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Attendance Policy
Attendance, absence and punctuality for every WIS student
	Policy code
	SLW01
	Version
	2.1

	Applies to
	All students, Pre-KG to Grade 12; parents; all staff
	Date reviewed
	26 October 2026

	Regulatory basis
	ADEK Student Administrative Affairs Policy v1.2 (September 2025), section 2.1 and 2.2; ADEK Educational Risk Policy; ADEK Student Protection Policy v1.1; ADEK Student Behavior Policy v1.3 (4.2). BSO framework: attendance and punctuality.
	Next review
	October 2027, or earlier on any ADEK change

	SLT lead
	Vice Principal
	Approved by
	Senior Leadership Team (SLT)



	AT A GLANCE
▪  Registration is 7:45 to 8:00. Anyone arriving after 8:00 is recorded as late and signs in at reception.
▪  Parents tell the school before 8:30 on the first day of any absence. Unreported absence is followed up within 2 hours of the register closing.
▪  More than 5% absence (9 days; 10% in KG) is a cause for concern, and parents are met.
▪  Sick notes: a parent note for up to 3 days; from the 4th day, a certificate from a DoH-licensed doctor within 24 hours.
▪  Attendance goes to ADEK every day through eSIS. Absence that suggests neglect is a protection concern (HB03).
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DOCUMENT CONTROL
	Version
	Date
	Summary of change
	Status

	2.1
	26 Oct 2026
	Role titles made consistent: Headteacher replaced with Head of Primary and Head of Secondary.
	Approved by SLT

	2.0
	19 Oct 2026
	Rebuilt in the WIS house style and checked against ADEK Student Administrative Affairs Policy v1.2. ADEC references removed. Expulsion for 10 days’ unexcused absence removed: it is not in ADEK policy. Added the 5% and 10% thresholds, the authorised-absence list, sick-note rules, the 2-hour follow-up, late passes, daily eSIS reporting and the protection link. Registration times corrected to 7:45 to 8:00.
	Superseded by v2.1



1. Purpose
Students learn best when they are in school, on time, every day. This policy explains what WIS expects of students and parents, what the school does when a student is absent or late, and how it reports to ADEK. ADEK requires every school to publish its attendance policy on its website, and WIS does so.
2. The school day
	Item
	Rule

	Registration
	Registration is 7:45 to 8:00. Students are in class and registered by 8:00. The UAE national anthem is sung at the start of the day.

	Registers
	Class teachers take the register on Orison for the morning and afternoon sessions. Subject teachers register individual lessons.

	Late arrival
	The gates do not lock. A student arriving after 8:00 enters through reception, signs in and is given a late pass. The student is recorded as late on Orison.

	Departure
	Early departure is agreed in advance with reception, and the parent or an authorised adult signs the student out.

	Cycle 3 students (Grade 9 to 12)
	Because Cycle 3 students may arrive and leave on their own, the school records their arrival and departure and tells their parents. For younger students, the school does this on a parent’s request (ADEK 2.1.1(1)(b)).



3. What WIS expects
	Who
	Expectation

	Students
	Attend every day and arrive on time, in uniform and with what they need.
Complete the work they missed, for any absence, authorised or not.

	Parents
	Tell the school before 8:30 on the first day of any absence, with the reason.
Keep contact details, including an emergency number, up to date.
Book medical and dental appointments outside school hours where they can.
Tell the school in advance about planned travel. Family holidays in term time are unauthorised absence.
Come to meetings when attendance or punctuality is a concern.

	The school
	Takes the register accurately and promptly.
Follows up every unreported absence.
Recognises good attendance.
Deals with each family’s difficulties discreetly.
Reports attendance to ADEK.



4. Absence
4.1 Authorised absence
ADEK (2.1.1(3)) treats these as authorised, with the right documents:
Illness (see section 4.3).
Bereavement of a first- or second-degree relative.
A medical appointment booked in advance.
Official community tasks or a mandatory official appearance.
Essential, urgent family travel.
Approved events, and work in the entertainment industry.
Non-public religious holidays.
Examination leave and study leave, up to 4 weeks, for board and pre-collegiate exams.
Medical or therapeutic leave for a student with additional needs.
Closures that the government approves, for example for weather.
For every authorised absence, the school tells the student what work to catch up on and lets them finish missed assignments and tests.
4.2 Unauthorised absence
Any absence without an accepted reason or the documents in section 4.1 is unauthorised. This includes family holidays in term time, staying at home without telling the school, non-urgent medical visits in school time and shopping trips. Travel just before or after a school break is checked closely. The Head of Primary or Head of Secondary decides in each case whether the reason is accepted, and records the decision.
4.3 Illness and medical notes
	Length of absence
	What parents provide

	Up to 3 consecutive days
	A parent-written note for each day. Without it, the absence is recorded as unauthorised.

	From the 4th consecutive day (weekends count)
	A sick leave certificate from a Department of Health-licensed doctor, handed in within 24 hours of the consultation. Without it, the absence is recorded as unauthorised.

	Up to 12 school days in a year
	Medical absence of up to 12 days in a year is authorised without a doctor’s certificate.

	A chronic condition needing more than 12 days
	Parents provide reports from a DoH-licensed doctor or the health authority. The Principal decides each case, with the school nurse and the Head of Inclusion.



Students stay at home when they have an infectious illness. Students with additional learning needs follow the same attendance rules, and the school allows medical or therapeutic leave (ADEK 2.1.1(1)(e)).
5. When a student is absent
1.	The class teacher records the absence on Orison at registration.
2.	An SMS goes to the parents if the student is not in school 30 minutes after registration closes.
3.	If there is no explanation, a Social Worker phones the parent. This must happen within 2 hours of the register closing (ADEK 2.1.1(1)(a)). If the parent cannot be reached, the school emails them and tries the emergency contact.
4.	The parent’s reason and any documents are filed. The absence is marked authorised or unauthorised under section 4.
5.	If a student has not arrived and nobody can be reached, the Vice Principal decides on the next step. If a child may be at risk, follow HB03, and for a child who goes missing on the way to school or from the site, follow CPS01.
6. Concerns about attendance
	Trigger
	Action

	Grade 1 to Grade 12 (Year 2 to 13): absence above 5% (about 9 days in a year), authorised and unauthorised together
	Cause for concern. The Social Worker and the Head of Year meet the parents. They agree a plan, and the Head of Primary or Head of Secondary decides whether the student is classified as at educational risk (ADEK Educational Risk Policy).

	KG and FS (Pre-KG to KG2): absence above 10% (about 18 days)
	The class teacher and the Social Worker talk to the parents about the effect on learning and progress.

	A pattern of unexplained or unauthorised absence, or repeated lateness
	The Social Worker contacts the parent, an attendance meeting is held and the plan is recorded. Repeated late arrival without an acceptable excuse is a Level 1 matter under SLW02.

	Absence that gives reasonable cause to suspect neglect, or any absence of a KG child that causes concern
	The Vice Principal, as Child Protection Coordinator, is told the same day. Follow HB03 and the 24-hour report to ADEK.

	Low attendance that affects progress
	The student may be added to the educational risk list, and an intervention plan is agreed with the parents. The student’s attendance is noted on their report.



WIS does not suspend or expel a student for absence. A student who continues to miss school is supported with the plan above.
7. Punctuality
A student who arrives after 8:00 signs in at reception and takes a late pass to class.
Lateness caused by bad weather or another exceptional reason that the school accepts is excused.
Class teachers record lateness on Orison. The Social Worker looks at lateness every month and contacts parents of students who are often late.
Repeated lateness without an acceptable excuse follows the Level 1 steps in SLW02 Behaviour Policy.
8. Recognising good attendance
Students with full attendance are celebrated with certificates and on the 100% attendance board. Recognition is for effort. Students who were away for a medical reason, or were genuinely unable to attend, are not singled out.
9. Records and reporting
Teachers record attendance daily on Orison. The school reports attendance to ADEK every day through eSIS (ADEK 2.1.2(d) and 2.2).
The register shows each student’s attendance, the reason for absence and the supporting document.
Records are kept as set out in FB07 Records Policy.
The school collects attendance data by year group and shares it with parents and the Board on request.
Attendance and punctuality information is held confidentially.
10. Roles
	Role
	Responsibility

	Principal
	Decides chronic-illness cases; reports to ADEK where it asks.

	Vice Principal (SLT lead)
	Owns this policy; receives the half-termly summary; decides on protection links (HB03).

	Head of Primary; Head of Secondary
	Monitor attendance in their phase; decide whether an absence is authorised and whether a student is at educational risk.

	Social Workers
	Follow up absence and lateness, hold parent meetings, keep attendance plans.

	Class teachers and form tutors
	Take registers on Orison; record lateness; pass concerns to the Social Worker.

	Reception
	Issues late passes, records early departures, logs calls.

	Parents
	Notify the school of absence, provide documents, attend meetings.



11. Monitoring and review
The Vice Principal receives a summary of attendance every half term and punctuality by year group, the students above the 5% and 10% levels, and the actions taken. The Board receives the figures each term. The policy is reviewed every year.
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