
 

 

 

 

 
Aims 

Student Attendance Policy 

Our attendance policy aims to: 

 Support students and their parents in the establishment of the highest possible levels of 
attendance and punctuality 

 Ensure that all students have full and equal access to the best education that we can offer in 
order to increase learning; 

 Enable students to progress smoothly, confidently and with continuity through the school; 

 Make parents aware of their responsibilities; 

 Ensure attendance meets Government targets (94%-Acceptable; 96%-Good; 98%-Very Good; 
99% + - Outstanding) 

 

Being at school 
 

At Bright Future, we believe in ‘Nurturing Lifelong Learners’ which reflects our commitment to fostering a 
love of learning. Research clearly demonstrates the link between regular attendance and educational 
progress and attainment. Parents and the teachers should work in partnership in making education a 
success and in ensuring that all children have full and equal access to all that the school has to offer. As 
a school, we will encourage parents to ensure that their child achieves maximum possible attendance and 
that any problems that prevent this are identified and acted on promptly. As parents, it is their responsibility 
to ensure that their children arrive at school (own transport) and return home on time and safely. 

 

Expectations 
 

We expect that all students will: 

 Attend all classes daily and punctuality.

 Attend appropriately prepared for the day; e.g. Writing materials and books. P.E uniform on 
days which students will have P.E and normal school uniform on the days when students do not have 
P.E.

 Attend school for assembly/registration and homeroom between 7:45am – 8:15am from Monday to 
Thursday  and 7:45am – 8:00am on Friday.

 Discuss promptly with their homeroom teacher any problems that may affect their school 
attendance e.g. no lunch.

 Be aware of and conform to class, school and system wide rules and regulations.

 
We expect that all parents will: 

 Ensure regular school attendance and be responsible.

 Ensure that their child arrives at school punctually and prepared for the school day.

 Ensure that they contact the school daily of absence or if known in advance, whenever their child 
is unable to attend school via The Parent Application or Parent Portal – Student Leave tab.

 Contact school promptly whenever any problem occurs that may keep their child away from 
school.

 Notify the school of any home circumstances that might affect the behaviour and learning of 
their child.

 Notify school immediately of any changes to contact details.

 Support and cooperate with school administration in the implementation and enforcement of 
school procedures and rules.



 
 
 
 

 
We expect that the school will: 

Provide a welcoming atmosphere. 

 Provide a safe learning environment.

 Keep regular and accurate records of AM attendance and punctuality, early leaves and 
monitoring of individual attendance and punctuality.

 Reception to contact parents after 8:15am when a child fails to attend and where no message has 
been received from parents to explain the absence.

 Ensure that daily absences and lateness are forwarded to the homeroom teacher for reception.

 Follow up all unexplained absences to obtain explanations from parents. Although, parents may 
offer a reason, only the school can authorise the absence through the parent portal. In the case 
of long term or frequent absence due to medical conditions, verifications from a medical 
practitioner or other relevant body may be requested. 

 Ensure that any concerns over the safety of students who are not in school are reported 
to the principal immediately. 

 Include attendance and punctuality figures on the annual report to parents.  

 Ensure that absences and punctuality is discussed with parents during parent conferences. 

 Make initial enquiries regarding students who are not attending regularly and in line with the                
Behaviour of Students. 

 Refer irregular or unjustified patterns of attendance to the Principal and seek and follow advice 
provided by them. 

 Monitor whole school attendance on a termly basis and put steps into place to improve 
attendance of individuals. 

 
 

Examples  

Authorised Absence  Genuine illness of the student covered by a Medical Certificate. 

 Hospital/dental/doctor appointment for the student with  appointment 
message. (Depending on reason) 

 Major religious observances e.g. Hajj 
 Visits to prospective new schools 
 External exams or educational assessments 

Unauthorised Absence  Shopping /day trip/visit to a theme park 

 A birthday treat 

 Oversleeping due to a late night 

 Looking after other children/other family member 

 Appointments for other family members 

 Family wedding in home country 



 
 
 
 
 

Registers, Punctuality and Lateness 
 

We believe that every moment spent in school has an impact on learning and therefore, punctuality to 
school is of high importance. Lateness into school causes disruption to that individual's learning and to 
that of the other students in the class. It is paramount therefore that all students arrive at school on time. 
For all students Gate 2 will open from 7:30am. Students arriving after 8am will report to the receptionist 
for their temperature check and register update before being taken to the classroom. 

 

 Schools must take a morning register and record the attendance or absence of every 
student. 

 Registration takes place at 7:45 to 8:15am Monday to Thursday and 7:45am to 
8:00am on a Friday and students who arrive after 8 am are recorded as late to 
school by the receptionist and a late slip issued. 

 Persistent lateness by a student will be dealt with through the counsellor and she will refer 
to the Bilo of Conduct for Student Behaviour. 

 Student’s attendance and punctuality is recorded on their report and will be passed onto future 
schools as necessary. 

 
 

Registration Guidelines 

 
Please be informed that student’s attendance will be marked only on ILM every morning. 

 

 Students in class having face to face learning will be marked PF. 

 Student who are absent will be marked A 

 Students late should be marked L. 

 All homeroom teachers must mark the students’ attendance from 8:00 am to 8:15 am. 

 The receptionist will change the Absent to a Late for students who arrive after assembly. 

 All students online will be marked PO. 

 All Students absent will be marked UA or AA as mentioned according to this policy. 

 
Student Leaving During the School Day 

 
During school hours, teachers are legally responsible and therefore, must know where the students are 
during their lessons. 

 

 Students are not allowed to leave the premises without prior permission from the school. 
Students will receive an exit pass from the school reception. 

 Parents should try to arrange medical and other appointments outside of school time. 

 Parents are requested to confirm by email, the reason for any planned absence, the time of 
leaving and the expected return time before approval can be received. 

 Students must be signed out on leaving the school and be signed back in on their return (ID Scan). 

 If a student is being collected from the school, parents must report to the school reception before 
the student is allowed to leave the site. 

 When a student leaves the school site without permission their parents will be contacted. 



 
 
 
 

Should the school be unable to make contact with the family it may be appropriate, in 
certain circumstances, to contact the Police and register the students as a missing person. 

 

Leave of Absence 
 

The school holiday dates and grade assessment dates are published in advance, therefore, a leave of 
absence will not be authorised during these assessment periods. 

 
 Leave of absence in term time is due to exceptional circumstances, an application form must 

be requested from the reception and submitted for consideration by the principal and 
that the time requested does not exceed seven school days in any one academic year. 

 Travel abroad to accompany a parent or sibling for more than two days and not exceeding 
one month under prior permission of the principal and travel can be proved upon return. 

 Death of a relative for three days only. 

 The school administration shall record the student’s absence and retain in the student file. 

 

What is an unauthorised absence? 
 

 Any absence that the school has not given permission for or has not been permitted. 

 Truancy from school, with or without parents knowledge 

 Delayed return from a period of leave (holiday) or which has been approved by the school 

 Late arrival at school (after the register has closed) 

 

Warning 
 

The school smart bus application keeps parents informed of the number of unauthorised absences 
their child has accumulated well in advance of any undertaking being issued 

 
1. School will advise parents informally when a child has reached 5 unauthorised absences. School 

will encourage parents to improve attendance and punctuality and explain why absences have not 
been authorised. 

2. The school will send a formal warning letter in line with the guidance from Bilo of Conduct for 
student behavior when a child reaches 10 unauthorised absences. 

3. The school will work with parents to ensure that no further absences are accumulated following 
any warning issued. 

 

Long-term absence 
 

When children have a long-term absence that means they will be away from school for over five days, 
the child must do the COVID-19 test before coming back to school. 

 

Truancy 
 

All the staff at School are concerned about children’s regular attendance and the importance of continuity 
in each child’s learning. They are also concerned about each child’s safety, welfare and happiness. 
Although it is unlikely that a primary school aged child will truant, if there is a concern that a 
child might be truanting then action should be taken straight away. 



 
 
 
 
 

 

If truancy is suspected: 
 

1. The principal is notified, who then contacts the parent, either by phone or by email. 
2. Parents are encouraged to bring their child to school so that reasons for the child not wanting to 
attend can be discussed and hopefully resolved. 

 

In the event of not being able to talk to the parent: 
 

1. The principal talks to the child concerned to find out if there are any worries or problems in school 
that might make that child not want to attend. 

 

2. If there are, these are discussed with the class teacher and counselor and appropriate action is taken. 

 
 

Monitoring and Review 
 
It is the responsibility of the school to monitor overall attendance and monthly/termly reports will be 
submitted to the principal. The school will keep accurate attendance records on file. 

 
Class teachers along with supervisors will be responsible for monitoring attendance on a daily basis 
and will follow up any daily absences. 

 
If there is concern about a child's absence, staff will contact the principal immediately. If there is a long- 
term general worry about the attendance of a particular child, this will be monitored and actioned by the 
counselor/principal. 


