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This serves as a summary of key points to note which is discussed in more detail below:

Please note that drop off is at 7.20 am - 7:35am and pickup of learners at the end of the school day is at 2:45
pm - 2:55 pm (from Monday to Thursday) and at 11:30am - 11:40am (on Friday).

Parents of learners who are continuously dropped off late or collected late will receive an attendance and
punctuality warning letter stating consequences that might come into effect if the school timings are not adhered
to.

Attendance will be reflected on the report card.

The following are the attendance rate considerations:
1. Outstanding 98% and above

Very Good 96% - 97.9%

Good 94% - 95.9%

Acceptable 92% - 93.9%

Unsatisfactory 92% and below
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Addressing continuous late drop off and pick-ups

Continuously late for 3 days: A warning letter will be sent home.

Continuously late for 5 days: Parents will be called in for a meeting with the Head of Safeguarding.

Continuously late for longer than 5 days without marked improvement: Parents will be called in for a meeting
with the Principal.

If the lateness continues without marked improvement, NBS might seek guidance and support from ADEK
regarding the matter due to a concern that vital learning is being missed

Addressing prolonged absences
If a learner shows prolonged absence without an excuse the following stages will be implemented by
NBS:

Stage 1: If a learner is absent for a day without approved leave the social worker at NBS will contact the
family to find out why the learner was absent without leave.

Stage 2: If the learner has been absent for three days without approval, the family will be contacted by
the class teacher.

Stage 3: If the learner has been absent for a week without approval, the case will be escalated as a child
protection and safeguarding concern. The Head of Safeguarding at NBS will be notified and the
concerned learner will be added to the NBS Learner Safety Watchlist. The Head of Safeguarding will
contact the family to discuss the seriousness of the matter. Parents will have to sign a letter to
acknowledge the escalation and seriousness of the concerns expressed by the school.
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Introduction

The Noya British School attendance policy has been developed as a part of the school’s commitment to
providing a supportive learning environment which enables all learners who have chosen to study with
us to achieve their full potential.

NBS believes that regular attendance is essential to the progress and achievement of learners and this
shall strongly be encouraged by the Principal and staff. NBS encourages our learners to strive for a 100%
attendance record and we aim for an overall attendance figure of above 96%.

Purpose of policy
Attendance is a key componentin learner progress and achievement. Regular attendance and academic
achievement are closely linked. Learners who actively participate in their learning by attending all
classes regularly are more likely to:

e Enjoy a rewarding experience in which their knowledge, skills and abilities are developed

e Successfully complete an academic year

e Achieve better results

Through this policy we aim to:

e Improve learners’ achievement by ensuring high levels of attendance and punctuality.

e Achieve a minimum of 96% attendance for all children and aim for outstanding levels of 100%

e Create an ethos in which outstanding levels of attendance and punctuality are recognized as the
norm and seen to be valued by the school and the wider school community

e Raise awareness of parents, carers and learners about the importance of outstanding levels of
attendance and punctuality at every stage of a child’s education.

e Ensure that NBS meets the ADEK requirements of Federal Law Articles 47 & 48.

Parental agreement

It is important that parents, learners and the school must work together to improve and maintain high
attendance/punctuality rates. Learners’ absenteeism and tardiness affect the school’s ability to provide
effective educational services. The achievements of consistently absent or late learners can disrupt the
learning experiences of other learners in the school.

The responsibilities of parents include:
e Actively 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 following the school’s attendance policy;
e Understanding that continued lateness and absenteeism may adversely affect a learner’s
chances of re-enrolment for the following academic year.
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School Responsibilities

e The Principal at NBS is responsible for ensuring the Attendance Policy and procedures are
implemented and monitored in school and that every member of the staff is aware of the
contents of the policy.

e School staff at NBS are responsible for implementing the Attendance Policy on a day-to-day
basis, and for ensuring correct procedures are followed.

e Parents are responsible for enabling and encouraging regular attendance and for notifying the
school of any absence by their child either retrospectively or in advance, as appropriate to the
absence.

Attendance Monitoring

As NBS strongly supports and encourages learner attendance, we celebrate good attendance by
awarding the best weekly attendance with a trophy and reward every Friday. The overall school
attendance is reported weekly to the Principal and addressed in the leadership meeting as a matter of
utmost importance. NBS comply with all legal requirements to complete attendance registers, using the
set school procedures. Attendance will be recorded on the learners reports. Ongoing poor
punctuality/absence will be addressed appropriately.

The following are the attendance rate considerations:

Outstanding 98% and above

Very Good 96% - 97.9%

Good 94% - 95.9%

Acceptable 92% - 93.9%

Unsatisfactory 92% and below

Attendance data will be used to set a range of attendance targets for the whole school, for identified
cohorts and for individual Learners.

*Due to the traveling nature of our international community, the following weeks will not be counted
towards overall attendance calculations to ensure accurate data for follow up and analysis. However, it
will be documented and followed up appropriately to maintain our high level of safeguarding
expectations:

e First two weeks of a new academic year

e First week of term 1 and term 2

® last week of every term.
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Attendance Information:

The school week runs as follows:

Morning club drop off: Regular drop off:

7:05-7:25 7:25-7:35

Pick up as per day:
Without ECA With ECA

2:45 - 2:55 -

2:45 - 2:55 3:25-3:30

2:45 - 2:55 3:25-3:30

2:45 - 2:55 3:25-3:30

11:30 - 11:40 -

The drop off gate (Gate 3) will be closed at 7:35am in the morning. Learners arriving after this time are
considered late. If learners are late, they will enter through the reception area where they will be
handed a “Late Slip”. They will continue to class where learners will hand the slip to the teachers who
will indicate that the learner was late on the daily attendance record. Parents will be contacted to
determine the reason for being late. Continues lateness will be addressed through the following
procedure:

e Continuously late for 3 days: Warning letter is sent home
e Late for two: Parents are called in for a meeting by head of Safeguarding
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e Continuously late for longer than 5 days without marked improvement: Parents are called in for
a meeting by the Principal

Late Arrivals or Pick-ups:

The school back gate where learners are dropped off and picked up will be closed at 7:40am. Learners
arriving after this time are considered late. If learners are late, they will enter through the reception
area where they will be handed a “Late Slip”. They will continue to class where learners will hand the
slip to the teachers who will indicate that the learner was late on the daily attendance record. Parents
will be contacted to determine the reason for being late. Continues lateness will be addressed through
the following procedure:

e Continuously late for 3 days: A warning letter will be sent home.

e Continuously late for 5 days: Parents will be called in for a meeting with the Head of
Safeguarding.

e Continuously late for longer than 5 days without marked improvement: Parents will be called
in for a meeting with the Principal.

e |[f the lateness continues without marked improvement, NBS might seek guidance and support
from ADEK regarding the matter due to a concern that vital learning is being missed

Learner Absences

Learners are encouraged to be present regularly throughout the year to fully participate in the academic
program. Extended holidays and vacations interrupt and impact the learners’ educational progress and
routine. All learners are expected to abide by the school schedule and attend school on the days before
and after vacations. In the case where a child will be absent or late, parents are expected to call the
school between 7:10-7:40, using any of the school communication channels.

Attendance and learner participation in activities are important, so parents are urged to schedule
medical, dental and other appointments after school hours or during vacations. The NBS leadership
team will carefully consider a parent’s request for approved absence, and take into account their child’s
current educational needs and previous attendance record.

Excused Absences

It is NBS’s philosophy that attendance at school is of primary importance. However, there are times
when an absence is unavoidable. In such cases, the parent should contact the school in advance
whenever possible. Assignments and examinations may not always be available in advance and may
have to be completed upon the learner’s return. Learners are responsible for missed class work assigned
when out of school for non-holiday reasons.
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Parents should inform the school in advance of any planned absences that cannot be changed to outside
of school timings. Other absences must be confirmed by parents in a sighed note and accompanied with
appropriate documentation where possible (e.g. note from doctor). Excused absences include:

° Personal illness

° Death of a family members

° Scheduled doctor appointments

° Official school duty or community task
° Emergency Family travel (case-by-case)

° Medical conditions
Once the absence is excused, learners will receive marks for work they missed that day which they have
completed.

Unexcused Absence

Only NBS can approve absence, not the parent/guardian. The absence of learners without an
established reason will be recorded on our database. For unexplained absences, where a parent has
not contacted the school by one hour after the learner’s start time to give a reason for absence, the
school will contact the parent within two hours of the school start. On confirmation of the reason for
the absence, an appropriate absence code will be added into their file for monitoring purposes.
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Addressing prolonged absences
If a learner shows prolonged absence without an excuse the following stages will be implemented by
NBS:

e Stage 1: If a learner is absent for a day without approved leave the social worker at NBS will
contact the family to find out why the learner was absent without leave.

e Stage 2: If the learner has been absent for three days without approval, the family will be
contacted by the class teacher.

e Stage 3: If the learner has been absent for a week without approval, the case will be escalated
as a child protection and safeguarding concern. The Head of Safeguarding at NBS will be notified
and the concerned learner will be added to the NBS Learner Safety Watchlist. The Head of
Safeguarding will contact the family to discuss the seriousness of the matter. Parents will have
to sign a letter to acknowledge the escalation and seriousness of the concerns expressed by the
school.

*If a learner is absent for 5% (Year 2 and above) or 10% (FS1 - Year 1) of the total calendar year, NBS
could request guidance from ADEK due to cause of concern regarding the child’s education or safety.

Early departure from school

It is important for learners to stay in school until the end of the day as they can miss out on crucial
learning if they are continuously picked up early. Therefore, parents are strongly encouraged to make
medical appointments outside of normal school hours and will be required to inform the school of any
reasons why an early departure might be required.

In the case of an early departure request, the reason provided by the parents will undergo review by
the Head of Primary or another available member of leadership who are the only members of staff who
can approve an early departure. Continuous early departure will be addressed in the following manner:
e Continuously early departure for 3 days: Warning letter is sent home
e Continuously early departure for 5 days: Parents are called in for a meeting by head of
Safeguarding
e Continuously early departure for longer than 5 days without marked improvement: Parents are
called in for a meeting by the principal
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