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Introduction

Aligned with UAE Ministry of Education and ADEK regulations, the American National School considers
attendance and punctuality essential for academic success, personal responsibility, and school community

cohesion. Research shows that missing 10% of school days may result in learning loss equivalent to half a
school year, and 20% absence may lead to a full year of lost learning.

Policy Objectives
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Ensure daily attendance and adherence to schedules.
Monitor student absences and lateness.

Inform parents about absences and lack of attendance.
Reward students with excellent attendance.

Improve attendance for students with low commitment.

Definitions

Attendance: Daily presence according to school timetable.

Excused Absence: Absence with valid documentation or approved reasons.
Unexcused Absence: Any absence not justified.

Late Attendance: Arrival after scheduled start time.

Early Dismissal: Leaving school before scheduled end time.

Excused Absence

Includes:

Approved medical leave

Death of a first- or second-degree relative

Pre-scheduled medical appointments

Mandatory attendance for official entities

Urgent family travel for medical or bereavement reasons

Participation in approved conferences, events, or competitions

Board or pre-university exams (up to 4 weeks per year with ADEK approval)
Medical or therapeutic leave for students of determination or with chronic illnesses

Students with excused absences are entitled to make up lessons or assessments.

Unexcused Absence

Non-essential travel
Leisure activities
Any absence not listed as excused
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All unexcused absences are officially recorded and subject to escalating disciplinary measures under
Federal Student Behavior Code No. 851.

Absence Weighting

¢ One normal day of absence = 1 day
o Absence on Fridays, before/after public holidays, before final exams, or last two weeks of Term 2 =
2 days

Maximum Absence Limit

e Maximum unexcused absences: 5 days per semester
¢ More than 15 unexcused days per year may result in repeating the grade, with referral to authorities
and Child Protection Unit

Lateness

School starts at 7:30 AM,; gates close at 8:00 AM

Students arriving after 7:40 AM are considered late

Three or more late arrivals during the year = Grade 3 violation under Behavior Code No. 851
Two unexcused early dismissals = one absence day

Escalating Procedures for Unexcused Absence

Case | Procedure
1 day Written notification
3 days First warning
6 days Second waming + referral to Child Protection Unit
10 days Third warning + re-referral to Child Protection Unit
15 days | Referral to senior authorities and external Child Protection entities

Roles and Responsibilities
Parents:
e Monitor daily attendance
e Provide valid documentation for absences
o Plan family trips during official school holidays
e Update contact information
Students:
¢ Attend school daily and actively participate
e Inform school in advance for excused absence
e Make up missed lessons and assignments

Procedures Table
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Case

Procedures Followed

In case of excused absence or
delay, parents/guardians
should inform the school
administration in advance of
the

school day’s start (Policy 53

ADEK Policy Guide on
Absence)

- The excuse must be among the acceptableexcuses accordingto
the ADEK policy.

- It should be documented in the student’sfile, whether sick leave
or a written letterfrom the guardian.

- The student has the right to compensate thetasks and tests

that he missed during the excused absence ordelay.

In case of unexcused
absence or delay,
parents/guardians should
inform the school
administration in advance
of theday of absence or
delay and request the
permission of the principal
(policy 55).

- If the excuse is not convincing, the absence or delay is
considered without an excuse.

-1t should be recorded in the officialrecords.

- Parents/guardians should provide a written letter clarifying the
reasons for the absence, and it should be kept in the student's file
(Policy 54).

- The student is responsible for completing the tasks that he
missed during his absenceby contacting the school administration
(supervisor) to find out all the tasks that hemissed and submit
them to the relevant

teacher shortly beforeor after his return fromabsence (Policy 55).

- Students are referred to the socialworker/assistant
principal.

- Repeated unexcused absences or delayslead to increase the
disciplinary consequences according to the Student Conduct
Management Regulation in the ADEK policies

A student will be allowed
to dismissduring the
school day only with the
parent/guardian, requesting
the permission of the
principal and explaining
the reasons for this.

- The school does not encourage earlydismissal.

- The student is approved for dismissal incase of providing an
acceptable excuse according to ADEK policy.

- In case of unacceptable excuses and refusalof the principal, the
parent/guardian is responsible for this dismissal.

- Parents/guardians should sign the earlydismissal record
clarifying the reasons and providing his personal EID.

- Regarding the rights of parents in the custodycase, we will

- abide by the court ruling.
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-Two early dismissals will be calculated

asan unexcused day absence.

-In case of acceptable excuse, the

studenthas the right to compensate the

tasks.

-In case of unacceptable excuse, the student
isresponsible for

completing the tasks.

4

If the student is absent from two or more
classes during the school day without
anyexcuse or prior notice.

- Absence in this case will be considered as

anabsence of a dayand it will be recorded in

the absence records.

- The student is responsible for completing

thetasks and lessons taught in all subjects

according to the school schedule.

- Students are referred to the social
worker/assistant principal.

In case of absence without excuse for ten
consecutive days, or fifteen non-
consecutive days during the academic
year.

- The school should send three

warningletters in advance (a letter

every three consecutive days).

- A decision to suspend the student
fromstudying should be

issued by the school principal and with the

approval of ADEK and after informing

theparent/guardian.

In case that parents/guardians intend
toabsent their children for many
specified days.

- The school administration should be
informedten days before

the expected date so that teachers can
prepare a list of tasks that the student

willmiss during the absence period.

Students who are absent from school
without excuse are considered evaders

in case the parent/guardian does not
know.

-The school must inform the

parent/guardian immediately about

theevasion case.

-The student is referred to the
socialworker/assistant principal.

- Conduct meetings with the
parent/guardian and the

student.

Monitor the student's attendance accurately.
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Summary Table (Behavior Code 851)

Violation Level Escalating Procedure
Unexcused Grade | Initial note — Written warning — Behavior Committee + Social Worker —
Absence 3 Parent commitment — Escalation to Senior Administration
Repeated Grade Initial note — Written warning — Behavior Committee — Parent
Lateness (3+) 3 commitment form — Escalation to Senior Administration if continued
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Effective Date This policy will be effective as of August, 2025.
Approval/Authorization | Approved by: Dr. Denis Peters
Title: Principal
Date of Approval: August 15, 2025
Signature
Review and Revision Tlps pohcy. will be reYlewed annually, or as needed, to ensure compliance
with changing regulations.
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