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Elite International School

Attendance Policy

Purpose:

To promote regular and punctual attendance, support students’ academic progress and personal
development, and ensure that parents, students, and the school work together to address
attendance concerns effectively.

Punctuality is essential to maintaining a healthy academic environment and fostering a sense of
order and responsibility from the start of each school day.

Students are expected to arrive at school before 7:00 a.m. Registration begins promptly at
7:00 a.m., and the first session starts at 7:15 a.m.

Students must be in school as per the following timings on regular school days unless they have
afternoon activities:

- Preschool to K from 7:00 am to 12:45 pm.

- Grades 1 to 5 from 7:00 am to 1:45 pm.

- Grades 6 to 12 from 7:00 am to 2:00 pm.

The school will finish for all students at 12:15 pm on Wednesdays.

a) Drop Off/ Pick-Up Procedure
Arrival Procedure

School gates open at 6:30 am.

Stage Level Gate Door

Preschool to Kindergarten 3 3
Elementary, Middle and High School 1 and 2 1 and 2

e Middle/high school girls will use staircase 4 (ST4).
e Middle/high school boys will use staircase 2 (ST2).

e At 7:15 am, gates 2 and 3 will be closed and entry to the school will be through gate 1
only.



Dismissal Procedure

Stage Level Gate Students collected from Door opens

Preschool to K 3 External Classroom Door 12:45-2:15

Grades 1 to 3 Canteen using Door 1 or 2 1:45-2:30

Grades 4 to 5 Gym Hall using Door 1 or 2 1:45-2:30

Grades 6 to 12 boys Gym Hall using Door 1 or 2 1:45-2:30

NN

Grades 6 to 12 girls Canteen using Door 1 or 2 1:45-2:30

If the person collecting a student is delayed, the school administration must be informed before

2:00 p.m.
Authorized Pick-Up Persons

Students will only be released to parents or individuals authorized in the school's records unless
prior written approval has been provided.

Early Departure
e Students may leave school before the official dismissal time only with prior approval.
e Parents must notify the school in advance.
e Students must be signed out by a parent or authorized guardian.
e Frequent early departures may be treated similarly to repeated lateness.

Note: All school gates will be closed from 12:00 noon to 12:45 pm.

b) Lateness

Parents/caregivers of students who arrive late, with prior approval from the school
administration, are required to accompany the student to Student Affairs and sign a late slip
before the student is permitted to enter the classroom. The student must present the late slip to
the teacher of the first lesson upon arrival.

Without prior approval from the school administration, no student arriving late will be permitted
to enter the school unless a valid medical certificate or an acceptable reason is provided.

Continuous lateness will result in consequences outlined in this policy.



A- Late up to 15 minutes (7:15-7:30):

The following actions will be taken for repeated lateness per year:

Frequency of | Action taken by the Records Staff in charge

Lateness school

3 Verbal Warning Planner/e-planner Homeroom Teacher

5 Written warning Planner/e-planner Social worker/Counselor

+ Student’s file

7 First parental Student’s file Students affairs
undertaking

10 Second parental Student’s file SMT
undertaking

15 Decision taken by the Student’s file School Committee
school committee

B- Late more than 15 minutes (7:30-8:00):

» The student who arrives more than 15 minutes late will not be allowed to attend the first
session. He/she should sit in the Library Media Center and complete the assigned work.

The student has to sit back after school time and complete independently the missed work
of the first session.

Frequency of | Action taken by the Records Staff in charge

Lateness school

1 and 2 Phone call to parents Planner/e-planner Students affairs

3 Written Warning Planner/e-planner + | Social worker

Student’s file

4 First parental undertaking | Student’s file Students affairs

5 Second parental Student’s file SMT
undertaking

6 Decision taken by the Student’s file School Committee
school committee

» Excused lateness must be arranged with the school office in advance, preferably one day
before, except in emergency situations.

¢) Absences

Parents should notify the school of their child's absence by 8:00 a.m. whenever possible.
Failure to notify the school may result in the absence being recorded as unexcused until
appropriate documentation is provided.



» An absence due to illness will be considered excused only when supported by an
appropriate medical note or doctor’s certificate.
» For absences of two or more consecutive days due to illness, a doctor’s certificate must be
provided upon the student’s return to school.

Absence follow-up per semester

Frequency of Action taken by the school | Records Staff in charge
absenteeism
1 and 2 Absence recorded and | Absence slip Students affairs
parent notification e-planner
Homeroom teacher
3-4 Parents will be contacted | Phone call to parents | Students affairs
by the school for follow-
up.
6 Parents meeting Student’s file Students affairs
8 Written warning Student’s file SMT
10 Decision taken by the Student’s file School Committee
school committee

Note: More than 3 consecutive days without a valid medical certificate or approved reason:
Parents must meet with the school administration before the student returns to class.

Excused Absences

The following may be considered excused absences when supported by appropriate documentation:

Bereavement

Illness supported by a medical certificate
Medical or dental appointments
Family emergencies approved by the school administration

Official government appointments

Unexcused Absences

The following may be considered unexcused absences:

General Absence Procedures

Absences without parent notification or supporting documentation
Family vacations taken during school days without prior approval
Staying home for non-medical reasons
Failure to provide required documentation following an absence

e An absence due to illness will be considered excused only when supported by an
appropriate medical note or doctor's certificate.
e For absences of two or more consecutive days due to illness, a doctor's certificate must be

submitted upon the student's return to school.




e Students are responsible for completing all missed assignments, assessments, and
classwork following an absence. Teachers will provide reasonable opportunities for
students to make up the missed work.

e Students absent during examinations or major assessments must provide appropriate

documentation. Make-up assessments will be arranged in accordance with the school's
assessment policy.
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