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AO07: PUPIL ATTENDANCE POLICY

Rationale:

Regular attendance is crucial for students’ academic success and overall
development. Consistent attendance not only fosters a sense of responsibility and
discipline but also ensures that students receive the full benefit of the educational
opportunities provided. Research indicates that students who attend school regularly
are more likely to achieve higher grades, develop essential social skills, and build a
positive attitude towards learning. Conversely, poor attendance can lead to gaps in
knowledge, lower academic performance, and disengagement from school life.

A clear and well-communicated attendance policy is essential to set expectations for
students, parents, and staff. It serves as a guide to ensure that everyone understands
the importance of regular attendance, the procedures for reporting absences, and the
consequences of excessive absenteeism. Additionally, the policy supports the school
in identifying and addressing potential issues that may be hindering a student's ability
to attend school regularly, such as health concerns, family circumstances, or
transportation issues.

Aims of the EIA — MK Attendance Policy

e Promote Regular Attendance: To encourage students to attend school
consistently by emphasizing the importance of regular attendance in academic
success and personal development.

e Set Clear Expectations: Clearly define attendance requirements, procedures
for reporting absences, and the roles and responsibilities of students, parents,
and staff in maintaining high attendance rates.

e Identify and Support At-Risk Students: Establish a system to monitor
attendance patterns, identify students with poor attendance, and provide
targeted support and interventions to address underlying issues.

e Foster a Positive School Culture: Create an environment where regular
attendance is valued and recognized, contributing to a culture of responsibility,
engagement, and mutual respect within the school community.

e Comply with Legal Requirements: Ensure the school meets all MOEHE legal
obligations related to attendance, including the recording and reporting of
attendance data and adherence to MOEHE guidelines.

e Engage Parents and Guardians: Strengthen communication with parents and
guardians regarding the importance of attendance, their role in supporting
regular attendance, and the resources available to assist them in overcoming
barriers to their child's attendance.
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e Minimize Absenteeism: Implement strategies to reduce unexcused absences
and lateness, thereby maximizing the time students spend in a structured
learning environment.

Admission and Attendance Registers:

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

Admission Register:

The admission register contains the personal details of every student enrolled in
Edison International Academy MK, to include 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 students on the admission register and
attendance register from the beginning of the first day on which it has agreed or been
notified, that the student will attend the school. For most students, the expected first
day of attendance is the first day of the academic year. If a student fails to attend on
the agreed or notified date, Edison International Academy is required to establish the
reason for the absence and mark the attendance register accordingly.

Blocks on the Admission Register:

Edison International Academy reserves the right to block 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. The information of the block status of a student on the
admission register is received by the MOEHE and all other schools.

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.

Attendance Register:

At EIA — MK, every student’s school attendances and absences are recorded in the in
the school attendance registers to safeguard the students from harm and to record
students school attendance. As per MOEHE guidelines, EIA — MK follows up on all
unexplained and unexpected absence in a timely manner. The MOEHE requires that
these absenses are checked up on and tracked every day at the earliest moment. EIA
— MK has in place a procedure outlining the process and timeline it uses to follow up
on these unexplained and unexpected absences and also has also in place a
procedure for following up on students who are regularly late or who leave early before
the end of the school day.
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Edison International Academy Attendance Register Procedure:

The daily attendance register will include the following information:
o Detalls of the pupil's class/level/teacher
o Whether a pupil is present, absent or late on any given day

All students are expected to arrive to school by 6.50am to attend the Whole
School Assembly that is conducted every morning (except in adverse weather
conditions) and to be ready for the first lesson period that begins at 7am.
The class teachers are responsible for completing attendance registers in the
first period between 7am — 7.10 am
At 7.10am the class register is collected by members of staff and submitted to
the Student Welfare Officer.
The Student Welfare Officer then records the student’s daily attendance or
absence on the MOEHE attendance system.
If a student arrives after 7.10 they must go to the Student Welfare Officer to
obtain a late attendance pass to give to the class teacher.
The class teacher is not permitted to accept the student into class after 7.10
without this pass.
The Student Welfare officer will publish an 'absent pupils' list and complete the
following:

o ascertain the reason

o ensure the proper safeguarding action is taken

o identify whether the absence is approved or not

Parents are required to notify the school if their child will be absent

Every morning that a student is tardy this could be registered on the MOEHE
system as absent and this cannot be reversed

The class teacher and the Student Welfare Officer will be responsible for noting
when students have unexplained or unauthorized absences whereby the
Principal is also informed.

Every morning the Student Welfare Officer is required to follow up with the
parents of an absent student to ascertain why they did not attend school.

If a student is tardy for 3 mornings, then they will be marked as 1 day absent in
the EIA — MK school system and the students parent will be called for a meeting
with the class teacher and the Principal to discuss the lessons or assessments
that the student has missed.

All phone calls to parents are documented and minutes and the information will
be relayed by email to the parents.

All correspondence will be recorded in the students file. Information gained
through phone calls or digital campus or emails will also be noted in a written
form and filed in the student’s file alongside email correspondence.

All significant ongoing absenteeism issues will be addressed with the student’s
parents in a meeting with the Principal and/or addressed with the MOEHE
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¢ In the event of a fire, the class teacher/staff member, will take the hardcopy of
the register with absences noted, to the assembly point.

e The register is an important legal document and the records are open to
inspection by the appropriate authorities

The MOEHE Record System

e All daily attendance and absence is required to be electronically recorded on
the MOEHE system

e 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).

e The Ministry is notified in the case of students who have a significant absences
rate and are in peril of failing due to having attendance of less than 85%

All Information about authorised or unauthorised absence and correspondence
between home and school, is to be kept in each student's correspondence file and a
copy is sent to the Principal.

Electronic registration:

e The register is automatically backed up.
e There is a provision for the register to be stored for at least 3 years.

Minimum Attendance for Students:

Edison International Academy MK adheres to the MOEHE requirements in order for a
student to graduate to the next academic year level by stipulating that a student must
attended a minimum of 85% of the teaching days throughout the three terms of
the current or pervious academic year (see also Pass/Fail Policy).

LATE ATTENDANCE and EARLY LEAVE PROCEDURES

At Edison International Academy Al Markhiya, we strive to mold our students into
responsible and successful global citizens.

In an attempt to reduce the number of students arriving late to school and leaving
early, EIA - MK records student tardiness and early leave. If a student is consistently
late or consistently leaving early the student parents will be called for a meeting about
the schools concerns for the impact on the students’ academic performance from
missing lessons. A meeting will be called with the parents to meet the class teacher
and the principal as soon as the student has incurred 3 late arrivals or 3 early leaves.
A meeting will also be called with the parents if a student has missed more than 1
week or 5 days in one academic year. Exceptions will be made for students on
academic leave and each case will be dealt with on a one by one basis.
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Late Attendance:

The expectation is for students to be at the school at 6.50 AM to attend the morning
assembly. During this time the Quran is recited followed by the National Anthem and
often school awards are presented.

To reduce the number of late arrivals and to minimize disruption to classroom learning
through the late arrivals, we deem it necessary to implement the following if a student
is late:

e The student who arrives late after 7.10 must go to reception to collect a “Late
slip “to be able to enter the classroom. They must provide a reason for their
lateness.

e The time that the student arrived is recorded in the administration late arrival
log book.

e Parents of student who are late 3 times are invited to a meeting with the
Principal as mentioned previously

Early Leave:

EIA — MK expects all our students to attend a full school day of six periods and two
break times. Should a student need to leave the school early for a particular reason
the following procedures must be adhered to:

e The person responsible to collect the student must sign in with security at the
gate with Qatar ID and phone number.

e The person responsible to collect the student must go to reception and produce
the Yellow student collection card and give it to the administration assistant.

e The administration assistant will complete the “early leave slip” with the reason
for the student departure.

e The administration assistant will call the teacher to prepare the student to leave
the classroom and a member of staff will collect the student.

e The student is brought to reception and will leave with the person responsible.

e If the person responsible is not known to reception or does not have the Yellow
student collection cards, then the parents will be called by the administration
assistant for confirmation.

As with incidents of tardiness, should a student request to leave early 3 times, a
meeting will be called by the Principal to discuss the schools concerns.

Extended Absence or Leave
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EIA MK expects all our student to complete one full year of study in order to pass up
to the next year level. Our school adheres to the MOEHE directive that states in order
for a student to pass their respective year they must pass all their exams and not
attend less than 85% of the full school days in a given academic year. As discussed
previously students who are absent for medical reasons must submit a medical
certificate and their situation with regards to attendance will be discuss on a one to
one basis.

In order to apply for permission for extended leave of absence, the following steps
need to be completed by the student parent or guardian prior to their leave

e Parent must complete and submit to the school the permission for leave of
absence form

e Evidence of reason for leaving must be provided i.e. medical report, fight ticket
etc.

e Approval for leave less than 5 days must be obtained from the Principal

e Absence of leave for more than 5 days will require approval from the MOEHE

e All online learning must also be approved by the MOEHE

This policy aims to support every student's right to education by promoting consistent
attendance and providing the necessary support to ensure all students can attend
school regularly and participate fully in the learning process.
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