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EDISON DH STUDENT ATTENDANCE POLICY 2023 - 2024

“Every day counts”
1. Rationale:

Regular attendance is central to raising standards and attainment and helps to ensure that all pupils can fulfil their potential.
Hence, pupils need to attend school regularly to benefit from their education. Missing out on lessons leaves children vulnerable

to falling behind. Children with poor attendance tend to achieve less in both primary and secondary school.

2. Admission and Attendance Registers:

Edison International Academy has an admission register and an attendance register. All pupils, regardless of their age, are placed

on both registers.

a. Admission Register:

This contains the personal details of every pupil enrolled in Edison International Academy, along with the date of admission or

re-admission to the school, information regarding parents and details of the school last attended.

Expected First Day of Attendance:

Edison International Academy enters pupils on the admission register and attendance register from the beginning of the first day
on which it has been agreed, or been notified, that the pupil will attend the school. For most pupils the expected first day of
attendance is the first day of the academic year. If a pupil fails to attend on the agreed or notified date, Edison International

Academy is liable to establish the reason for the absence and mark the attendance register accordingly.

Deletions from the Admission Register:

Edison International Academy reserves the right to delete a pupil from the admission register (i.e. for non-payment of school

fees), but not before the school has given timely notice to the parents and the Supreme Council of Education.

Preservation of the Admission Register and Attendance Register:

Every entry in the admission register and attendance register must be preserved for a period of three years after the date on

which the entry was made.

b. Attendance Register: Attendance registers are relevant to all pupils enrolled at Edison International Academy.

For safeguarding and educational reasons, schools must follow up on all unexplained and unexpected absences in a timely
manner. The Qatar MoE expects that unexplained absences are checked up on every day. At Edison DH there is a clear
procedure outlining the process and timeline it uses to follow to up on these unexplained and unexpected absences. Edison

DH School also has in place a procedure for following up on students who are regularly late.
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3. Edison International Academy School Procedure

Class Teachers are responsible for completing attendance registers at the start of the day before lesson 1 starts and again during

the first period.

The names and details of pupils who join or leave the school will be included or deleted from the Attendance Register (as well as

the Admission Register).
The school reports the following attendance issues to the Supreme Education Council:

e 20 days of unauthorized absence

e Deletion from the school register when the next school is not known.

Each attendance register will include the following information:

e details of the pupil's class

e whether a pupil is present, or absent or late on any given day

Information about authorized or unauthorized absence will be found in correspondence between home and school, this will

be kept in each student's correspondence file/or electronically.

As per statement issued by the Ministry of Education and Higher Education (MOEHE), students must meet the
following requirements:

a. ALL Students must participate in the School Learning Programme; that includes doing classwork, homework,
projects, quizzes and formal assessments. It is mandatory for all students to attend school daily. The school
is obliged to send attendance sheets to the MOEHE daily.

Furthermore, students MUST have 85% attendance for the academic year, to pass the year. Failure to comply to the
attendance requirement, will result in an automatic FAIL. Please do not keep students at home unnecessarily,
however, if the student is not feeling well and has a fever it is advisable to keep the student at home. Students must
also achieve a minimum of 50% in addition to the attendance requirement in all subjects to pass the year.

b. Students MUST sit their school internal and/or external assessments ON school premises in their
dedicated classrooms. The MOEHE has stipulated that no exceptions can be made in the matter, and no
online assessments can be completed from home. The formal assessment schedule will be shared with you
in a timely manner and students will have to attend all assessments in school.

Electronic registration:

e The register will be automatically backed up and a printed version will be available throughout the year.
e There will be provision for the register to be stored for at least 3 years.
e If corrections are made to the register provision to show the correction and the original will be made through

comparison with the electronic version and the printed copy.
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The School Principal, together with the School Secretary is responsible for collecting the registers after each school day’s
registration and for following up on any issues that require following up with either pupils’ parents and/or with the Supreme

Education Council. Any such correspondence must be in written form, and a copy of which placed in the student’s file.

The class teacher and the Administration officer will be responsible for noting when students have unexplained or unauthorized
absences. When this reaches the period as noted on each school’s procedure, the Administration office will follow up by
contacting the parents/caregivers for an explanation. (Parents / guardians will be called for an explanation after 3 days of
absence and no excuse received. Any ongoing issues that arise will be addressed with either the student’s parents and/or with
the Supreme Education Council. Any Phone calls will be recorded in the parent phone log, and any correspondence in written
form, will be placed in the pupil file. Information gained through phone calls or digital will also be noted in a written form and

filed in the student’s file.

Attendance Register Entries:

Each school will have a written procedure stating how to use and advising how entries will be made on the digital register
used by that school.

e All entries to attendance registers must be made daily on a hard copy and on the school portal (Digital Campus).

e Attendance registers must show original and amended entries.

e Any amendment must be accompanied by the name and title of the person making the amendment and the date on

which the amendment was made.

The wording below explains the codes used in the attendance registers and gives clear instructions to form tutors on how to

maintain their attendance register. A copy of this wording is affixed to the inside front cover of each form attendance register.

Edison International Academy Attendance Register Codes:

1. Pupils present should be marked with a tick

2. Pupils absent should be marked with an “a”.

3. Inthe case of an approved absence the following code letter should be added to the register:
T Travel arrangements with permission granted
M Medical/dental appointment

O Other circumstances (to be specified as a footnote)

1. All absences should be explained by a letter from the parent(s). Letters should be sent in the register to the office.
Letters will be kept in the teacher’s admin file. Attendance totals should be completed daily

2. The administration assistant will follow up with the parents and will do the following:

e  ascertain the reason
e  ensure the proper safeguarding action is taken
¢ identify whether the absence is approved or not

e inform the class teacher of reasons given by the parent / guardian
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3. The register is an important legal document, and the records are open to inspection by the appropriate authorities

4. Minimum Attendance for Students:

For all pupils to pass one academic year, Edison International Academy stipulates a minimum attendance of 85% throughout the
three terms (see also Pass/Fail Policy).

5. Review:
This policy is subject to an annual review.

Reviewed March, 2022
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