
 

 
 

 

 

 

 

 

 

 

 

Attendance Policy 



 

School Vision 

Empower learners to contribute to the global community through 

innovation, exploration, and citizenship. 

School Mission 

DMES cultivates reflective scholars, bold innovators and passionate 

leaders equipped with the content knowledge, skillset, and ethics to make 

a positive contribution to society. The learning environment prepares 

students for lives of meaning and purpose emphasizing academic 

excellence, high expectations, and enthusiasm for life. Our school 

emphasizes the development of a character loyal to GOD and country 

identified by integrity through self-discipline and tolerance. 
 

Through our authentic programs, conducive learning environment, and 

strong partnerships with families and the wider community, our learners 

experience rich language acquisition, appreciation for diversity, and 

become lifelong learners. 
 

Core Values 

 Citizenship 

 Respect 

 Leadership 

 Responsibility 

 Tolerance 

 Commitment 

 Excellence 

 High Expectation 

This policy and the information thereon is the property of Dubai Modern Education School. DMES 

reserves all copyright of the information contained in this document. The policy or any portion thereof 

may not be reproduced or used in any manner whatsoever without the written permission and 

authorization from DMES.  
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Attendance Policy 

1.0 Primary Value 

The primary value is enabling every student to achieve their full potential through a 

school community promoting regular attendance and consistent punctuality. 
 

2.0 Rationale 

Attendance is vital to ensure that students have access to a full and effective 

educational opportunity provided by the school. At DMES, we ensure that students 

attends their classes everyday on time, therefore having access to learning for the 

maximum number of days and hours. The punctuality of attendance promotes 

reliability and productivity, both valuable factors in ensuring continuous learning 

progress and enabling students to optimize their potentials. We believe that 

maintaining high levels of attendance and punctuality contributes to our students’ 

personal development, academic achievement, and successful school life. 
 

3.0 Purpose 

This policy is designed to ensure that all stakeholders – students and their families, in 

particular, understand the importance of regular attendance and punctuality. DMES 

reinforces 1student’s awareness of the need for good attendance and recognizing the 

link between their attendance and achievement. We promote and encourage 100% 

attendance for all our students, as supported by the school’s established systems and 

procedures for managing attendance and punctuality.  
 

4.0 Aims 

The attendance policy ensures that all academic staff are fully aware of and clear 

about the actions necessary to promote good attendance. Through this policy, we aim 

to: 

 Establish firm expectations in promoting on-time school and class attendance 

as a means to sustain the learning environment and to meet the individual 

learning needs of students.  

 Raise awareness of students and families on the importance of uninterrupted 

attendance and punctuality in relation to student’s achievement and success.  

                                                           
1 UAE Inspection Framework 2015-2016, page 30 
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 Establish consistent and rigorous systems of monitoring attendance for on-

site and remote classes and dealing with regular absence and tardiness. 

 Foster partnerships with parents, students, teachers, and staff in promoting 

good attendance which enables all students to realize their fullest potential, 

unhindered by unnecessary absence.  

 Ensure prompt school-home correspondence in resolving attendance and 

punctuality issues. 

 Provide significant flexibility in accommodating legitimate student absence or 

tardiness with a minimum of administrative procedures. 

 Communicate the roles and responsibilities of students, educators, and 

parents regarding absences, tardiness, and dismissals. 
 
 

5.0 Definitions 

5.1 Absenteeism:  Refers to frequent or habitual absence from school or from 

lessons without a valid medical or family-related excuse. 
 

5.2 Tardiness: Refers to being late in coming to school at the start of the school 

day and to instances of being late to lessons within the school days 
 

 

 

6.0 Managing Attendance 

We maintain and promote good attendance and punctuality in school through: 

 Establishing appropriate registration processes and managing appropriate 

attendance data. 

 Enforcing attendance regulations and expectations to all staff, parents, and 

students. 

 Managing consistent and systematic daily records that provide detailed 

information on any absence and tardiness. 

 Collaborating with parents to improve individual student’s attendance and 

punctuality  

 Informing parents of what constitutes authorized and unauthorized absences  

 Following up on absences and persistent lateness if parents have not 

communicated with the school. 

 Strongly discouraging unnecessary absence through holidays taken during 

the semestral period. 

 Reporting attendance statistics to KHDA as requested. 
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7.0 Attendance and Punctuality  

7.1 Absence 

Students are encouraged to be present regularly throughout the year to attend the 

academic program. If absence is necessary for a legitimate reason, parents should 

inform the school if their child will be absent from school through the school portal, 

telephone call, or e-mail to the appropriate Head of Section. If the absence is not 

reported on time, it shall be assessed as the child being ‘absent without consent 

(unexcused).  
 

All days missed from school for any reason will be reported on the report card as an 

absence.  

a) When a child is absent from school for three (3) consecutive days or more, 

parents need to provide a letter explaining their absence or provide a note 

from the doctor upon return to school. 

b) Absences of 3 consecutive days of more will be followed up by the school. 

c) Unauthorized absences cannot exceed 10% of the total academic year and 

cannot number more than 30 days total (authorized and unauthorized). 

Absences exceeding this number will be referred to the academic review 

committee and may result in a student either being retained in the current 

grade or withdrawn from the school. 
 

7.1.1 Authorized Absence 

An absence is classified as authorized when a child has been away from school for 

a legitimate reason and the school has received notification from the parent. Only 

the school can make an absence authorized. Parents do not have this authority. 

Consequently, not all absences supported by parents will be classified as 

authorized. 
 

Authorized Absence is granted in the following cases only: 

 Medical leave only when a medical certificate is produced. 

 Religious observance 

 Out-of-school suspension 

 Leave for bereavement (death in the immediate family) 

 Enforced Closure 
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7.1.2 Unauthorized Absence 

An absence is classified as unauthorized when a student is absent onsite without 

the permission of the school. Therefore, the absence is unauthorized if a student is 

absent without a valid convincing reason, even if it is supported by the 

parent/guardian. The Head of Section will follow-up with the parent by sending an 

e-mail notifying students’ unauthorized/unexcused absence from school. 
 

 

7.2  Tardiness 

Students should be punctual in attending their classes. Students shall not be 

allowed to disrupt classes by entering late without a valid excuse.  Any student who 

arrives after the scheduled time without a valid reason is marked as late. If there is 

an unavoidable delay in arriving at school, parents must inform the school through a 

telephone call or e-mail to the appropriate Head of Section.  
 

 

7.3  Dismissal 

For health and safety reasons, parents who are picking up students onsite at the 

end of the school day are refrained from entering the school premises. Students 

who are not picked up on time shall stay in his/her class. The school implements a 

communication system whereby the parent will inform the security about the 

child's name; the security will inform the Head of Section then the Head of Section 

will allow the student to leave the building to go to the security. At the gate, the 

security will check the student’s DMES ID and the parent DMES family ID to allow 

the student to exit the school. All students must be picked up on time or by latest 

3:00 p.m. Parents shall be contacted when students are not picked up at this time.  

 

8.0 Roles and Responsibilities 

8.1 Student 

The student is expected to: 

 Attend all lessons on-site regularly and punctually.  

 Strive to achieve an attendance target of at least 96%, and to aim for 

100%. 

 Complete all assignments and tasks missed in case of absence. 
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8.2  Parent 

The parent/guardian is expected to: 

 Ensure that the child attends all classes regularly and punctually. 

 Strictly comply with the school’s “Stay At Home If Unwell Policy.”  

 Contact school, either by email/phone call to the students’ Head of 

Section, providing the reasons before 8:00 am, whenever their child is 

unable to attend school. 

 Request for authorized absence during the school year, only if absolutely 

necessary as these are not automatically authorized. 

 Avoid making medical/dental appointments during school hours and be 

informed that holidays should not be taken during the semestral period.  

 Work with the school to resolve issues and ensure good attendance and 

punctuality. 

 Provide the school a medical report or any legal document to categorize 

absence as excused. 

 Report to the Head of School/Head of Section any concerns/issues 

demotivating students from reporting to school. 

 Respect the school timing and the academic calendar. 

 Refrain from collecting the child unless it is an emergency situation. 

 

9.0 Related Policies 

The Attendance Policy is linked to the following school policies: 

 Student Behavior Policy 

 Student Discipline Policy 

 Staying At Home If Unwell Policy 
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Appendix A: 

Staying At Home If Unwell Policy  
 

DMES prioritizes the health and safety of our students in line with our ongoing 

COVID-19 prevention & control measures. As part of the UAE government efforts in 

combatting the spread of the Novel Coronavirus, also known as COVID-19, seeing 

that home isolation is an alternative isolation setting that is executed for 

asymptomatic and mild cases, or if they have been in contact with a confirmed 

COVID-19 patient.  

DEFINITIONS (AS PER DHA GUIDELINES): 

Confirmed Cases A person with a positive test result for COVID-19 infection that is reported by the 

laboratory, irrespective of clinical signs and symptoms. 

Person Showing Mild 

Symptoms 

Patients with mild upper respiratory tract symptoms or Influenza Like Symptoms: 

 Fever > 37.5 C  

 Fatigue/ Body Aches 

 Cough 

 Sore throat  

 Nasal congestion 

 Difficulty of Breathing/Shortness of Breath 

 Runny Nose 

 Headache  

 Diarrhea, nausea and vomiting  

 Loss of smell or taste 

Suspected Case  Patient who presents with upper or lower respiratory symptoms with or without 

fever AND satisfying any one of the following criteria: 

 International travel history during the 14 days prior to symptom onset; OR 

 Been in contact with a confirmed COVID-19 case within 14 days; OR 

 Residing in a community setting where COVID-19 cases have been detected; 

OR 

 Cases of Influenza-Like illness without history of travel or known possible 

exposure. 

Close Contact A person who is coming to close proximity of less than 2 meters for a period that is 

more than 15 minutes (working, studying, or a family member) with a confirmed 

case, starting from 2 days before the onset of symptoms in the confirmed case and 

throughout the duration of illness. 

 



 

7 | P a g e 

 
Version 4, A.Y. 2021-2022 

Emergency Contact Numbers for inquiries or assistance, you can contact: 

 Dubai Health Authority – 800 342 

 Ministry of Health and Prevention – 800 11111 

GUIDELINES TO BE FOLLOWED FOR STAY AT HOME:  

1. If a student fulfills any of the following criteria, it is advised not to come to school 

and stay at home. Parents should inform the school management via e-

mail/phone call to the Head of Section or school clinic (clinic@dmes.ae). 

a. If you feel sick, or if you show any of the COVID 19 symptoms as described 

above  

b. If you have an international travel history during the 14 days prior to the 

onset of the symptoms  

c. If you have been in contact with a confirmed COVID-19 case within 14 days  

d. If you are residing in a community setting where COVID-19 cases have been 

detected  

e. If you have Influenza like illness without history of travel or known COVID-19 

exposure.  

2. If a student has been told by a medical professional to quarantine/isolate or have 

taken and are awaiting results of a COVID-19 test, it is advised not to come to 

school. Parents should inform the school management via e-mail/phone call to 

the Head of Section or school clinic (clinic@dmes.ae). 

3. If a student feel sick in any way, it is advised to remain at home and seek medical 

supervision for further management including conducting COVID-19 PCR test in 

approved labs. Student will be provided with access and links to online classes 

during this period. 

4. If COVID-19 PCR test is negative, it is required to submit the report and sick 

leave certificate from the treating physician based on the final diagnosis, before 

rejoining the school and resume school activities. If a student is in close contact 

with a Positive COVID-19 patient, 14 days mandatory quarantine is needed.  

mailto:clinic@dmes.ae
mailto:clinic@dmes.ae


 

8 | P a g e 

 
Version 4, A.Y. 2021-2022 

If any signs and symptoms develop while on quarantine, it is advised to seek 

medical advice including COVID-19 PCR test in approved labs. 

5. If the COVID-19 PCR test is positive, the student will be permitted to return to 

the school ONLY upon the submission of “de-isolation clearance certificate” from 

the treating health facility or authority. 

6. The school doctor/nurse shall undertake and document a virtual check-up to 

ensure that the student does not have any symptoms and is in good health 

before they are allowed to return to school. 

 The distant check-up takes place one to two days, prior to returning to 

the school. 

 If the student is given a clearance to resume school during the distant 

check-up, he/she may return to school or university on the return date 

specified. 

 On arrival, student must proceed the school clinic before going to class 

where the doctor/nurse will conduct a final assessment before allowing 

the student to resume learning activities. 

 


