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INTRODUCTION 
 
Regular attendance at school is essential if successful development and proper academic progress are to 
be achieved.  Schools, in partnership with parents, are responsible for promoting the regular attendance 
of students. While parents are legally responsible for the regular attendance of their children, school 
staff, as a part of their duty of care, monitors part or whole day absences. 
The school is also governed by ADEK, which has regulations regarding the number of days of student 
absences. These policies should be read in conjunction with Policy 54 and Policy 55 of the Private 
Schools Policy and Guidance Manual 2024-25. 
 
POLICY STATEMENT 
 
Our school actively promotes and encourages 100% attendance for all pupils. Our aim is to 
ensure that pupils arrive at school and to lessons on time.  

 
 
 
 
 
We strive for attendance that is consistently outstanding for all groups of pupils. We will reward 
good attendance with termly certificates in assembly. 
 
OUTSTANDING                    98% and above 
Very Good                            96% 
GOOD                                    94% 
ACCEPTABLE                        92% 
UNSATISFACTORY Below  92% 
 
 
 
 
 
 

POLICY TITLE:  Attendance Policy 

DEPARTMENT: Academic 

Policy Contact: Mr. Leonard Murphy Issue Date: 06.01.2025 
School: Excel International School Next Revision Date: 06.01.2026 
Reference No: EIS-ACAD-001 Version No: 001 

School Timings MONDAY - THURSDAY FRIDAY 
Kindergarten 8:45 AM – 1:00 PM 8:45 AM to 12 NN 
Grades 1 – 8 7:45 AM – 2:10 PM 7:45 AM to 11:00 AM 
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Excel International School Attendance Policy (2024-2025) 
 

1. Student Attendance 
 

Daily Attendance is mandatory for all students from the first day of the school year. 
Students are expected to attend school on time each day and for all classes unless prior 
permission has been granted for absence. 
The school reserves the right to take corrective action against repeated tardiness or 
absenteeism. 
Attendance will be recorded by the homeroom teacher and administrative staff on the 
school's management system. 

 
2. Flexible Attendance for KG Students 

 
New Policy Addition: 
For KG students, flexible attendance options are available, offering part-time or full-time 
attendance slots. Parents must select their preferred option at the beginning of the term. 

o Part-time Option: Students attend school on pre-determined days or for half-day 
sessions. 

o Full-time Option: Students attend full school days, five days a week. 
o This will be agreed upon during the registration process and communicated clearly 

to parents at the beginning of the academic year. 
 

3. Student Absence 
 

Excused Absences include illness, family emergencies, or other valid reasons approved by 
the school. A written explanation or medical certificate is required for excused absences. 
Unexcused Absences: Any absence without prior notification or a valid reason will be 
considered unexcused and recorded as such in the school’s system. 
 

4. Responsibilities 
 

Parents: Ensure that their child attends school regularly and on time. In case of illness or an 
emergency, parents should inform the school on the day of absence. 
School: Will communicate attendance records and policies clearly with parents and take 
corrective action if necessary. 
Principal: Has the authority to approve or reject leave requests, with discretion to allow 
exceptions in extenuating circumstances. 
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5. Early Pick-Ups and Late Drop-Offs 
 

New Documentation Requirement: 
Parents must submit requests for early pick-ups or late drop-offs in writing via email or 
through the school’s app. 

o Planned Early Pick-Ups: Should be communicated 24 hours in advance, using the 
school’s established channels (email/app). 

o Emergency Pick-Ups: Parents may notify the school by phone, but a follow-up 
written confirmation is required within 24 hours. 

o The school will maintain a record of these requests for accountability and safety 
purposes. 
 

6. Procedures for Absence Notification 
 

Parents must inform the school administration in writing about any planned absences, 
providing valid reasons. 
For illness-related absences exceeding two days, a medical certificate must be submitted 
upon return to school. 
In case of frequent absences without a valid excuse, the school will follow up with parents 
through phone calls, emails, and official letters. 

 
7. Handling Unresponsive Parents 

 
New Follow-Up Process: 
If a student is frequently absent without prior notification, and parents fail to respond to 
school communications, the school will follow a step-by-step escalation process: 
o Initial Contact: Homeroom teacher will call the parents after the first unexcused 

absence. 
o Second Contact: School administration will send an official email after two unexcused 

absences. 
o Escalation: If parents remain unresponsive after multiple attempts, the school will issue 

a formal letter and may consider reporting the case to ADEK for further action. 
 

8. Attendance for Students of Determination (SAN) 
 

Students of Determination may be granted special attendance exemptions based on their 
needs, as outlined in their Individualized Education Plan (IEP). 
Parents of SOD students are encouraged to communicate regularly with the school’s Special 
Education department to ensure that any necessary attendance flexibility is accommodated. 
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9. Principals’ Authority for Leave and Exemptions 
 

The Principal may grant students leave for medical reasons or other extenuating 
circumstances. Applications for such leave must be submitted in writing, with appropriate 
documentation (e.g., medical reports). 
The school will make exceptions in cases where ADEK's guidelines allow special provisions, 
such as long-term illnesses or significant family emergencies. 
 

10. Leave Application and Approval Procedures 
 

Parents must fill out the school’s Leave Request Form for planned absences, which can be 
found on the school website or requested from the admin office. 
Medical Leave: For absences of more than two consecutive days, a doctor’s note must be 
submitted. 
Other Leave: For non-medical reasons, approval is subject to the school’s discretion, based 
on the importance of the leave. 
 

11. Attendance Monitoring and Reporting 
The school administration will monitor student attendance daily and provide reports to 
parents regularly. 
Attendance issues, if persistent, will be discussed in meetings with parents to ensure 
corrective action is taken. 
School reports submitted to ADEK will include attendance summaries as required by 
regulatory authorities. 
 

12. Communication of Attendance Policy 
The updated attendance policy will be communicated to all parents via the Parent 
Handbook and will be available on the school’s website. 
Any updates to the policy will be shared with parents in writing through official school 
channels. 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

EIS/Academic/Attendance Policy /EIS-ACAD-001  Page 5 of 8 

:

ً ً
ً

ً ً . 
ً  ( )

54 55 2024-2520 .

:
100

.

.

98
%96

%94
%92

%92

 

 

 

 

 

 

 

-
8:45 AM – 1:00 PM 8:45 AM to 12 NN

1-8 7:45 AM – 2:10 PM 7:45 AM to 11:00 AM



 
 

EIS/Academic/Attendance Policy /EIS-ACAD-001  Page 6 of 8 

)2024 /2025 (

1-

ً . 

ً. 

. 

. 

 

    

2-

 .

ً.

 .

 .

3-

 

 ً  

- 4.:

. 

. 

. 



 
 

EIS/Academic/Attendance Policy /EIS-ACAD-001  Page 7 of 8

. 

 

5- : 

: ً
 

 
24 . 

: 
24 . 

 . 

6-  : 

ً. 

 . 

  
. 

7-  : 

: ً
 . 

1-:  . 
2-:  . 
3-: 

 . 

8- : 

ً ُ . 

ُ
. 

 



 
 

EIS/Academic/Attendance Policy /EIS-ACAD-001  Page 8 of 8 

: 9-

ً
.(

 
. .

: -10

.

 . .
ً.

: -11

ً .

12-

.

ً.

 
 
 
 
 
 
 
 
 


