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DEFINITION 
 
Attendance refers to the regular and punctual participation of students in all school activities and 
classes, whether conducted on campus or through approved distance learning platforms. 
 
PURPOSE 
 
The purpose of this policy is to promote regular attendance, punctuality, and active participation in 
learning, thereby ensuring academic progress and supporting the holistic development of students in 
accordance with the UAE Ministry of Education regulations. 
 
SCOPE 
 
This policy applies to all students enrolled at Wise Indian Private School and covers: 

1. Daily attendance and punctuality. 
2. Excused and unexcused absences. 
3. Late arrivals and early departures. 
4. Attendance monitoring and intervention. 
5. Responsibilities of stakeholders. 
6. Attendance during distance learning. 
7. Consequences of excessive absenteeism. 

POLICY FRAMEWORK 

1. Attendance Expectations 

• Students are expected to attend school regularly and arrive punctually. 
• Attendance is compulsory for all students enrolled in the school. 
• Students are expected to participate actively in all learning activities. 
• Parents are responsible for ensuring regular attendance of their children. 
• Attendance records shall be maintained daily through the school's approved system. 

Roles and Responsibilities of Stakeholders 

School Administration 

• Ensure accurate maintenance of attendance records. 
• Monitor attendance patterns and identify students at risk of chronic absenteeism. 
• Implement interventions to improve attendance. 
• Ensure compliance with Ministry of Education regulations. 

Teachers 

• Record attendance accurately and promptly. 
• Follow up on unexplained absences. 
• Inform the administration of any concerns regarding attendance. 
• Support students returning after prolonged absence. 

 



Students 

• Attend school regularly and punctually. 
• Participate actively in all classes and school activities. 
• Inform the class teacher in advance, whenever possible, regarding any planned absence. 

Parents 

• Ensure that their child attends school regularly. 
• Notify the school promptly regarding any absence. 
• Submit supporting documents where applicable. 
• Cooperate with the school in addressing attendance concerns. 

 

2. Excused Absences 

Absences may be excused under the following circumstances: 

• Illness supported by a medical certificate. 
• Bereavement of a family member. 
• Approved family emergencies. 
• Official participation in educational, sporting, or cultural events. 
• Exceptional circumstances approved by the Principal. 

Parents must inform the school and submit relevant documentation within two working days of the 
student's return. 

 

3. Unexcused Absences 

Absences without prior notification or valid justification shall be considered unexcused. 

Examples include: 

• Absence for leisure travel during school days. 
• Failure to provide a reason or supporting documents. 
• Repeated unexplained absences. 

 

4. Late Arrival and Early Departure 

• Students are expected to arrive before the commencement of the class/school assembly. 
• Repeated late arrivals will be recorded and monitored. 
• Early departure during school hours will only be permitted with parental consent and 

approval from the school administration. 
• Frequent tardiness or early departures may affect attendance records and warrant 

intervention. 



 

5. Monitoring and Intervention 

The school shall monitor attendance regularly and implement progressive interventions, including: 

Level 1 
• Verbal reminder to parents. 
• Counseling by the class teacher. 

 
Level 2 

• Written warning. 
• Meeting with parents. 

 
Level 3 

• Referral to the Senior Management Team. 
• Development of an attendance improvement plan. 

 
Level 4 

• Reporting to relevant authorities where required under Ministry regulations. 

 

6. Distance Learning Attendance 

During remote learning periods: 
 
 

• Attendance shall be recorded through participation in live sessions and submission of 
assigned work. 

• Students are expected to follow the prescribed timetable. 
• Parents are responsible for ensuring participation and engagement. 

 

7. Excessive Absenteeism 

In accordance with UAE Ministry of Education regulations: 

• A student may be subject to permanent exclusion from school if absent for 20 consecutive 
school days or 25 non-consecutive school days during one academic year without 
acceptable justification. 

• Prior to any such action, the school will undertake all necessary interventions and maintain 
communication with parents. 

 

Roles and Responsibilities of Stakeholders 

School Administration 
• Conduct periodic reviews of attendance data. 
• Ensure implementation of intervention measures. 



• Maintain communication with parents and authorities. 
 
Teachers 

• Monitor attendance daily. 
• Provide support to students with attendance concerns. 
• Maintain documentation and communicate concerns promptly. 

 
Students 

• Take responsibility for maintaining good attendance and punctuality. 
• Complete missed work following an absence. 

 
Parents 

• Ensure compliance with compulsory attendance requirements. 
• Communicate regularly with the school regarding absences. 
• Support attendance improvement strategies. 

8. Leave Application Procedures 

To ensure effective attendance monitoring and continuity of learning, parents are required to follow 
the procedures outlined below when requesting leave for their child: 

 

Planned Leave 

• Parents should submit a written leave application to the Class Teacher at least two working 
days in advance. 

• Leave exceeding three consecutive school days must be approved by the Principal. 
• Parents are strongly discouraged from planning vacations or personal travel during the 

academic term, as regular attendance is essential for student progress. 
• No student shall proceed on leave for travel or personal reasons without prior intimation to 

the school. 

Sick Leave 

• Parents must inform the Class Teacher on the day of absence through the school's approved 
communication channels. 

• In case of illness extending beyond two consecutive days, a medical certificate issued by a 
licensed medical practitioner must be submitted upon the student's return. 

• Students returning after prolonged illness shall complete all missed work and assessments as 
directed by the teachers. 

Emergency Leave 

• In cases of unforeseen circumstances such as family emergencies or bereavement, parents 
should notify the school as soon as possible. 

• Supporting documents may be requested where applicable. 

Leave During Examinations 

• Leave during examination periods is discouraged except under exceptional circumstances. 



• Requests for absence during examinations must be submitted to the Principal along with 
supporting documents. 

• Students absent during examinations due to illness must produce a medical certificate 
issued by a licensed medical practitioner to be considered for any special examination 
arrangements in accordance with the school's assessment policy. 

Early Dispersal During Unit Examination Days 

• Students will not ordinarily be permitted to leave school early during unit examination days. 
• Requests for early dispersal due to illness will be considered only upon submission of a 

medical certificate issued by a licensed medical practitioner. 
• Early dispersal for personal reasons during examination days will be discouraged and shall be 

subject to the approval of the Principal. 
• Students who leave school early without valid medical grounds may not be eligible for any 

special consideration regarding missed examinations. 

Procedure for Submission of Leave Applications 

 

Parents 

• Submit a leave application through the prescribed school format or via email to the Class 
Teacher. 

• Mention the student's name, grade, section, dates of absence, and reason for leave. 
• Attach supporting documents where applicable. 
• Ensure that the student completes all missed classwork and assessments. 

Class Teacher 

• Record the leave information in the attendance register. 
• Inform subject teachers regarding prolonged absences. 
• Follow up with parents in cases of repeated or unexplained absences. 

School Administration 

• Review leave applications requiring administrative approval. 
• Maintain records of approved leave. 
• Monitor attendance patterns and initiate interventions when necessary. 

Unauthorized Leave 

Absence without prior intimation or valid justification shall be considered unauthorized. Repeated 
unauthorized absences may result in: 

• Written warnings to parents. 
• Meetings with the school administration. 
• Referral to the Senior Management Team for intervention. 
• Action in accordance with UAE Ministry of Education regulations. 

 



Withdrawal from School Rolls 

In accordance with the UAE Ministry of Education regulations, a student may be struck off the school 
rolls if he/she is absent for: 

• 20 consecutive school days, or 
• 25 non-consecutive school days 

during an academic year without acceptable justification and without prior approval from the 
school. 

The school shall make reasonable efforts to communicate with parents and implement appropriate 
interventions before initiating the withdrawal process. 

Guiding Principle 

Regular attendance and punctuality are fundamental to academic success and personal 
development. Parents and students share the responsibility of ensuring that absences are minimized 
and that all leave procedures are followed in accordance with school and Ministry of Education 
requirements. 

 

MONITORING AND REVIEW 

The Senior Management Team shall review attendance records periodically to identify trends and 
implement appropriate interventions. 

This policy shall be reviewed annually or earlier, if required, to ensure alignment with UAE Ministry 
of Education regulations and school requirements. 


