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1. SCHOOL VISION 

 
Australian School of Abu Dhabi (ASAD) fosters globally minded graduates through inclusive education, 

nurturing a sense of belonging, understanding, and respect. We empower students with skills, empathy, and 

awareness to contribute locally and globally. 

2. SCHOOL MISSION 

 
Australian School of Abu Dhabi (ASAD) provides a diverse curriculum with global perspectives to all students. 

We foster inclusion, embrace diversity, promote understanding, and empower students to excel 

academically and socially. Our commitment to inclusivity ensures every student feels valued and supported. 

3. INTRODUCTION 

 
At the Australian School of Abu Dhabi (ASAD), we believe that consistent attendance and punctuality are 

fundamental to student success, wellbeing, and the fulfilment of our mission as an IB Continuum School. 

Regular participation in classroom learning and school activities ensures that students fully engage with the 

IB philosophy of inquiry, intercultural understanding, and holistic development, while also meeting the 

standards required by the Abu Dhabi Department of Education and Knowledge (ADEK). 

 

This Student Attendance and Punctuality Policy and Procedures reflect ASAD’s commitment to safeguarding 

every student’s right to learn, while fostering the values of responsibility, respect, resilience, and community 

partnership. We work closely with students and parents to promote high levels of attendance and 

punctuality, recognising these as indicators of commitment to learning and personal responsibility. 

 

In line with the UAE Ministry of Education expectations, student attendance at ASAD is benchmarked against 

the following standards: 

• Outstanding: 98% and above 

• Good: 96% and above 

• Acceptable: 92% and above 

• Unsatisfactory: Below 92% 

 

These benchmarks guide our monitoring, reporting, and intervention strategies, ensuring that attendance is 

not only tracked but actively improved. 

 

For students in the IB Diploma Programme (DP), attendance is especially critical. The DP requires sustained 

participation in lessons, coursework, and assessments to meet IBO expectations for contact hours in each 

subject. Repeated or prolonged absences may result in students failing to meet course requirements, which 

can place their eligibility for the IB Diploma at risk. ASAD therefore applies strict monitoring to DP student 

attendance, with additional communication to parents and students where concerns arise.  

 

By setting these expectations, we prepare our students not only for academic achievement but also for life 

beyond school, where perseverance, punctuality, and responsibility are essential. 

 

This policy therefore outlines ASAD’s procedures for recording, monitoring, and responding to attendance 

and punctuality, ensuring compliance with ADEK’s School Student Administrative Affairs Policy while 

remaining firmly rooted in our IB values of balance, reflection, and personal responsibility. 
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4. PURPOSE 

 
This policy sets out ASAD’s expectations and procedures for student attendance and punctuality in line with 
the requirements of the Abu Dhabi Department of Education and Knowledge (ADEK) and the academic 
standards of the IB Diploma Programme.  
The policy also aims to: 

• promote strong and transparent partnerships between the school and parents in supporting regular 
attendance; 

• safeguard student progress and wellbeing by identifying and intervening early where attendance or 
punctuality concerns arise; and 

• uphold the integrity of both ADEK compliance expectations and IB programme requirements, 
particularly the contact-hour obligations that are essential for Diploma Programme eligibility. 

5. SCOPE 
 
This policy applies to all students enrolled at ASAD from Kindergarten (KG) through Cycle 3 and extends to 
the roles and responsibilities of their parents, guardians, teachers, and administrative staff. It covers every 
aspect of attendance and punctuality, including recording, monitoring, reporting, and intervention. 

 

6. DEFINITIONS 

 
 
TERM 
 

 
DEFINITION 

Absence As per Ministerial Decree No. (820) of 2014 on Registration Terms for Students, 
a student is considered absent if they miss one or more sessions during a single 
day. 

Attendance The physical presence of a student in school during official instructional hours, 

including classes, assemblies, examinations, and other scheduled activities 

approved by the school. 

Authorised Absence An absence approved by the school and supported by appropriate 

documentation, such as medical certificates, official letters, or parental requests 

in line with ADEK guidelines (e.g., illness, bereavement, official appointments, 

examinations). 

Cause for Concern Attendance patterns that raise academic, behavioural, or safeguarding concerns 

as per ADEK regulations, potentially identifying a student as “at educational risk.” 

Cycle 3 Students Students in Grades 10–12 (Years 11–13) who may arrive and leave school 

independently, provided that arrival and departure are recorded and parents 

notified, in line with ADEK’s Safeguarding Policy. 

Educational Risk A designation, in line with ADEK’s Educational Risk Policy, applied to students 

whose attendance, punctuality, or other factors place their learning, progress, or 

wellbeing at risk. 

IB DP Attendance 
requirements 

For IB DP students, the minimum required contact hours set by the International 

Baccalaureate Organisation (typically 240 teaching hours for HL subjects and 150 

teaching hours for SL subjects). Failure to meet these requirements may place a 

student’s eligibility for the IB Diploma at risk. 

Persistent 
Absenteeism 

Absence exceeding ADEK thresholds (more than 5% of total school days for 

compulsory grades, or more than 10% for KG), regardless of whether the 

absences are authorised or unauthorised. 
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Punctuality Arriving at school and lessons on time, ready to begin learning. A student is 

considered late if they arrive after the official start of the school day or lesson 

without a valid reason. 

Students of 
Determination or 
Additional Learning 
Needs 

Students with additional learning needs must comply with ASAD’s attendance 

requirements. However, ASAD is authorised to accommodate leaves requested 

for medical or therapeutic reasons. 

Unauthorised 
Absence 

An absence not approved by the school or not supported by valid 

documentation. Unauthorised absences are recorded as such and may trigger 

intervention measures. 

7. ROLES AND RESPONSIBILITIES 

 
Maintaining high standards of attendance and punctuality is a shared responsibility between school 

leadership, staff, students, and parents. Clear accountability ensures compliance with ADEK requirements, 

supports IB programme expectations, and safeguards student learning. 

 

Senior Leadership Team 

• Ensure compliance with ADEK’s School Student Administrative Affairs Policy and the Irtiqaa 

Inspection Framework. 

• Monitor whole-school attendance and punctuality data, identifying patterns or causes for concern. 

• Oversee escalation procedures for students at educational risk, in line with ADEK’s Educational Risk 

Policy. 

• Communicate policy expectations to staff, students, and parents, and ensure the policy is published 

on the school website. 

• Liaise with ADEK and external authorities where required. 

 

Teachers 

• Accurately record student attendance and punctuality at the start of each school day and lesson. 

• Follow up promptly with students regarding missed work or learning activities. 

• Communicate initial concerns about attendance or punctuality to parents and escalate persistent 

issues to the Head of Campus or Programme Coordinator. 

• Promote the importance of attendance through classroom practice, fostering respect, resilience, and 

responsibility. 

 

Office Administration and Head of Student Management and Wellbeing 

• Maintain central attendance records and ensure timely reporting to ADEK via eSIS. 

• Contact parents within two hours of the register closing to follow up on unexplained absences. 

• Record documentation for authorised absences and ensure it is filed securely. 

• Generate regular attendance reports for leadership review and inspection readiness. 

 

Parents / Carers 

• Ensure that their child attends school daily and arrives punctually. 

• Notify the school in advance of authorised absences and provide required documentation (e.g., 

medical certificates, official letters). 

• Work in partnership with the school to address any attendance or punctuality concerns. 

• Support their child in catching up on missed learning due to authorised absences. 
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Students 

• Attend school regularly and arrive on time for all lessons, activities, and commitments. 

• Provide honest reasons for any absence or lateness. 

• Take responsibility for catching up on missed learning and assessments. 

• Demonstrate the IB Learner Profile attributes (such as being principled, balanced, and reflective) 

alongside ADEK values of responsibility, resilience, and respect through consistent attendance and 

punctuality. 

8. POLICY STATEMENT 

 
The Australian School of Abu Dhabi (ASAD) is committed to ensuring that all students attend school regularly 

and punctually, in compliance with the Abu Dhabi Department of Education and Knowledge (ADEK) 

requirements and the expectations of the IB Continuum. Attendance is monitored daily, recorded 

systematically, and reported to ADEK through eSIS. 

 

ASAD recognises that high levels of attendance and punctuality are essential for safeguarding, wellbeing, and 

academic success, and are therefore a shared responsibility between the school, parents, and students. 

9. PROCEDURES 

1. Recording Attendance 
 

• Teachers record attendance at the start of each school day and lesson. 

• Records are submitted daily to the school administration for entry into eSIS. 

• Any discrepancies must be corrected within the same school day. 

2. Following Up Absences 
 

• The school follows up on all unreported absences within two (2) hours of the register being closed. 

• Parents will be contacted via phone, SMS, or email. 

• If no satisfactory explanation is provided, the absence will be recorded as unauthorised. 

• Unauthorised absences are monitored closely and may result in escalation measures, including 

formal communication with parents, attendance monitoring, and identification of the student as 

being at educational risk, in line with ADEK requirements. 

3. Monitoring Absence Thresholds 
 

• Cycle 1-3 (Grade 1/Year 2 and above): Absences exceeding 5% (five percent) of total calendar days 

are recorded as a cause for concern. Students may be classified as at educational risk under ADEK’s 

Educational Risk Policy. 

• KG Cycle: Absences exceeding 10% (10 percent) of total calendar days are recorded as a cause for 

concern. Parents will be formally notified that persistent absence may affect learning and 

progression. 

• Absences are managed and monitored in accordance with guidance issued by the ADEK Student 

Happiness Committee. 

• Additional Learning Needs: Students with additional learning needs must meet attendance 

requirements, though authorised leave for medical or therapeutic reasons will be accommodated. 
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• Safeguarding: If absence patterns raise concerns of neglect or maltreatment, the school will report 

in line with ADEK’s Student Protection Policy. 

4. Arrival and Departure Procedures 
 

• ASAD maintains a system to record the arrival and departure of unaccompanied Cycle 3 students. 

• Parents of students in lower grades may request the same service, in line with the ADEK’s 

Safeguarding Policy. 

10. AUTHORISED ABSENCE 

 
Absences will only be authorised when supported by appropriate documentation (e.g., parental letter, 

medical certificate, or official letter). These include: 

• Illness. 

• Death of a first- or second-degree relative. 

• Medical appointments scheduled in advance. 

• Official community task. 

• Mandatory appearance before an official body. 

• Urgent family travel (e.g., medical care, bereavement). 

• Participation in conferences, competitions, or events approved by the Principal (e.g., MUN, 

Olympiads, sports). 

• Approved work in the entertainment industry. 

• Observation of religious holidays not designated as public holidays. 

• Examination leave (board or pre-collegiate exams, with ADEK approval). 

• Study leave (up to 4 (four) weeks annually for board/pre-collegiate exams, with ADEK approval). 

• Leave for medical/therapeutic reasons for students with additional needs. 

• Government-approved school closures (e.g., extreme weather). 

 

Where an absence is authorised: 

• Teachers will ensure the student is informed of missed work. 

• Students will be given the opportunity to complete missed assessments or assignments. 

11. ABSENCE DUE TO ILLNESS 

 
Where a student is absent due to illness, the following conditions and procedures apply: 

• Parents must submit a parent-written sick note (daily) for absences of up to three (3) consecutive 

days. 

• A sick leave certificate from a DoH-licensed physician is required from the fourth (4th) consecutive 

day, including weekends, and is submitted within 24 (twenty four) hours  of the consultation. 

• A maximum of twelve (12) school days per academic year may be authorised for illness without a 

medical certificate. 

• For students with chronic medical conditions who may require more than twelve (12) school days of 

student absence, parents must submit medical reports from a DoH-licensed physician or a relevant 

health authority, and schools shall consider each case at their own discretion. 
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12. PUNCTUALITY 

 
Students are expected to arrive at school and lessons on time each day. In cases of adverse weather or other 

exceptional circumstances, lateness may be excused at the discretion of the administration. 

 

Students arriving late must register at reception and obtain a late pass. Frequent lateness is defined as three 

(3) or more late arrivals within an academic year and triggers intervention in line with ASAD’s Student 

Behaviour Management and Wellbeing Policy.  

13. ATTENDANCE COMPLIANCE 

 
ASAD ensures compliance through the following measures: 

 

• Daily recording of attendance by teachers and administration. 

• Management of absences in accordance with ADEK guidelines. 

• Recognition of excellent or improved attendance through certificates, awards, and parent 

communication. 

• Daily reporting of attendance data to ADEK via eSIS. 

• Lesson planning that ensures rigorous learning throughout the year, preventing disengagement 

before holidays. 

• Parent partnerships, with regular communication about attendance expectations and consequences 

of poor attendance. 

14. MAINTENANCE OF RECORDS 
 

• Attendance and punctuality records are maintained electronically via eSIS. 

• Teachers are responsible for ensuring daily accuracy of registers. 

• Administration is responsible for ensuring reports are complete, accurate, and submitted on time to 

ADEK. 

15. INTERVENTIONS FOR STUDENTS AT EDUCATIONAL RISK 
 
Students with low attendance may be formally identified as students at educational risk. ASAD will 
implement an intervention plan in consultation with parents, in line with ADEK’s Educational Risk Policy. 
 
Intervention may include: 

• Parent–teacher meetings. 

• Attendance monitoring contracts. 

• Referral to school counsellors or pastoral teams. 

• Regular progress reviews and reports to ADEK. 

16. RECOGNITION AND REWARD 

 
ASAD believes in promoting positive behaviour through recognition and encouragement. Celebrating 

excellent or improved attendance motivates students, reinforces the importance of punctuality, and 

strengthens the partnership between school, parents, and students. Recognition is designed not only to 

celebrate compliance but to model the values of respect, resilience, responsibility, and tolerance outlined in 

the ADEK SCF, and the IB Learner Profile attributes of being principled, reflective, and balanced. 
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1. Recognition of Excellent Attendance 
• Students who achieve Outstanding attendance (98% and above) will be recognised at the end of each 

term. 

• Recognition may include: 

o Certificates of Achievement. 

o Public acknowledgement during assemblies. 

o Recognition in school newsletters or digital platforms (with parent consent). 

2. Recognition of Improved Attendance 
• Students who demonstrate significant improvement in their attendance or punctuality, even if not 

yet at “Outstanding,” will be acknowledged. 

• Recognition may include: 

o Positive communication home (letters, phone calls, or emails). 

o Special mention in class or year group meetings. 

o Inclusion in school reward systems (e.g., merit points). 

3. Partnership with Parents 
• Parents of students with excellent or significantly improved attendance will receive written 

recognition from the school. 

• Parents will be encouraged to celebrate their child’s achievement at home, reinforcing the shared 

value of responsibility and resilience. 

17. MONITORING AND REVIEW 

ASAD is committed to ensuring that this Student Attendance and Punctuality Policy and Procedures remain 

effective, relevant, and compliant with the requirements of the Abu Dhabi Department of Education and 

Knowledge (ADEK) and the expectations of the IB Programmes. 

• The policy will be reviewed annually at the beginning of each academic year, or earlier if ADEK 

regulations or IB requirements change. 

• The review will be led by the Principal and the Head of Student Management and Wellbeing with 

input from Programme Coordinators, teachers and office administrative staff. 

• Parents and students will be consulted through surveys, forums, or parent council meetings to ensure 

transparency and shared accountability. 

• The most up-to-date version of this policy will be published on the ASAD website and made available 

in hard copy upon request. 

• Attendance and punctuality data will be reviewed termly to evaluate the effectiveness of the policy, 

identify patterns of concern, and monitor the impact of interventions. 

• Records of policy implementation and review will be kept on file for inspection purposes in line with 

ADEK’s Irtiqaa Framework. 

18. REFERENCES 

 
This policy is informed by and complies with the following legislation, regulations, and policy 

frameworks: 

• Federal Decree Law No. (3) of 2016 Concerning Child Rights (Wadeema)  

• Federal Decree Law No. (31) of 2021 Promulgating the Crimes and Penalties and its amendments  

• ADEK School Student Administrative Affairs Policy (September 2025, Version 1.2)  
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• ADEK School Educational Risk Policy (September 2024, Version 1.1)  

• ADEK School Student Protection Policy (September 2024, Version 1.1)  

• ADEK School Safeguarding Policy (January 2025, Version 1.2)  

• ADEK School Student Behaviour Policy (November 2025, Version 1.3)  

• UAE School Inspection Framework 

19. RATIFICATION AND REVISION HISTORY 

 

Document Title Student Attendance and Punctuality Policy and Procedures 

Version v.2 

Ratification Date: 10th January 2026 

Next Review Date January 2027 

Ratified By Director: Mr Adel Salman 
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