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Attendance and Records Policy
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Next review date September 2024

Rationale and Purpose

Good attendance is a foundation for academic achievement, and it underpins all aspects of personal
development. It establishes a responsible attitude towards the opportunities available in school and
further education and it is the basis for the world of work. Attendance is a critical factor to a productive
and successful school career.
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Policy Statement

In line with the ADEK attendance policy, Al Ain Academy actively promotes and encourages outstanding
attendance for all pupils, including zero unauthorized absences. Our aim is to ensure that students arrive
at the academy and to all lessons on time. We strive for attendance that is consistently outstanding for
all year groups.
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Outstanding- 98% and above $99 log 798 -jlias
Good- 94% 94 - a7
Acceptable- 92% 92 - Jguio.
Unacceptable- below 92% 92 ;o J8l - Jguiio e

Parental Agreement
It is important that parents, students and the academy work together to improve and maintain high
attendance and punctuality rates.
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The responsibilities of the parents include:
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e Actively promoting their child’s attendance and punctuality and abiding by the times set by the
academy for the start and end of the school day.
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e Understanding and upholding the academies policy that states that continued lateness and
absenteeism will result in measure that will affect the student’s enrolment for the following year.
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¢ Understand and agree to communicate all absence requests for medical appointments in writing,
at least 24-hours prior to the planned absence. (Please refer to the early collection and late pick
up policy found here).
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Attendance procedures joa2J| dwluw

Start of the School Day

Primary Phase

Secondary Phase

All primary students are recommended to be in
school from 7.20 am, ready for The National
Anthem in class at 7.30. The primary school gates
are kept open until 7:40 am. Any child arriving
after this time must enter through the main
reception.
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Parents of children who regularly arrive late
(three or more times in a week) will be contacted.
A formal letter will be issued if punctuality is not
improved and continues at a similar rate of 3
times a week.

All secondary students are recommended to be
in school from 7.20am ready for form time at
7:30am. The National Anthem is played promptly
at 7:30am in form rooms with Secondary lessons
starting at 7:40am.
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any secondary student arriving ,After 7:30am
students -after this time will be considered late
are required to attend registration as normal
Any student .should they arrive before 7:40am
arriving after this time must sign in at the school
Register ,reception and will be marked as ‘Late
Parents of students who regularly arrive .'Closed




N

I\

AL AIN

BRITISH ACADEMY

iy3lio ey ouill Jlabll sullgy Juaill piuw
ol aiw (gamll 8 4iST ol Slho G sl
clgall iVl gz iy @l 13] (roun) Olb>

ol (6 Slho 3 Jilao Jazay yaiwlg

late (three or more times in a week) will be
contacted.
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Morning Registrations

Primary Phase dilauV! dl>jyell

Secondary Phased giliJl dl>y0ll

At 7:30am a register will be taken by the Class
Teacher on Engage.
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Students arriving after 7:40am must enter
through the main reception, to sign in for the day.
The register will be amended appropriately, and

the child will be recorded as late.
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The administration team will contact parents by
phone on the first day of any unexplained
absence. All absence details are recorded
(interview, home illness, etc.) on Engage.
e 350Ul ] bzl jsball abgo pgipw
e ol o Joll psll (r8 85008l JibwyJl
dblie) bl Jeolad gue> duzuwd oy - proll
wsiaySIYI el e (&l lyio yoye

At 7.30am, the register will be taken by the Form

Tutor on Engage.
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Students arriving after 7:40am must enter
through the school reception in order to sign in
for the day. The attendance register will be
updated and the student will be marked as ‘Late
Register Closed'.
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The administration team will contact parents by
phone on the first day of any unexplained
absence. All
(interview, home ill, etc.) on Engage.

absence details are recorded
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Registration Codes

Primary Phase dilauVl dl>jyell

Secondary Phase dj gilill dl>a]l

If the computer systems are down, those taking
registration should use a class list to record
attendance/absence and hand the list to the
school reception.
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If the class teacher is absent the class will be
registered by the cover teacher.
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Attendance codes in use

Present -/

Late -L

Late Register Closed (Reception use only) -R
Absent (lliness) -I

Absent (Medical Appointment) -M
Authorised Absence -A

Unauthorised Absence -U

If the computer systems are down, those taking
registration should use a class list to record
attendance/absence and hand the list to the
school reception.
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If the Form Tutor is absent, then the morning
register will be taken by a cover teacher.
izt pipsbeciiall oo Joguall plsall cuss 13]
oSy binall uabsgall 3ol dhuwlgs oluall Jzudl
dloyall yuusiy o dloyall pulssi b,

Attendance codes in use:
Present -/
Late -L
Late Register Closed (Reception use only) -R
Absent (lliness) -I
Absent (Medical Appointment) -M
Authorised Absence -A
U- Unauthorised Absence

End of the School Dayw)Jell ool dilgi

Primary PhasedulaiyVl dl>yll

Secondary Phasedilac)! dl>jall

The end of the school day varies for students
within the Primary phase:
> yall (58 Ml )l egull dlg alisy
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e 12:30pm/2:20pm by
parents) — FS1
e 2:30pm-FS2
e 2:40pm —Year 1and 3
e 250pm—Years2 4,5and 6
o 12:30 odx3x) tlue 2:20 / zluwe

- (<LVI FS1

(determined

The school day for Secondary finishes at 3:00pm
for all students, with students leaving through the
designated Secondary exit.
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Some students will remain after these timings to take part in sporting fixtures, rehearsals, revisions
sessions etc. These timings would be communicated by the individual teacher in charge.
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Many students also take part in our Extra—Curricular Activities (ECA) provision under the supervision
of a member of staff. Primary ECAs finish at 3:30 and secondary ECA's finish at 3:45. The teacher
responsible for the ECA will remain with the students until 3:50 and call parents if necessary. The full
Late Collection Policy can be found here.
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Early Departure from the Academydio ;s SVl o 8,Suall 35120l

Primary Phasedi|aiVl d>yoll ‘ Secondary Phaseéij_gjﬁ‘.ll dl> ol

Early departure from the Academy is not acceptable without a valid reason for safeguarding purposes.

Parents are encouraged to try and make doctors’ appointments etc. outside of school hours.

13 dglro e LWVl Gis ply ¢ Glaxl) lldg dizg i o> Ao e dapd BVl o 8,Suall 8)3leall
wwydall plgadl Olebw 2,5 adjueg cibll jyclgo

Interrupting lessons is not only detrimental to the child's learning but that of the rest of the class too.

If it is essential for your child to leave the school before the end of the day please refer to the early
exit procedure The early collection policy here
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Planned Absence dJ bhxall L]l

Primary Phasediilail dl> ol | Secondary Phased; giliJ| dl>all

Planned absence during term time is actively discouraged by the Academy due to the impact on a
student’'s academic progress. A planned absence during this time may not be approved, however,
we understand there may be extenuating circumstances and therefore all planned absence requests
are reviewed on a case-by-case basis.
ol a8Vl paadl oo sl oy Gwlyul Juodll 8,16 JAs o bhdbazall Glsdl dragd V1 gz
oy lid g5 15 il agaii lls « clld gog « cubgll Iia JWs dJ bhzall Ll (e daslgall aii V 48
$1> e d> IS pulwl Gle lg) hhzall Glsll Sllb giaz d2lye aii (Wb 43z




N
I\
AL AIN

BRITISH ACADEMY

Applications for absence of more than 3 days should be made to the Assistant Principal who shall
refer to the principal. The email addresses are:
Secondary- Miss Claridge- mclaridge@alainacaemy.sch.ae

Primary- Mrs Hammond- jhammond@alainacademy.sch.ae
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mclaridge@alainacaemy.sch.ae :4j ¢l dl>all

jhammond®@alainacademy.sch.ae :&GlaiuVl d>yoll

Please note, the Academy does not authorise holiday during term time.
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Parents will be sent the term dates as soon as these are known for them to arrange their holidays

without disrupting their child’s education. This includes the return dates at the start of the academic

year and after holidays.
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Absence due to lllness &boy0 Cluwl Ll

Primary Phasediilail dl> ol | Secondary Phased, 5iliJl dl>all

If the reason for a student’s absence is that they are unwell, they should be kept at home until they
have been symptom-free for 24 hours and therefore are fit enough to return to school. This is
particularly important to prevent the spread of communicable disease and a good rest will speed up
recovery. Please email your child’s class teacher for primary children or form tutor for secondary
children and the main reception before 7:30am (reception@alainacademy.sch.ae) providing

information about their absence- type of sickness, expected return to school, any doctor’s visits.

Absences of more than one consecutive day require a HAAD sick note to be provided, this can be

sent by email or handed in as a hard copy to the school reception upon the child’s return to school
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Monitoring of patterns and repeated absence ))Sioll Llglly blaill 1o,

Primary Phase &iilaiVl dl> yoll Secondary Phase & ilill dl> 0]l

The class teacher will monitor daily | The form tutor will monitor daily attendance
attendance and alert the Head of Year if | and alert the Head of Year if attendance
attendance becomes a cause for concern. | becomes a concern.
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Monthly attendance reviews are
completed across the school using the
below boundaries to determine absence
patterns and subsequent contact home.
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Monthly attendance reviews are completed
across the school using the below
boundaries to determine absence patterns
and subsequent contact home.

98%+ Outstanding attendance — meeting school | Outstanding attendance — meeting school
expectations. expectations.
bl giaz o g8gio - jlias jgun> Ml groz (o g8gio - jlias s8>
96-97% Class teacher will monitor overall absence | Form Tutor to contact parents if pattern of
and contact home will be made should any | absence is occurring and saved to CPOMS
patterns of absence occur. g WIS Clsdl dislyey Jgguall plsall
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94-95% Email sent to parents if there is a pattern of | Email sent to parents if there is a pattern of
absence or absence is unauthorised and | absence or absence is unauthorised and
recorded on CPOMS. saved on CPOMS.
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91-93% Meeting with Class teacher and if Meeting with Form Tutor and if necessary,
and recorded on ,Head of Year ,necessary | Head Year, and recorded on CPOMS.
Attendance concern letter issued. .CPOMS | Attendance concern letter issued.
oy« sall 03] Bls Juodll uyse go il | usi) go )3T elaly sguall usall go <l
w9 iy ¢ pledl CPOMS. LUlbs oo o5 | pUsddl o 3 Jusud go « o)l o3 13] d> ol
y302ll §lsio.
91% & | Involvement of the Assistant Principal (and DSL if applicable) and attendance plan
below implemented if the absence continues to persist and is unauthorised.
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Attendance will be reported to parents on children’s school reports. In addition to this, an attendance
dashboard is accessible to parents on the Engage parents Portal.
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Attendance Awards

The class in FS and Key Stage 1 with the highest
monthly attendance will be rewarded by

Primary School daulau)l dw)yaell Secondary School & gilJl/@>lacVl duw)iall
MONTHLY AWARDS MONTHLY AWARDS
Class attendance awards Class attendance award

The class in Secondary with the highest monthly
attendance will be rewarded in the celebration
assembly with 'Attendance Ted'. He will be with
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receiving Attendance Ted to keep in their class
for a month.

The class in Key Stage 2 with the highest monthly
attendance will be rewarded by receiving the
floating Attendance Trophy.

These awards are recognised and celebrated
during flag quad assemblies.
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that class for the month until the next celebration
assembly.
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TERMLY AWARDS
Individual attendance awards
All students with outstanding attendance for the
term, with no unauthorised absences, will receive
an attendance certificate during our primary
assembly.
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HALF TERMLY AWARDS
Individual attendance awards
Students with no unauthorised absences for the
month will be invited for a 'tea and biscuits'’
event with their Form Tutor and Head of Year.
This will take place during break time to avoid
disruption to lessons.
dlasll jilg=l

)l ygua2l jilg>
yde ug9 lblbe aguad gud il Ml 8ge3 piilw
w)de Bo "Ly gSuug slib" D> jguazd el 1ig)
gyl Jihei izl dslyiw)l

YEARLY AWARDS
Individual attendance awards
All students with outstanding attendance for the
whole academic year, with no unauthorised
absences, will be rewarded by being able to go
on a school trip to the cinema at a local mall.
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YEARLY AWARDS
Individual attendance awards
All students with no unauthorised absences for
the year or who have outstanding attendance,
will be invited to go on a rewards trip to Al Ain
Mall and the Cinema.
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