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Attendance and Punctuality Policy

Last Amendment: June 2026
Policy Review Date: May 2027

Rationale

At GEMS Cambridge International Private School Sharjah (GCS), we believe that
regular attendance and punctuality are essential for students to fully benefit from their
education and prepare for the demands of adult life. Consistent attendance directly
impacts academic progress, personal development, and long-term success.

“Poor attendance leads to negative social and behavioural outcomes across grade
levels” (Freeman et al., 2018).

From Academic Year 2025-2026, all parents will have access to the GEMS Connect
App, which will allow you to monitor all aspects of your child’s academic journey,
including their attendance and punctuality in real time.

In addition to this, we will continue to email parents each time a student is absent.
These emails will be sent at 8:15 AM on the day of the absence to ensure clear and
timely communication.

We are committed to working in partnership with families to support regular
attendance. Any barriers to attendance or punctuality will be addressed promptly, and
we ask for your continued cooperation in reinforcing the importance of school
attendance at home.

Attendance Regulations (As per SPEA guidelines):

e Students may not be promoted to the next year's group if they are absent for
more than 15 consecutive days or over 30 days in total throughout the academic
year.

e Even small improvements in attendance can result in meaningful gains in
academic and social outcomes.

Strong home-school communication and shared expectations around attendance help
ensure that all students have the best chance to succeed.

Aims

Through this policy we aim to:
e Encourage our students to strive for a 100% attendance record
e Keep the school’s attendance above 96%
e Outline the steps the school will take to promote positive attendance and
punctuality
e Outline absence procedures for parents to follow
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Purpose

We recognise that:

Regular and punctual attendance is essential for students to fully benefit from
the opportunities the school provides.

Consistent attendance makes the learning process more effective and
impactful.

The curriculum emphasises the importance of continuity and progression in
students' learning journeys.

Students who establish strong habits of attendance and punctuality early in
their school life are more likely to maintain these habits throughout their
education and beyond.

Very Good or better attendance and punctuality lead to better academic
results, increased confidence, higher self-esteem, and the development of
valuable skills for future careers.

Students facing challenges such as bereavement, divorce, or family
separation may become vulnerable. In these cases, we ask that parents
inform the respective Head of Year or a Senior Leader shortly before the
student’s return to school so that the necessary support can be arranged.
We have fantastic and expertly trained school counsellors and an Inclusion
Team who are dedicated to providing support to all students, ensuring their
emotional and well-being needs are met.

We are committed to supporting students in maintaining positive attendance and
ensuring their well-being throughout their educational experience.

Expectations

We expect that all our students will:

Attend school regularly and attend all lessons.

Arrive on time to school and to all lessons.

Be properly prepared and equipped for the day’s learning.

Be fully involved in all lessons.

Follow correct procedures for attendance and punctuality.

Ensure that all missed work is completed, preferably upon their return to
school, or as soon as possible after their return.

It is the duty of the student, and by extension, the parent(s), to ensure that
all missed work is caught up on.

To assist with this, at the end of every week, all lesson PowerPoints are
uploaded to both Microsoft Teams and Phoenix Classroom.

Please see below the UAE National Framework judgement for student attendance.

Attendance percentage UAE Framework judgement

At least 98% Outstanding

At least 96% Very good
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At least 94% Good
At least 92% Acceptable
Less than 92% Weak
Less than 90% Very weak

We expect that parents will:

e Place a high priority on attendance and achievement.

¢ Not allow their child to have time off school unless it is unavoidable.

e Endeavour to keep health appointments out of school hours where possible

e Keep holidays out of term time.

e Inform the child’s class teacher for Primary and Form Tutor for Secondary of
any reason or problem that may hinder their child from attending school

e Work with the school to resolve issues and ensure Very Good or better
attendance and punctuality.

e Ensure their child is punctual to school.

e Apply for leave via the Parent Portal on the GEMS Connect App with
supporting evidence. For Secondary students, ensure that Early Leave
applications are submitted at least 24 hours in advance of the requested
time.

e In the event that your child tests positive for influenza, please submit a leave
request through the Parent Portal and attach the positive test result. Once
received, our Attendance Manager will notify both the medical and academic
teams, and the leave will be approved for four days in accordance with
school policy.

Early leave approval
To arrange early collection for your child before 2:30 PM, please follow the steps below:
If the reason is a Medical Appointment:

Email your child’s form tutor/class teacher

CC the Head of Year

Attach a screenshot of the official appointment confirmation

Please note that requests cannot be approved without valid evidence.
Wherever possible, send your email before 7:45 AM so the form tutor/class
teacher can review it before lessons begin

e Requests sent after 7:45 AM may not be approved due to safeguarding
requirements.

If the reason is a Family Emergency:

e Email your child’s form tutor
e CC the Head of Year
e CC the Head of School.
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e Parents should be aware that leave will only be approved for the following
reasons and must include valid evidence:

o Medical leave of child (evidence — medical leave certificate issued by a
medical professional)

o Bereavement of a close family member (evidence - death certificate)

o Umrah/Haj (evidence visa or flight tickets)

o Authority appointment (passport/visa etc.) (evidence — appointment
letter)

Leave approval

e Only leave applications with the above valid evidence will be approved by the
school on the system.

e All other reasons for leave would count towards the child’s unauthorised
leave allocation (30 days per academic year).

Lateness procedures

e A student is late if they arrive at school after 7:45am.

e If a student is late, but the register is still open, the student will get a late
mark.

e If the student arrives after 7:45am then they must sign in at reception and
receive a late mark.

¢ The lateness will be recorded, and shown on the GEMS Connect App.

e Parents can monitor their child’s punctuality through the GEMS Connect App
(please speak with the school’s Parent Relationship Executive for further
guidance on this).

e The absence procedures and consequences of being consistently late are
shared with all stakeholders at the start of the year. The school will then
provide timely reminders throughout the year, via various communications
channels (e.g. parent handbook, newsletters and the school website).

e Please note that a student will not be marked late if they arrive in the
morning on the school bus. If the school bus arrives late, students will be
marked ‘Late by School Transport’.

e If your child travels by school bus and is mistakenly marked late or absent,
please inform Ms. Aswita, our Attendance Officer, who will assist you in
resolving the matter promptly.

Students who achieve 100% attendance with no lateness will be recognised and
rewarded at the end of each term. Tutor groups with the highest overall attendance
will also receive rewards. In Secondary, both attendance and punctuality contribute
to each form class’s weekly points in the Year Group League Table.

Pastoral Leads will decide on appropriate rewards for their year group, which may
include:

e Certificates

e School newsletter
e School assembly
o Letter home
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Gift certificate

Prizes, such as stationery items, or tutor group parties
Rewards Days (in Secondary)
These are in addition to Be a GEM rewards.

Attendance Monitoring and Communication

To ensure consistency, transparency, and timely intervention, all attendance and
punctuality monitoring at GEMS Cambridge Sharjah will be overseen by the school’s
Attendance Officer. This removes the need for manual tracking by Form Tutors or
Heads of Year.

Key Information for Parents and Guardians

e Form Tutors will not contact parents directly regarding attendance or
punctuality concerns.

e The Primary Contact Parent will be contacted by the school’s Attendance
Officer if no medical leave has been submitted before 8:15am.

e Parents can conveniently track their child’s attendance and punctuality
through the GEMS Connect App.

e If parents have a query related to attendance or punctuality, they should
contact:

o Ms. Aswita - a.shetty gcs@gemsedu.com

o Ms. Rency - r.alex gcs@gemsedu.com

For any parents new to the school or GEMS, please feel free to reach out to our
Parent Relations Executive, Ms. Regina Daniel, at r.daniel gcs@gemsedu.com for
guidance on how to use the app.

Note: Approved absences (such as documented medical leave or religious
observance) do not count towards SPEA’s 30-day limit on unapproved absences,
which—if reached—will result in a student being blocked from promotion to the next
academic year.

However, all absences (approved and unapproved) do count towards a student’s
overall attendance rate, which is crucial in helping the school monitor academic
progress and identify support needed to ensure every student reaches their full
potential. This total attendance percentage is shown on a student’s termly report
card.

1. Morning Attendance and Late Sign-Ins

e Students arriving after 7:45 AM, when the side doors close and the National
Anthem is played, must report directly to Reception to be signed in as late

e From 7:45 AM to 8:10 AM, school staff will be on duty at Reception to sign
students in
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e Students arriving after 8:10 AM must be signed into school by a receptionist, as
duty staff will have returned to lessons

e At 8:15 AM, after the late sign-in window closes, any student not signed in will
be marked absent. An email will be sent to the student’s registered primary
contact email informing them of the absence and this will also be reflected in the
GEMS Connect App.

2. Consecutive Days of Unapproved Absence

2.1 -

3 Day of Consecutive Absence

On the third day of consecutive absence, the school Attendance Officer will
inform the Designated Safeguarding Lead (DSL), relevant Lead DDSL, Head of
School and Assistant Head Pastoral.

2.2 - 5t" Day of Consecutive Absence

On the fifth day of consecutive absence, the school Attendance Officer will inform
the Designated Safeguarding Lead (DSL), relevant Lead DDSL, Head of School
and Assistant Head Pastoral.

In accordance with SPEA guidelines, the First Notice/Form No. 27: Undertaking
of the Guardian on the Commitment of Their Son/Daughter to School Attendance
(see Appendix A) is issued by the relevant Head of School and Assistant Head
Pastoral.

2.3 - 9t" Day of Consecutive Absence

The Assistant Head Pastoral informs the student’s parents that, in accordance
with SPEA guidelines, one more unapproved absence will result in the issuance of
the Second Notice/Form No. 27: Undertaking of the Guardian on the
Commitment of Their Son/Daughter to School Attendance (see Appendix A).

2.4 - 10th Day of Consecutive Absence

Parents are contacted by the relevant Assistant Head Pastoral for a meeting
with the relevant Head of School, Assistant Head Pastoral and DSL/Lead
DDSL.

The Second Notice/Form No. 27: Undertaking of the Guardian on the
Commitment of Their Son/Daughter to School Attendance (see Appendix A)
is issued.

2.5 - 14th Day of Consecutive Absence

The Assistant Head Pastoral informs the student’s parents that, in accordance
with SPEA guidelines, one more unapproved absence will result in the issuance of
the Third Notice/Form No. 27: Undertaking of the Guardian on the Commitment
of Their Son/Daughter to School Attendance (see Appendix A).



2.6 -

CIWINERN (51U n Ll YUgublyiil @3u)10ls Utlon dujao
Cambridge International Private School
SHARJAH

Parents are contacted by the relevant Assistant Head Pastoral for a meeting
with the relevant Head of School, Assistant Head Pastoral and DSL for a
meeting.

15t Day of Consecutive Absence

The Third Notice/Form No. 27: Undertaking of the Guardian on the
Commitment of Their Son/Daughter to School Attendance (see Appendix A)
is issued.

The case is reported to the school’s Government Relations Executive (GRE),
and the case is reported to SPEA

As per SPEA guidelines and the Ministerial Resolution No. (851) of Year 2018
on the Code of Behavior of Students in General Education Institutions, the
student may be excluded from school, and the student is reported to SPEA by
the school’s GRE.

3. Total Unapproved Absences (Non-Consecutive)

The same communication and escalation steps apply to cumulative unapproved
absences (not necessarily consecutive):

9 days (total): The Assistant Head Pastoral informs the student’s parents
that, in accordance with SPEA guidelines, one more unapproved absence will
result in the issuance of the First Notice/Form No. 27: Undertaking of the
Guardian on the Commitment of Their Son/Daughter to School Attendance
(see Appendix A).

10 days (total): Parents are contacted by the relevant Assistant Head
Pastoral for a meeting with the relevant Head of School, Assistant Head
Pastoral and DSL/Lead DDSL.

The First Notice/Form No. 27: Undertaking of the Guardian on the
Commitment of Their Son/Daughter to School Attendance (see Appendix A)
is issued.

19 days (total): The Assistant Head Pastoral informs the student’s parents
that, in accordance with SPEA guidelines, one more unapproved absence will
result in the issuance of the Second Notice/Form No. 27: Undertaking of the
Guardian on the Commitment of Their Son/Daughter to School Attendance
(see Appendix A).

20 days (total): Parents are contacted by the relevant Assistant Head
Pastoral for a meeting with the relevant Head of School, Assistant Head
Pastoral and DSL/Lead DDSL.

The Second Notice/Form No. 27: Undertaking of the Guardian on the
Commitment of Their Son/Daughter to School Attendance (see Appendix A)
is issued.

29 days (total): The Assistant Head Pastoral informs the student’s parents
that, in accordance with SPEA guidelines, one more unapproved absence will
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result in the issuance of the Third Notice/Form No. 27: Undertaking of the
Guardian on the Commitment of Their Son/Daughter to School Attendance
(see Appendix A).

e 30 days (total): Parents are contacted by the relevant Assistant Head
Pastoral for a meeting with the relevant Head of School, Assistant Head
Pastoral and DSL/Lead DDSL.

e The Third Notice/Form No. 27: Undertaking of the Guardian on the
Commitment of Their Son/Daughter to School Attendance (see Appendix A)
is issued.

e The case is reported to the school’s Government Relations Executive (GRE),
and the case is reported to SPEA

e As per SPEA guidelines and the Ministerial Resolution No. (851) of Year 2018
on the Code of Behavior of Students in General Education Institutions, the
student may be excluded from school, and the student is reported to SPEA.

Reminder: While approved absences do not contribute to the 30-day SPEA limit for
unapproved absences, they do count towards a student’s overall attendance
percentage, which is vital for academic tracking and early intervention.

Signhed: Q\WG'

Date: June 2026
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Appendix (27) To the Ministerial Resolution No. (851) of year 2018 on the Code of Behaviour of Students in
General Education Institutions Form No. (27)
Undertaking of the guardian on the commitment of their son/ daughter to school attendance

Written Warning

Emirate: Sharjah

School Operations Department:

Council: Sharjah Private Education Authority

Sector: Private

School: GEMS Cambridge International Private School

I, the guardian of the student, .......cccc......... do hereby undertake that my son / daughter shall comply

with the school attendance, and not to be absent unless for an acceptable excuse. | shall provide a
written excuse for the illness of my son / daughter according to the policy of the Ministry of Education.

Accepted reasons for approving student leave:

Medical leave of the child (evidence — Medical leave certificate issued by a medical professional).

. Bereavement of a close family member (evidence — Death Certificate).
. Umrah/Haj (evidence — Visa or flight tickets).
. Government Authority appointment (passport/visa, etc.) (evidence — Appointment letter).

In case there is a personal excuse, | shall communicate with the school management within two days
from the absence incidence to explain the reason for the absence.

It is important to note that SPEA rules state that a student may not be promoted to the next year group if the
student is absent for more than 15 consecutive days of unapproved absence, or more than 30 days of
unapproved absence throughout the year.

% attendance Number of late Number of approved Number of unapproved | Total number of
absences absences days Absent
Verbal Warning First Notice Second Notice Third Notice Student Expulsion
(SMS/Email)
After 3 days After 5 days After 10 days After 14 days After 15 days
absence absence absence absence absence

Head of School Signature:
Name of the guardian:
Kinship:

Signature:

Tel. Number:

Contact Date:

Time:
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GCS Student — Mid-term Emergency Leave Application (For leave applications of more than 4 days)

Student Name

Class

ID

Leave from (data)

Return to school (date)

Reason for leave:

Dear GCS Principal,

Due to an emergency/unavoidable reason, we request term time leave for our child/children as above, as a

special case. We understand that:

e |nsufficient attendance is a disciplinary issue. Leave during term time is only approved in special
cases (e.g. medical reason, death in the family, Haj etc.) and needs to be supported with documentary

evidence as per the school policy.
e Missed term exams (except with appropriate documentary evidence) will be give ‘0’ towards the Term
Report, which would therefore be a pass mark only. If the child has documentary evidence for missed
exams, then a continuous assessment mark will be given on the Term Report. As per SPEA,
attendance of T3 promotional exams is compulsory.

e School will process this leave form subject to no pending school fees.
Date:

Parent signature:

Parent contact details (in case of follow up):

Cashier/Accounts Officer sign: (there are no pending fees) Date:
v | Principal comments:
Leave is approved: Leave is not approved To be failed in T3 Inform SLT is
SPEA and report absence
e Give continuous e Studentto be given data if continues
assessment mark ‘0’ marks for exams continuous beyond
for report grades. and pass grade (50%) assessment specified
for grades are ‘Fail’. dates.

10



report grades.

Documentary
evidence for absence
attached.

No documentary
evidence provided

Other evidence is
attached.

The evidence attached is
inadequate

Signature:

Date:

11
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