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1. Introduction and Core Principles
This document is fully aligned with the Abu Dhabi Department of Education and Knowledge
(ADEK) School Student Administrative Affairs Policy (Version 1.2, September 2025).

CHS recognises that consistent attendance and punctuality are fundamental to academic
success, social-emotional development, and building a sense of responsibility. This policy
outlines the requirements, procedures, and responsibilities for all stakeholders (students,
parents, and school staff) regarding student attendance and punctuality.

2. General Attendance Requirements and Monitoring in line with ADEK

All students are required to attend school regularly as per the academic calendar. The total
student absence rate is calculated based on combined Authorised (Excused) and
Unauthorised (Unexcused) absences.

Approximate Days

Absence Threshold ) . i . .

Student Grade Level Missed (in a typical Action Triggered
(Cause for Concern)

180-day year)

Flagged as a "Cause
for Concern,"
Grades 1 to 12 More than 5% of the <9 days trigge.ring form.al
school year school intervention
and support plan
implementation.

Absence is flagged
. More than 10% of .
Kindergarten (KG) =18 days for review by the

the school year
school.

CHS is required to monitor these thresholds daily and will follow up on all unreported
absences within two hours of closing the attendance records.

3. Roles and Responsibilities

Student Responsibility (No Skipping Schoolwork) - Students are fully responsible for
maintaining their academic standing regardless of the reason for absence.

e Catch-up Work: Even in the case of Authorised (Excused) absences, the student
must catch up on all missed assignments, lessons, homework, and
assessments/tests within the agreed-upon timeframe set by the subject teacher.

¢ Communication: Students should proactively communicate with their teachers
immediately upon returning to school to obtain missed materials and deadlines.

Parent Responsibility Parents/Guardians must:
e Prompt Notification: Notify the school immediately (before the school day starts) of
any planned or unplanned absence.
e Documentation: Provide the required official documentation (as outlined in Section
3 and 4) within 48 hours of the student's return to school to ensure the absence is
marked as Authorised.
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Support: Actively support their child in catching up on all missed schoolwork and
ensuring adherence to punctuality rules.

Intervention: Engage constructively with the school when an absence concern is
raised, including attending required meetings and participating in intervention plans.

Teacher (Class and Subject Teachers)

Daily Monitoring: Accurately record and submit attendance for every class period
and promptly report undocumented absences to the administration.

Early Intervention (Tier 1): Initiate contact with parents (formal email) when a
student's attendance drops into the 95%-97% range.

Academic Support: Provide clear guidance and materials for students to catch up on
missed lessons and assessments upon their return, ensuring they are not unfairly
penalised for Authorised absence.

Positive Reinforcement: Recognise and promote outstanding attendance and
punctuality within the classroom.

School Social Worker
The Social Worker focuses on assessing and addressing underlying social, emotional, or
behavioural factors contributing to persistent absenteeism (PA).

Case Management: Take the lead role for students in the Persistent Absenteeism
(PA) tier (91% or less).

Assessment and Intervention: Conduct necessary student and family assessments to
identify root causes of non-attendance (e.g., anxiety, family challenges).
Intervention Planning: Collaborate with Leadership, parents, and students to
develop and monitor targeted intervention plans and support contracts.

External Liaison: Facilitate referrals and connections to external communities, such
as ADEK for resources or support agencies, as appropriate.

School Leadership (Principal, Vice Principal, Assistant Principals and Key Stage Leads)
Leadership is responsible for policy oversight and implementation of escalated tiers of
intervention.

Policy Oversight: Ensure consistent application and adherence to the policy across
all school sections, remaining compliant with ADEK regulations.
Escalated Intervention (Tier 2 & 3): Manage formal communications and
intervention meetings for students in the

o Acceptable (Early Concern) (92%-94%) and

o Persistent Absenteeism (PA) (91% or less) tiers.
Final Action: The Principal issues formal Warning Letters for attendance below 90%
and initiates consultation with ADEK regarding removal from the school roll in
critical, non-responsive cases.
Resource Allocation: Ensure adequate resources and support (including the Social
Worker, Counsellors, and administrative staff) are available to implement the policy
and intervention plans effectively.
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4. School Day Structure
The school day at CHS has the following structure:

Monday - Thursday Fridays Only
Time Primary Time Secondary Time Primary Time Secondary
07:45am Form 07:45am Form
08:00am P1 08:00am P1 08:00am 08:00am
08:50am P2 08:50am P2 08:50am P 2 08:50am P 2

09:40am \ Break 09:40am P3 09:40am  Break 09:40am P3
10:00am P3 10:30am Break 10:00am P3 10:30am Break

10:50am P4 10:50am P4 10:50am P4 10:50am P4

11:40am P5 11:40am P5
12:30pm P6

12:30pm \ Lunch

12:55pm P6
1:45pm P7 1:45pm P7

5. Reporting Absence and Approvals Protocol

5.1 GEMS Connect - Parental Responsibility

Parents / Guardians must report absences by 7.45am via GEMS Connect along with
adequate evidence for the reason of absence.

5.2 Form Tutor and Social Worker Responsibility

Each day, our Social Worker will monitor whether Form Registration has been recorded,
which Form Tutors should complete by 7.55am. Social Worker will check by 8.15am. For any
registration not completed, Form Tutors will have till 8.30am to complete.

Social Worker will submit attendance to ADEK via ESIS System by 10am.

5.3 Procedure for Reporting Absence including Medical Reasons
Please see 5.6 for further guidance.

THE CAMBRIDGE HIGH SCHOOL
REPORTING ABSENCE AND APPROVALS PROTOCOLS

DAY 1 DAY 2 DAY 3

APPLICATION FOR [L_tsoucs APPLICATION FOR L.t = APPLICATION FOR
LEAVE SUBMITTED ON LEAVE SUBMITTED ON LEAVE SUBMITTED ON
GEMS CONNECT BY GEMS CONNECT BY GEMS CONNECT BY
PARENT(S) PARENT(S) PARENT(S)

APPLICATION FOR
LEAVE SUBMITTED ON
GEMS CONNECT BY
PARENT(S)

PARENT(S) TO UPLOAD PARENT(S) TO UPLOAD PARENT(S) TO UPLOAD
WRITTEN NOTE WRITTEN NOTE WRITTEN NOTE

PARENT(S) TO UPLOAD
SICK LEAVE NOTE

WRITTEN NOTE SUBMITTED WRITTEN NOTE SUBMITTED WRITTEN NOTE SUBMITTED ‘]
(o o) D @ o

APPROVED BY UNAUTHORISED APPROVED BY UNAUTHORISED APPROVED BY UNAUTHORISED
DOK / ELT ABSENCE DOK / ELT ABSENCE DOK / ELT ABSENCE APSORS‘;EE?_.EY U":‘;L"E'ﬁg‘:m

FORM TUTOR TO SOCIAL WORKER SOCIAL WORKER SOCIAL WORKER

FOLLOW UP TO FOLLOW UP TO FOLLOW UP TO FOLLOW UP

WITH PARENT(S) WITH PARENT(S) WITH PARENT(S) WITH PARENT(S)
REPORT

CONCERN ON

GUARD °°';ﬁ§1’;°”
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Case Manager

Number of days requested for
LEAVE APPROVAL

Year Group
Assigned

Director of FS Within 3 days FS2
Director of KS1 Within 3 days Year1to3
Director of KS2 Within 3 days Year4to 6
Director of KS3 Within 3 days Year7to 9
Director of KS4 Within 3 days Year 10 & 11
Director of KS5 Within 3 days Year 12 a&13
Assistant Principal Primary More than 3 days to 5 days FS2 to Year 6
Assistant Principal Secondary More than 3 days to 5 days Year 7to 13

Vice Principal

More than 5 days to 10 days

FS2 to Year 13

School Counsellor
(once approved by ELT in email)

More than 10 days up to 20 days

FS2 to Year 13

Social Worker
(once approved by ELT in email)

More than 10 days up to 20 days

FS2 to Year 13

Principal

More than 20 days up to 30 days

FS2 to Year 13

All absences require immediate notification to the school by the parent/guardian. Failure to
provide appropriate documentation will result in the absence being marked as

Unauthorised (Unexcused).

Absence is considered Authorised only when supported by the required official
documentation or written communication from the parent/guardian for:

Authorised Absence

llIness

Documentation required

As per medical absence policy (see below).

Emergency Medical Appointments: Must
be supported by official evidence

e.g., appointment card, hospital letter

Family Loss: Death of a 1%t or 2™ degree
relative

Competitions/Events: Participation in
officially recognised competitions,
conferences, or events

Requires prior school approval and official
documentation

Government Public Holidays (not included
in the threshold calculation).

Not included in the threshold calculation

Study/Exam Leave: examinations (requires
prior school approval).

Approved leave for major board or
university entrance exams

Government-Mandated Closures

Not included in the threshold calculation

Medical or Therapeutic Leave for Students
of Determination

Must be agreed upon in the student's
learning plan
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5.52 Unauthorised (Unexcused) Absences

Absence is considered Unauthorised when it falls outside the excused categories or when
documentation is not provided. These absences will trigger immediate follow-up and
disciplinary action as per the CHS Student Behaviour Policy.

Examples of Unauthorised Absences include:

e Family vacations or travel taken during school days (term time).

¢ Staying home without notifying the school or providing required documents.

e Non-emergency medical appointments that could have been scheduled outside
school hours.

e Absence due to non-severe weather conditions (unless mandated by government

closure)

5.53 Specific Procedure for Medical Absence
The procedures for excusing absence due to illness have been updated by ADEK and are

mandatory for CHS:

Short-Term llIness (Parent Sick Note)

Duration of
Absence
Upto3
consecutive
school days

Documentation Required

A written/email sick from the
parent/guardian. Without parent note, it
will be recorded as unauthorised absence

Annual Limit

Maximum 12 days
annually (total, for all
parent-written notes).

Extended and Chronic lliness (DOH Certificate Required)

Duration of
Absence
Starting the 4th
consecutive sick

Documentation Required

Sick Leave Certificate issued by a
Department of Health (DoH) licensed

Annual Limit

The parent note is no
longer sufficient; a DoH

exceeding 12
days in a year

the chronic condition.

day physician. certificate is mandatory.
Total medical Must submit comprehensive DoH medical | The school will review the
absences reports from a licensed physician outlining | case to determine

appropriate support and
academic progression
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CHS monitors attendance daily, tracking both Authorised and Unauthorised absences. The
following internal tiers determine the level of required school intervention:

Attendance .
Action Tracked Person

Triggered by Responsible

Percentage
(Annual)

Outstanding Attendance. Class/Ke
98% and Above | Recognised through the School Rewards ¥
Stage Teacher
Programme
Good/Very Good.
97% to 95% Formal email sent to parent/guardian to Class Teacher
raise awareness.
A le (Earl .
cceptal? e (Early Concern) Key Stage
Formal email from Key Stage Lead,
94% to 92% Lead
followed by a request for a face-to-face .
. . Social Pastoral Team
meeting with parents.
- - Worker
Persistent Absenteeism (PA). .
. . . . Assistant
Formal review meeting with Assistant . .
91% or Less o . o Principal/Vice
Principal/Vice Principal to create a Princinal
targeted intervention plan P
Critical Concern. Princinal
A formal Warning Letter issued by the (Inp
Below 90% Principal. Failure to improve attendance .
. . consultation
may lead to consultation with ADEK .
. with ADEK)
regarding removal from the school roll.

6 Bereavement Leave at CHS
At CHS we recognise family loss and grant up to 5 days for bereavement leave for
immediate family members.

7 Punctuality
Punctuality is essential for minimising disruption to the learning environment and
establishing good habits.

e Lateness Tracking: CHS will track and record all instances of lateness in the official
student information system. Students arriving late to school must report to
reception to obtain a late slip before going to class.

¢ School Autonomy: ADEK has removed the specific maximum number of late
attendances. CHS is granted the autonomy to identify frequent lateness and take
appropriate action at their discretion under the CHS Student Behaviour Policy.

¢ Intervention: Frequent lateness will lead to a review with the grade-level
head/pastoral team, formal warnings, and the development of an intervention plan
with parents.

o Excused Lateness: Lateness caused by adverse weather conditions or other
exceptional circumstances deemed reasonable by the school administration will be
excused.
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7.1 Recording and Tracking Punctuality

THE CAMBRIDGE HIGH SCHOOL
RECORDING PUNCTUALITY PROTOCOLS

Arrived between

7.30am - 7.45am
RUKSHANA ALI
VICE PRINCIPAL

Arrived between

7.45am - 7.55am BABITHA Joy
SOC\AL WORKER

% | FRITHI ANTHONY

4 DIRECTOR OF KS5
Marked Marked Late
at Attendance

Late -
e Desk by Social JELENA MARIJAN
Worker DIRECTOR OF KS4
3 . RECORDED ON PHOENIX BY SOCIAL WORHKER i CONY ALPHONSO
Late Arrivals ; DIRECTOR OF KS3
FORM TUTORS TO CONTACT HOME

Per 2 Term

4-6 WILLEM ESTERHUYSE
A RECORDED ON GUARD AND PHOENIX BY SOCIAL DIRECTOR OF KS2
Late Arrivals WORKER

Per ¥z Term

7-10 RECORDED ON GUARD AND PHOENIX BY ANGELA MATILLA
s SOCIAL WORKER DIRECTOR OF KSt
Late Arrivals

SOCIAL WORKER NOTIFIES DOK

per ¥: Term DOK MEET WITH PARENTS + PUNCTUALITY REPORT
- 14 RECORDED ggggfwo‘wk%;memx BY
Late Arrivals SOCIAL WORKER NOTIFIES ELT

Per % Term ELT MEETING WITH PARENTS

7.2 Rewarding Excellent Attendance and Punctuality

CHS actively promotes excellent attendance and punctuality through a comprehensive
rewards programme, including:

e Attendance tokens and certificates.

e House points and reward lunches/trips.

e Recognition in the school newsletter and student bulletin.

o Positive ethos delivered consistently in assemblies and during parent evenings.

7.21 Attendance tokens and certificates.

To actively encourage and celebrate consistent school attendance and punctuality, we
utilise a visual and interactive House Token Reward System. Students will be awarded a
colour-coded token for every day they attend school and arrive on time. These tokens,
corresponding to their respective House, will be deposited by the student into the large,
clear House Token Stands displayed prominently around CHS.
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Token Allocation
One token is given per student for each day of full and punctual attendance.

Punctuality Exemption

Students who travel to school via the school bus are automatically granted 100%
punctuality status, as their arrival time is dependent on the service schedule. They'll still
receive a token for a day of full attendance.

House Points
Each token contributes to the overall score of the student's House, providing a live, visual
representation of which House is demonstrating the strongest commitment to attendance.

Reward Milestones

Individual students who achieve set attendance and punctuality milestones (e.g., a perfect
week, month, or term) will earn exclusive rewards and recognition within their class and
year group.

House Rewards

The House with the most tokens at the end of each term will be declared the winner and
will receive a special, whole-House prize (e.g., an extra non-uniform day, a fun activity
session, or a celebratory lunch with school leadership team). This fosters team spirit and
collective responsibility for attendance across the school.

Parental Engagement and Targeted Rewards

We recognise the crucial role parents and carers play in ensuring high attendance, especially
during periods when absence is typically higher. To counteract the common drop in
attendance around holidays and extended breaks, we offer targeted rewards for families
who maintain excellent attendance during these challenging times. Families whose children
achieve 100% attendance during the week immediately before or after a public holiday or
school break will be entered into a prize draw or receive direct recognition. Parental
rewards may include, but are not limited to, an exclusive 'Breakfast with the Principal'
event, tickets to a Family Fun Days, or vouchers for local services. These incentives serve to
reinforce the partnership between home and school, underscoring our shared commitment
to maximising every student's learning opportunity.
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8 Raising Awareness on the Impact of Attendance

Raising awareness about the impact of attendance is crucial, as consistent and timely
presence in school is more than a mere formality—it's a foundational element of academic
success.

For students, regular attendance ensures they don't miss key lessons, enables full
participation in classroom discussions and group activities, and directly contributes to thier
understanding of the curriculum and ultimately, their grades. When a student is absent or
late, they miss out on learning but also slows down the progress.

THE CAMBRIDGE HIGH SCHOOL
LOSS OF LEARNING EFFECTS

0 days

absence EIEEE

absence 18 days

27d
absence ays

36 days
absence

46 days
absence

absence

School

days in DEAYS Days
each in in
year School School

178 142 132

100% 95% 90% 85% 80% 75%

Attendance Attendance Attendance Attendance Attendance Attendance

BEST CHANCE OF LESS CHANCE OF
SUCCESS SUCCESS
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9 Parental Agreement on Attendance and Punctuality
Parental Agreement on Attendance and Punctuality

This agreement outlines the shared commitment between The Cambridge High School, Abu
Dhabi (CHS) and Parents/Carers to ensure that

Student Name(s) in class attends
school regularly and punctually, thereby maximising their educational opportunities and
fostering responsibility, in line with the ADEK School Student Administrative Affairs Policy.

Our Shared Commitment
The School (CHS)
We commit to providing a safe, supportive, and engaging learning environment, monitoring
attendance closely against ADEK thresholds, and communicating promptly with families
when attendance or punctuality becomes a concern. We will also maintain a transparent
House Token Reward System to recognise excellent attendance.

The Parent/Carer

We commit to ensuring our child attends school every day the school is open, arriving on
time, and only being absent if they are genuinely too ill to attend or in cases of exceptional,
pre-approved circumstance.

Punctuality Standards
The School expects all students to be present on school premises ready for registration by
07:45 AM.

Parent/Carer Commitments to Punctuality
Timely Arrival: We will ensure our child arrives at school before 07:45 AM.

Recording Lateness: If our child is unavoidably late, we will ensure they report to the Gate 5
(between 7.45am - 7.55am) and/or to Attendance Desk (after 7.55am) to obtain a late slip
before going to class. We understand that frequent lateness (as detailed in Section 7 of the
CHS policy, with 3 late arrivals per term triggering a Form Tutor contact) will lead to formal
intervention.

Bus Traveller Exemption: We understand that students arriving via the official school bus
service are automatically marked as punctual (100% status), regardless of the bus arrival
time, as their journey time is outside of our control.

Absence Procedures and Documentation
Attendance below 95% (or approximately 9 days missed in a 178-day year) is the ADEK
threshold for 'Cause for Concern' for Grades 1-12 and will trigger formal school intervention.

Parent/Carer Commitments to Absence
Reporting lliness (GEMS Connect): We will report the absence via GEMS Connect on the
first day of absence by 7:45 AM.
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Written Note (Day 1-3): We will upload a written note to GEMS Connect for the first three
consecutive days of illness (Parent Sick Note). We understand that the annual limit for
Parent Sick Notes is 12 days.

DoH Certificate (Day 4+): We understand that a Sick Leave Certificate issued by a
Department of Health (DoH) licensed physician is mandatory starting on the fourth
consecutive sick day, or if the total medical absences exceed 12 days in a year.

Holidays: We understand that family vacations or travel taken during term time are
Unauthorised Absences and are not permitted.

Catch-up Work: We will actively support our child in catching up on all missed schoolwork,
assignments, and assessments immediately upon their return to school, as they are fully
responsible for maintaining their academic standing regardless of the reason for absence.

Rewards and Recognition
We agree to support the school’s visual and interactive reward systems, which recognise
and celebrate dedication to attendance and punctuality.

Token System: We encourage our child to participate in the House Token Reward System,
earning one colour-coded token for their House for every day of full and punctual
attendance.

House Points & Rewards: We support the principle that tokens contribute to the overall
House competition, with the winning House receiving a suitable prize.

Parental Recognition (Targeted Rewards): We recognise and support the school's initiative
to offer targeted rewards for families (such as 'Breakfast with the Principal' or 'Family Fun
Days') to encourage 100% attendance during weeks immediately before or after a public
holiday or school break, reinforcing our joint commitment.

Signatures
By signing below, all parties confirm they have read, understood, and agree to uphold the

commitments detailed in this Parental Agreement on Attendance and Punctuality.

Name (Print)

Signature

Date

Parent/Carer

Student Signature




