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Ajyal Al Falah Parent Attendance Guide
Academic Year 2025-2026
In Alignment with ADEK Attendance and Student Protection Requirements

1. Introduction
Ajyal Al Falah School is committed to ensuring regular student attendance, punctuality,
safeguarding, and continuous student engagement in both face-to-face and distance learning
environments.
In alignment with ADEK Student Administrative Affairs Policy and Student Protection
requirements, the school implements structured attendance monitoring and follow-up
procedures to ensure that all student absences are properly monitored, documented,
communicated, reviewed, and escalated when required.
This guide applies to:

e Face-to-face learning

e Distance learning

e Hybrid learning

o All students from Pre-KG to Grade 12

2. Attendance Definitions
Authorized Absence (AA)
An Authorized Absence (AA) is an absence accepted and approved by the school in accordance
with ADEK requirements and supported by valid documentation.
Examples include:
e Parent sick note (up to 3 consecutive days)
e Medical certificate
e Medical appointments
e Bereavement
e Approved official matters
e Approved school activities
e Government-approved closures
Important ADEK Requirements
e Parent sick notes are accepted for a maximum of 3 consecutive days.
e A medical certificate is required from the 4th consecutive day.
e Schools may approve up to 12 annual iliness days using parent notes only.

Unauthorized Absence (UA)
An Unauthorized Absence (UA) is any absence not approved by the school or not supported by
valid documentation within the required timeframe.
Examples include:
e No parent response
e Failure to submit medical documents
e Unapproved travel
e Repeated unexplained absences
e Failure to attend school or online classes without notification
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Repeated UA cases may result in:
e Attendance intervention procedures
e Parent meetings
e Warning letters
e Educational risk monitoring
e CPCreferral
e Further escalation in line with ADEK requirements

3. Attendance Concern Thresholds (ADEK Guidance)
In accordance with ADEK attendance expectations and the approved school calendar:

e KG students exceeding 10% absence (18 days) become attendance concern cases.

e Grades 1-12 students exceeding 5% absence (9 days) become attendance concern cases.
Attendance concerns include both:

e Authorized Absence (AA)

e Unauthorized Absence (UA)
Students exceeding these thresholds may be identified as:

e Students at Educational Risk

e Attendance Concern Cases
In line with ADEK guidance, students identified as attendance concern cases, especially in cases
involving:

e repeated unauthorized absences,

e repeated parent non-cooperation,

e suspected neglect,

o safeguarding or wellbeing concerns,
may be referred to the Child Protection Coordinator (CPC) for further review, intervention, and
safeguarding follow-up.
The school reserves the right to initiate intervention and safeguarding procedures before
reaching these thresholds where serious attendance or wellbeing concerns exist.

4. Attendance Follow-Up and Escalation Procedures
The school follows structured attendance follow-up procedures to support students and families.
Step 1 — Initial Attendance Notification
If a student is absent without prior notification:

e The absence will initially be recorded as Unauthorized Absence (UA).

e An official attendance email/message will be sent to the parent.

e Parents are requested to provide justification and supporting documents.
If valid documentation is submitted and approved, the absence may later be updated to
Authorized Absence (AA).

Step 2 — Attendance Officer and Supervisor Follow-Up
If no parent response is received:
¢ The Attendance Officer and Supervisor shall:
o Contact the parent by phone
o Follow up regarding absence or lateness
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o Document all communication attempts
o Review repeated attendance concerns
The school shall maintain all communication records for attendance monitoring purposes.

Step 3 — Escalation to Head of Department (HOD)
If:
e The student continues to be absent, or
e Parents fail to cooperate with school communication and attendance procedures,
the case may be forwarded to the Head of Department (HOD).
The HOD may:
e Review the attendance concern
¢ Conduct additional parent follow-up
e Arrange parent meetings
e Monitor attendance improvement procedures

Step 4 — First Attendance Warning Letter and Attendance Undertaking
Continued attendance concerns may result in:
e Referral to the School Counselor / Social Worker
e Issuing a formal First Attendance Warning Letter
e Requesting parents to sign an Attendance Undertaking Form
If parents fail to attend requested meetings:
e Official communication and follow-up procedures shall continue and be documented by
the school.
Students with repeated absences may be identified as students at educational risk in line with
ADEK requirements.

Step 5 — Referral to Child Protection Coordinator (CPC)
Cases may be referred to the Child Protection Coordinator (CPC) when:
e Attendance concern thresholds are exceeded
e Repeated unauthorized absences continue
e Parent cooperation remains limited
o Parents repeatedly keep students absent
o Safeguarding, welfare, neglect, or wellbeing concerns are identified
e Attendance concerns continue despite intervention procedures
The CPC may conduct:
Safeguarding review
Additional intervention procedures
Parent meetings
Case monitoring and documentation

Step 6 — Second Attendance Warning Letter and Further Escalation
If attendance concerns continue despite:

e attendance intervention procedures,

e warning procedures,

-_—
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parent meetings,
attendance undertakings,
and CPC intervention,

the school may:

Issue a formal Second Attendance Warning Letter
Continue attendance monitoring and intervention
Escalate the case further in line with ADEK safeguarding and attendance requirements

Where necessary, supporting case documentation may be uploaded to eSIS and referred to ADEK
in accordance with ADEK requirements.

5. Punctuality and Late Arrival Procedures

Students are expected to arrive at school on time daily.
School gates close at 8:00 a.m.
Students arriving after 8:00 a.m. must enter through reception only.
Reception staff shall issue a Late Pass for all late students.
Students are not permitted to enter classrooms without a Late Pass.
Teachers are not permitted to accept students into classrooms without an official Late
Pass.
Students arriving after 9:00 a.m. require School Administration approval before entering
classes.
Parents may be contacted regarding repeated lateness.
Repeated lateness may result in:
o attendance intervention procedures,
meetings,
warning procedures,
supervised detention procedures,
safeguarding review,
and further escalation procedures.

o O O O O

6. Distance Learning Attendance
During distance learning periods:

Students are expected to attend scheduled online learning sessions.

Attendance during online learning is monitored similarly to face-to-face attendance.
Students must participate actively and complete assigned work and assessments.
Parents are expected to support student attendance and engagement during online
learning periods.

7. Parents / Guardians Responsibilities
Parents / Guardians are expected to:

Ensure their child attends school regularly, arrives on time daily, and follows the school
attendance requirements.

Inform the school promptly regarding student absences, lateness, medical conditions, or
emergency situations affecting attendance.
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e Submit all required supporting documents, medical certificates, sick notes, or official
explanations within the required timeframe in accordance with ADEK requirements.

e Respond to school communication, emails, phone calls, attendance follow-up procedures,
and meeting requests in a timely manner.

e Cooperate fully with the Attendance Officer, Supervisors, HODs, Counselor, Social
Worker, CPC, and school leadership regarding attendance concerns and intervention
procedures.

o Attend requested meetings regarding student attendance, punctuality, wellbeing,
safeguarding, or educational concerns.

¢ Sign attendance-related warning letters, undertaking forms, or attendance intervention
documents when required.

e Monitor their child’s attendance, punctuality, academic progress, and engagement
regularly.

e Ensure their child attends online learning sessions during distance learning periods and
follows school attendance expectations.

¢ Inform the school in advance regarding approved absences or exceptional circumstances
whenever possible.

e Support school attendance improvement plans and intervention procedures
implemented for their child.

e Ensure their child follows school entry, lateness, and attendance procedures.

e Understand that repeated unauthorized absences, repeated lateness, lack of
cooperation, or safeguarding concerns may result in:

o Attendance intervention procedures

Warning letters

Educational risk identification

CPC referral

Further escalation in line with ADEK requirements and school safeguarding

procedures

O O O O

8. Student Responsibilities
Students are expected to:
e Attend school regularly and arrive on time daily.
o Attend all scheduled classes, lessons, assessments, and school activities unless officially
excused.
o Follow all school attendance, punctuality, and late arrival procedures.
e Report directly to reception if arriving after the school gates close at 8:00 a.m.
¢ Obtain and present an official Late Pass before entering the classroom when arriving late.
e Follow reception, supervisor, teacher, and school leadership instructions regarding
attendance and punctuality procedures.
o Attend online classes and participate actively during distance learning periods in
accordance with school requirements.
e Submit missed classwork, assignments, or assessments following absences in
coordination with teachers.

-_—
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e Inform parents/guardians and the school regarding any difficulties affecting attendance,
punctuality, wellbeing, or learning.

o Cooperate with attendance intervention procedures, meetings, counseling sessions, and
school support plans when required.

e Maintain respectful and responsible behavior during attendance follow-up and
intervention procedures.

e Understand that repeated unauthorized absences, repeated lateness, or failure to comply
with attendance procedures may result in:

Parent meetings

Attendance warning procedures

Attendance intervention plans

Educational risk identification

CPC referral

Further action in line with school and ADEK requirements

o O O O O O

9. Safeguarding and Student Wellbeing

Ajyal Al Falah School places student safeguarding, wellbeing, and educational continuity at the
center of all attendance procedures.

Repeated absences, repeated lateness, parent non-cooperation, or concerns related to student
welfare may require safeguarding review and intervention procedures in line with ADEK Student
Protection requirements.

10. Parent Acknowledgment
Parents and guardians are requested to:
e Read this guide carefully
e Cooperate fully with school attendance procedures
e Maintain regular communication with the school
e Support their child’s attendance, punctuality, wellbeing, and learning continuity
Regular attendance and strong parent-school cooperation play an essential role in student
success, wellbeing, safeguarding, and academic progress.
Thank you for your continued cooperation and support.

11. References
This guide is implemented in accordance with:
e ADEK Student Administrative Affairs Policy
e ADEK Student Protection Policy
e ADEK Educational Risk Policy
e ADEK Wellbeing Policy
e ADEK School Safeguarding Requirements
o Ajyal Al Falah Attendance Follow-Up Protocol
o Ajyal Al Falah Child Protection Policy
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