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Attendance Policy

= Regular attendance at school is essential. Except for illness, students should not be kept out of
school and every effort should be made to schedule doctors’ and dentists’ appointments before
or after school.

= Unexcused Absences and Unexcused Lateness are considered Level 1 misconduct according to
ADEK policy and will be dealt with as such.

= Parents are asked not to take children out of school prior to or after a scheduled vacation. In all
cases of anticipated absence please call reception at your child respective campus between 7:30
AM and 8 AM. Please give your child’s name, grade level and section.

= Lateness and absenteeism are serious disruptions to academic progress. ADNOC Schools’ teachers
believe that it is important to hold students accountable for being at school and in class on time.
Absences and unexcused lateness to school will be indicated on a student’s permanent record.
Individual classroom teachers may deny academic credit to any students who miss more than 15%
of any class during the academic year. Parents are asked to make every effort to ensure that their
children arrive at school on time, so that first-period classes can begin without disruption.

= A student who arrives to school late should report to the office and present a note from a parent
explaining the lateness. When absent from school, students are responsible for getting
assignments and keeping up with missed work. When students are ill, a parent should call the
school by 8:00 AM to inform the school and to make arrangements for picking up homework
assignments for the next day. If a student is absent due to illness for 2 days or more, a doctor’s
note is required prior to their being able to return to school.

= |f a student misses an exam, the student is allowed to do a make-up exam if he/she presents to
the administration a legitimate excuse for his/her absence. The make-up exam is set by the
teacher and administered during ECA time within 3 days of the student’s return. The teacher
should inform the student and parent at least 2 days prior to the assigned date. As for
assignments, the student has up to 3 days to submit the assignment in consultation with the
teacher to set the time limit.

Monitor the Daily Attendance/Absence of Students:

A Student Information System (PowerSchool) is used to monitor attendance. Teachers enter A for absent
students. Teachers enter L1 for students who are up to 10 minutes late; and L2 for students who are
between 10 and 20 minutes late in their daily class roll. Beyond 20 minutes, teachers will enter AL in their
daily class roll. Pastoral will double check attendance by visiting classrooms.

Identify Absence from School or Classes
= A daily report is run by the teachers within the first hour of the day and run again at the end of
the day.
= The report shows the absences per grade.
= Follow up unexplained absence:
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= The parents/guardians are always contacted officially by email (Attendance Report must be
attached) for an explanation of absence.

Notify parents regarding poor school and or class attendance:
= Parents are contacted and asked to attend a conference; a warning letter is issued and signed by
parents and school
= Transfer information about unsatisfactory attendance to student files:
= A copy of student’s attendance is kept in the student’s record

Raise low attendance Record:
Talk to the students explaining the importance of daily attendance; involve the parents by calling them
and arranging for a conference/meeting and corresponding email.

Reason for Absence:
Parents are informed that an excuse for absence needs to be handed in. The Excuse is handed in to the
administration and the A for absence is replaced with E for Excused Absence

Documentation to substantiate reason for Absence:
The valid excuse should always be a written excuse in the form of a letter from parents or a medical excuse
and is kept in the students records.

Disciplinary Action to be taken:
In the case of repeated unexcused absences or repeated unexcused lateness, the school will apply the
disciplinary action below.
In accordance with By-Law No0.19 of 2014 Federal Law for Private Education, Student will be not renewed
for the next academic year according to the decision of the school principal and ADEK approval, and
parents should aware of the following cases:
% Unexcused Absence for ten (10) consecutive days or fifteen (15) non-consecutive:

A. First warning letter if a student is absent for 3 consecutive days.

B. Second warning letter will be issued after further 3 days of absence.

C. If this followed by an additional 3 days of Absence then the final warning letter will be

issued, including a notice of non-renewal of Registration for the following Academic Year.
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Warning Letters Templates & Undertaking for Unexcused

Lateness
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Student Unexcused Lateness — First Official Warning Letter

Greetings,
Please find below the First Warning Letter with regards to U
(Insert date) 2017
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nexcused Lateness:

Student ID

Name

Grade/Section

We would like to inform you that this letter is issued in
regards to your child’s Unexcused Lateness.
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e

Please note that your child was late without excuse on
the following dates

In accordance with ADEK policy, students are expected
to arrive punctually every day, attend morning
assembly, and attend classes on time. This is to ensure
students understand the curriculum and subjects being
taught.

In accordance with school policy Kindly consider this as
a First Official Warning letter

If there is no improvement in your child’s punctuality,
the school will be obliged to take further action.

We regret the need for this letter and would request
that you take immediate action so that the student is not
suspended, an action that would cause him/her some
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distress.
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Yours sincerely,

Parent Undertaking Letter gV sl dgas

Unexcused Absence & Lateness L . .
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Unexcused Absences and Unexcused Lateness.
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( ).

Parent/Guardian NamE: ... (s2s) | 3 g o

DAL ot e e e TSLL

SIBNATUTE.! .ottt e e fotel
ADNOC SCHOOLS &g al yujla_o
PO.Box: | 14124 114124 w0
Abu Dhabi - UALE. 62110l dypcll il jlo Ul Guhg I
Website: www.adnoc.sch.ae www.adnoc.sch.ae 948U €8g.0J1

Sas Al Nakhl / JAUI ol : (+971 2) 5992000 Madinat Zayed /Jljdisao : (+971 2) 4964500 Ruwais / gl : (+971 2) 4964000 Ghayathi / Jilut : (+971 2) 4964400



ADNOC Schools
Attendance Policy

E3 g 31 uyl e
ADNOC SCHOOLS

Student Unexcused Lateness — Second Official Warning Letter

Greetings,

Please find below the Second Warning Letter with regards to Unexcused Lateness:

(Insert date) 20

DEAr MI. /IMIIS.eeiiieeeeeeeeeeeeeieeeeeereenesne s

Student ID

Name

Grade/Section

We would like to inform you that this letter is issued in
regards to your child’s Unexcused Lateness.
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Please note that your child was late without excuse on
the following dates

In accordance with ADEK policy, students are expected
to arrive punctually every day, attend morning
assembly, and attend classes on time. This is to ensure
students understand the curriculum and subjects being
taught.

In accordance with school policy, we are issuing this
Second warning letter, after our first warning letter
dated

If there is no improvement in your child’s punctuality,
the school will be obliged to take further action.

We regret the need for this letter and would request
that you take immediate action so that the student is not
suspended, an action that would cause him/her some
distress.
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Yours sincerely,
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Greetings,

Please find below the Third Warning Letter with regards to Unexcused Lateness:

(Insert date) 20

DEAr MI. /IMIIS.eovieeieeeeieeeeeeeseeeeeeeveesens

Student ID

Name

Grade/Section

We would like to inform you that this letter is issued in
regards to your child’s Unexcused Lateness.
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Please note that your child was absent without excuse
on the following dates:

In accordance with ADEK policy, students are expected
to arrive punctually every day, attend morning
assembly, and attend classes on time. This is to ensure
students understand the curriculum and subjects being
taught.

In accordance with school policy, we are issuing this
third warning letter, after issuing our first and second
warning letters dated and

respectively.

Your child’s registration will not be renewed for the
Academic Year ( ).We regret the need
for this letter.

b1 G e g Byl e Of FB 8 (Sl [ oSt 0L el (2
W

JS Byl ) S Nl 0 a5 (5 pallg ke 813 Al Ty
Cﬁj’\ &3 u‘ﬁ)'u‘ I§R> 9 c@\.,ﬁj\ )j.gLU\ I§R>9 ¢ Fwed| .LG}L\ ‘3 oy
o8 @ SR 5 el el Olewad elldy L 2us

5 s LY Of Eum (EIWN LYY Juo Wit Aoyl dsld Ty

9 @)L’U%\}Lﬂ)i»@dw\

s alall (&.u / PS.:.:\ Jores B3] 0 &f (,g.ew 359
Al odd byl el pe dams W) g ( )

Yours sincerely,
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Warning Letters Templates & Undertaking for Unexcused

Absence
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Greetings,
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Please find below the First Warning Letter with regards to Unexcused Absence:

(Insert date) 20

Dear Mr. /Mrs

Student ID

Name

Grade/Section

We would like to inform you that this letter is issued in
regards to your child’s Unexcused Absence.
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Please note that your child was absent without excuse
on the following dates

In accordance with By-Law No0.19 of 2014 Federal Law
for Private Education, we are issuing this first warning
letter.

If there is no improvement in your child’s attendance,
the school will be obliged to take further action.

We regret the need for this letter and would request
that you take immediate action so that the student is not
suspended, an action that would cause him/her some
distress.
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Yours sincerely,

ADNOC SCHOOLS
PO.Box: | 14124

Abu Dhabi - U.A.E.
Website: www.adnoc.sch.ae

Sas Al Nakhl / JAUI gulw  : (+971 2) 5992000

Madinat Zayed /2l jdiyan : (+971 2) 4964500

&Egaal yujla_o

114124 0o

danioll &yl wiljloll gl
www.adnoc.sch.ae 948U €8g.0J1

Ruwais / gl : (+971 2) 4964000

Ghayathi / U : (+971 2) 4964400



ADNOC Schools
Attendance Policy

Parent Undertaking Letter
Unexcused Absence & Lateness

agree to support my child

And to follow the school’s policy regarding

Unexcused Absences and Unexcused Lateness.

We “the parents” fully understand that if our child
does not comply with school’s Behavioral Standards,
including attendance and punctuality, he/she will

not be re-registered for the Academic Year

—

Parent/Guardian Name: ......oveveeeeveeereee e eseeneens
Date: i e e
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Student Unexcused Absence — Second Official Warning Letter

Greetings,
Please find below the Second Warning Letter with regards to Unexcused Absence:
(Insert date) 20

DEAr MI. /IMIIS.eeiiieeeeeeeeeeeeeieeeeeereenesne s

Student ID
Name
Grade/Section

We would like to inform you that this letter is issued in | o &/l Clas slas @y Bl Ji oda bl ¢ al (Sadlet 358

regards to your child’s Unexcused Absence.

Ly

Please note that your child was absent without excuse
on the following dates
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In accordance with By-Law No0.19 of 2014 Federal Law
for Private Education, we are issuing this Second
warning letter, after our first warning letter dated
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If there is no improvement in your child’s attendance,
the school will be obliged to take further action.

Bl 098 (s lghly oSatl [0Sl a1l 3 ot s Sa oSS 4131
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We regret the need for this letter and would request
that you take immediate action so that the student is not
suspended, an action that would cause him/her some
distress.
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Yours sincerely,
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Student Unexcused Absence — Third Official Warning Letter

Greetings,

Please find below the Third Warning Letter with regards to Unexcused Absence:

(Insert date) 20

DEAr MI. /IMIIS.eovieeieeeeieeeeeeeseeeeeeeveesens

Student ID

Name

Grade/Section

We would like to inform you that this letter is issued in
regards to your child’s Unexcused Absence.
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Please note that your child was absent without excuse
on the following dates

In accordance with By-Law No0.19 of 2014 Federal Law
for Private Education, we are issuing this third warning
letter, after issuing our first and second warning letters
dated and respectively.

The above mentioned student’s registration will not be
renewed for the next Academic Year ( ).We
regret the need for this letter.
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Yours sincerely,
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