
 

Attendance and 
Punctuality Policy 

 
 
 
 
 
 
 
 
 

UPDATED BY LAST PUBLISH DATE NEXT REVIEW 
Head of Inclusion, 

Wellbeing and 
Safeguarding 

April 2026 Yearly 

 
 

 

 



Ethos 
At Al Maharat Private School, we are committed to promoting excellent attendance and punctuality as 
essential foundations for learning, wellbeing, belonging, and safeguarding. We want every learner to attend 
regularly, arrive on time, and participate fully in school life. This policy reflects a whole-school approach and 
should be read alongside the Behaviour Policy, Student Protection / Safeguarding Policy, Health and Safety 
Policy, and relevant ADEK guidance. 
APS therefore sets clear expectations, works in partnership with families, and responds early and 
proportionately where concerns arise. Attendance concerns may, where necessary, be managed as 
safeguarding matters in line with ADEK expectations and the Student Protection / Safeguarding Policy. 

 

Attendance Expectations 
Attendance at school every day, and on time, is expected of all learners unless there is a valid reason for 
absence. Learners are expected to attend on the days immediately before and after weekends, holidays, 
and school breaks. Discretionary travel or extended holidays outside approved holiday dates are not 
authorised. 
Parents are strongly encouraged to arrange medical, dental, and other appointments outside school hours 
wherever possible.  

 
Arrival and Departure 
Beginning of the day 

Time Activity 
7:00am Students can enter through front entrance and wait in reception – supervised by parents only. They 

must still walk round to Gate 3 at 7:15am. Staff children go to library 
7:15am Gate 3 opens for drop off. Buses start arriving and all students (including those in the library) go to 

homerooms – homeroom teachers MUST be in their rooms.  Students entering front entrance directed 
to gate 3. 

7:25am Gate 3 closes. Students directed to reception. 
7:40am National Anthem Plays – students to stand, facing the flag being displayed. 

Registers are sent on Orison by homeroom teachers with students marked either Present or 
Unauthorised Absence. 

7:41am Students are now late and must not enter the school without a parent/carer.  Late slip completed by 
reception and signed by the parent/carer with reason for absence. Receptionist records the late on 
Orison.  Any student who arrives at their lesson after 7:40am without a late slip must be sent back to 
reception. 

7:45 – 
10am 

Receptionist checks that all registers have been completed accurately. 

10am Absence email sent to all parents of students not in school. 
 

If parents send emails or messages regarding absences through any other source, they should be forwarded to 

absence@almaharatschools.com 

End of the day - Monday to Thursday 

Time Activity 
12:35pm FS1 and FS2 Teaching Assistants bring their bus students to the green area and put them in the right 

bus groups. 

mailto:absence@almaharatschools.com


12:40pm Gate 3 opens for parent collection of FS1 and FS2 students. 
12:50pm Gate 3 closes. Remaining students brought together in one classroom for late pick up.  Younger 

siblings go to the sibling club. 
12:55pm FS1 and FS2 pick up is late – parents must enter through reception to collect their children and sign 

the late book which asks for reason for lateness. 
2:25pm Yr1-3 Teaching Assistants take their students to the gym and line them up in the right bus lines. 
2:30pm All Yr4 – Yr10 bus students make their way to the gym.  

Gate 3 opens. Yr5 – Yr10 own transport students are accompanied to their pick up points. 
On Tuesdays and Thursdays Year 1 – 4 ECA students are collected and taken to the canteen. 
Year 5 – 10 ECA students go directly to the canteen. 

2:40pm Gate 3 closes. Remaining students taken to reception where receptionist/supervisors will call home. 
Staff children directed to library. 

2:45pm Pick up is late – parents must enter the school to collect their children and sign the late book which 
asks for reason for lateness. 

3:25pm ECA students make their way to the gym. The fire exit is opened for parent collection.  
3:30pm Fire exit closed for ECA parent pick up. 
3:35pm ECA pick up is late, ECA coordinator to call home - parents must enter the school to collect their 

children from reception and sign the late book which asks for reason for lateness. 
 

N.B For Fridays all students leave at 11:20am with the same procedures 

 

Reporting Absence 
Parents should notify the school of any absence as early as possible, ideally in advance or on the first day 
of absence, using absence@almaharatschools.com. Daily absence notifications will be issued through the 
school’s systems. Notification from a parent does not automatically mean that an absence will be 
authorised; the school will determine how absence is recorded. 

 

Authorised and Unauthorised Absence 
Authorised absence may include: 
●​ medical reasons, including illness or appointments 
●​ family bereavement or emergency 
●​ recognised religious observance 
●​ official government appointments or mandatory attendance before an official body 
●​ approved participation in official events, competitions, sports, or educational activities 
●​ serious personal or family circumstances considered on a case-by-case basis 
●​ essential urgent family travel where deemed necessary and appropriately supported 
 
Absence immediately before or after school holidays is closely monitored and may be recorded as 
unauthorised where there is no valid justification or supporting information. 

 

Roles and Responsibilities 
Attendance is a shared responsibility between the school, parents, and learners. 



●​ The Senior Leadership Team is responsible for ensuring this policy is implemented consistently, 
monitoring attendance patterns, overseeing intervention, and meeting ADEK reporting expectations. 

●​ All staff are responsible for promoting good attendance and punctuality, recording attendance 
accurately, and reporting concerns through the appropriate pastoral and safeguarding channels. 

●​ Inclusion, pastoral, and safeguarding staff provide additional support where barriers to attendance are 
identified and will escalate concerns where patterns indicate vulnerability or risk. 

●​ Parents are responsible for ensuring that their child attends regularly, arrives on time, and engages 
constructively with the school where concerns arise. 

●​ Learners are expected to attend regularly, arrive punctually, and seek support from a trusted adult if 
anything is affecting attendance or punctuality. 

 

Attendance Monitoring 
APS actively promotes and celebrates strong attendance. Attendance is reviewed regularly by school 
leaders and may be recognised through weekly class-based celebration. Attendance percentages, including 
authorised absence, may also be reflected in school reporting so that families have a clear record of time 
missed. 
Attendance is monitored across the academic year using the following benchmarks: 
●​ Outstanding: 98% and above 
●​ Very Good: 96% - 97.9% 
●​ Concern: 90% - 94.9% 
●​ Serious Concern: Below 90% 
 
In addition, absence above 5% of calendar school days is treated as a cause for concern for learners in 
Year 2 and above. For learners in FS1 to Year 1, absence above 10% is treated as a cause for concern. All 
school days form part of the attendance record and will be monitored accordingly. 

 

Response to Attendance Concerns 
APS is committed to identifying concerns early and responding in a way that is supportive, proportionate, 
and safeguarding-aware. Where patterns of absence begin to emerge, the school may review attendance 
data, contact parents, clarify barriers, increase monitoring, and put in place pastoral or inclusion support. 
Where a learner is absent for three days without approval, the family will be contacted by the class teacher. 
If absence continues for one week without approval, the concern may be escalated as a child protection / 
safeguarding matter. At this stage, the school social worker will be informed, the learner may be added to 
the internal Cause for Concern list, and parents may be required to acknowledge the concern formally. 
Where concerns persist despite support, the school may seek further guidance from ADEK. If attendance 
patterns suggest neglect, welfare concern, or risk to the learner, the matter will be managed in line with 
safeguarding procedures. 

 

Punctuality and Late Arrival 
Punctuality is an important part of readiness to learn and helps learners begin the day calmly and 
successfully. Learners are expected to arrive in line with published school timings. Gate 3 closes in 
accordance with the morning drop-off schedule, and learners who are not present and registered by 
7:40am are recorded as late. 



Late arrival is managed through reception so that attendance remains accurate and any pattern of concern 
can be monitored. Repeated lateness will be followed up with parents and may lead to pastoral or 
safeguarding review where there is limited improvement or where learning is being missed. 

 

Early Departure from School 
Learners are expected to remain in school for the full school day unless an early departure has been 
approved. Repeated early collection disrupts learning and should be avoided wherever possible. 
Early pick-up is not permitted during the final 30 minutes of the school day except in exceptional 
circumstances approved by the school: 2:00pm to 2:30pm Monday to Thursday, and 11:20am to 11:50am 
on Friday. Approved early departures will be recorded through school procedures, and repeated early 
departure will be monitored and addressed. 

 

Safeguarding Considerations 
Attendance is a safeguarding matter as well as an educational one. Unexplained absence, persistent 
non-attendance, repeated lateness, or sudden changes in attendance pattern may indicate that a learner 
requires additional support or that there are wider concerns affecting the child or family. 
●​ Attendance concerns may be escalated through safeguarding procedures where appropriate. 
●​ Information will be shared on a need-to-know basis only. 
●​ The safety, dignity, and best interests of the learner will remain central to decision-making. 
●​ Confidentiality cannot be guaranteed where there is a risk of harm. 

 

Recording and Documentation 
All attendance, absence, lateness, follow-up actions, and relevant communication must be recorded 
accurately through the school’s systems - attendance is recorded on Orison, and concerns are recorded 
and followed up using both CPOMs and the cause for concern list. Records will be reviewed regularly to 
identify patterns, support timely intervention, maintain safeguarding oversight, and meet legal and regulatory 
expectations. Documentation will be stored securely and handled professionally in line with school 
procedures. 

 

Communication with Parents 
Communication with parents will be timely, professional, and respectful. APS values partnership with 
families and seeks to resolve attendance concerns through early dialogue, clear expectations, and 
consistent follow-up. Parents are expected to engage constructively with the school where attendance 
concerns are raised. 

 

Review 
This policy will be reviewed annually and updated in line with ADEK requirements, UAE expectations, and 
school practice where necessary. 

 



Related UAE / ADEK Reference Framework 
●​ ADEK Student Protection Policy 
●​ ADEK Safeguarding Policy 
●​ ADEK Wellbeing Policy 
●​ ADEK Student Behaviour Policy 
●​ Applicable UAE and ADEK attendance requirements, including relevant expectations under Federal Law 

Articles 47 and 48 
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