 

be made based on 

teacher 

recommendation.  

• SL option open to all 

students  
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science or individual science 

(L6) will be required + teacher 

recommendations.  

• Admission to languages B is 

language acquisition G10 and 

for HL – must receive a level 5 

in G10 report.  

• AB initio languages can’t be 

offered to students who take 

the MYP e-assessment for the 

same language.  

• MYP bilingual students can 

study French / German B HL 

for DP (group 2) if they are not 

native speakers and when 

school can confirm their 

language proficiency to be at 

A1/ A2.  

• For DP economics HL a 

minimum of level 5 for G10 

Math report and level 5 for SL 

economics. Level 5 for 

extended Math G10  

• For Global Politics, History 

and Psychology HL – check 

for the English language 

proficiency as these subjects 

require high level of writing 

skills – minimum of level 5 for 

SL for G10 English and 6 for 

HL.  

 

score a 6 along with the 

teacher 

recommendation  

• HL Physics and Chem - 

must be in G10 

Chem/Physics and 

score a level 6 minimum 

by end of the year 

report.  

• Physics and Chemistry 

HL – Math AA required.  

• Design and technology – 

preferred design at MYP 

and must achieve a level 

4 for SL and 5 for HL 

G10 science report + 

teacher 

recommendation 
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APPENDIX E – ATTENDANCE CONTRACT AND WARNING LETTER  
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APPENDIX F – PUNCTUALITY RULE OF 25  
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