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Safa Vision 

At SCS we aim to enable our learners to have success for today and to be 

prepared for tomorrow.  

  

المستقبل لمواجهة وتحضيرهم اليوم للنجاح طلابنا تأهيل الى نسعى كوميونيتي الصفا مدرسة في نحن  
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1.0 Introduction 

Safa Community School believes regular attendance is essential to the progress and achievement of the student and 

shall be strongly encouraged by the Principal and staff.  Safa Community School will require a satisfactory explanation 

from the parents or guardians, either in person or by written note, of any student absence. Absences may be 

authorised or unauthorised. 

Parents of students who plan to miss several days are required to notify the teachers and the office before the 

anticipated absence and fill in a leave of absence form. 

Attendance will be reported, monitored, and recorded exclusively via the Safa Community School iSAMS Parent 

Portal (please refer to Appendix A and B). Parents are required to submit all absence notifications and leave requests 

through the Parent Portal. The system notifies the relevant staff automatically, and summary statistics will continue 

to be reported to parents. 

2.0 Responsibilities 

●​ The Principal is responsible for ensuring the Attendance policy and procedures are implemented by the 

attendance officer and monitored in school and that every member of the staff is aware of the contents of 

the policy. 

●​ School staff are responsible for implementing the Attendance policy on a day to day basis, and for ensuring 

correct procedure is followed. 

●​ Parents are responsible for enabling and encouraging regular attendance and for notifying the school of any 

absence by a student, either retrospectively or in advance, as appropriate to the absence. 

3.0 Attendance Information 

The school week runs from Monday through Friday.  Please note timings in this document are subject to change, with 

notification. 

3.1 Punctuality/ Lateness 

The school gates are open at 7:05 a.m. for students. Students are expected to be in class for registration/ first lesson 

at the scheduled start time for their phase. Registration/ Lesson 1 times are listed below for each phase: 

Year Group Monday - Thursday Friday 

FS1 8:20am 8:10am 

FS2 8:10am 8:00am 

1-2 8:00am 7:40am 

3-6 7:45am 7:40am 

Secondary 7:40am 7:30am 
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If your child arrives at school after their registration time, they must report to the main school reception (FS and 

Primary) and the Secondary school receptions (Secondary & Hope). At this time students will be given a late sticker 

and a member of staff will mark them as present on the school system. A student will not be allowed into their 

lessons after the registration period without a late sticker.  

Punctuality shows respect for others, classmates and teachers. Tardiness affects not only the student who is late, but 

disrupts the entire group. Parents are requested to emphasize the importance of being on time with their child. 

Repeated lateness can result in detention or loss of free time at school as a consequence.  

3.2 Absences 

Students are encouraged to be present regularly throughout the year to fully participate in the academic programme. 

Extended holidays and vacations interrupt and impact the student's educational progress and routine. All students 

are expected to abide by the school schedule and attend school on the days before and after vacations.  

Parents must report all absences via the iSAMS Parent Portal by selecting Requests & Forms > Illness Reporting (Daily 

Illness) or Absence Reporting (any other absence). The portal allows parents to upload supporting documents and 

view previous or pending reports. Once submitted, the school reception team and the class/form tutor are 

automatically notified, and parents receive a notification on the ISAMs application. Parents are no longer required to 

call or email reception. 

 

3.3 Planned Absences Other Than School Holidays 

It is the school’s philosophy that attendance at school is of primary importance. However, there are times when an 

absence is unavoidable. In such cases, the parent is to contact the school in advance whenever possible. Assignments 

and examinations may not always be available in advance and may have to be completed upon the student’s return. 

Students are responsible for missed class work assigned when out of school for non-holiday reasons.  

3.4 Illness and Medical Appointments 

When a child is unwell, parents must report the absence through the Parent Portal before 7:30 a.m. on the first day 

of absence, stating the reason. If a third consecutive day of sickness is reported, our clinic team will contact parents 

to request further information. Medical certificates for absences longer than three days can be uploaded directly into 

the Parent Portal. Requests by email will no longer be accepted; any such submissions will receive an automated 

response redirecting parents to the Parent Portal. 

 

●​ Every effort should be made to arrange medical appointments outside school hours 

●​ If it is necessary for a child to be out of school for this reason, the child should be returned to school directly 

after the appointment 

●​ If your child is absent due to vomiting then they should not return to school for the next 24 hours after the 

last time the child was sick. This is to reduce the risk of infection to other children and adults at the school.  

●​ For more than three days of absence the school requires a written explanation of why the child was absent. 
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The school office will request this if it is not produced.  

●​ Medical certificates are required for absence greater than 3 days. 

3.5 Family Holidays/ Absence During Term Time 

The school recognises that pupil absence during term time can seriously disrupt a pupil’s continuity of learning. 

Parents are therefore strongly urged to avoid booking a family holiday in term time.  

Applications for absence during term time must be submitted through the iSAMS Parent Portal under Requests & 

Forms > Absence Reporting. Parents must complete all relevant fields and upload supporting documents (e.g., 

employer letters, event invitations). Once submitted, a confirmation email will be issued, and the request will be 

reviewed by the relevant leadership team. Parents will receive a further email confirming approval or rejection. 

When an application is made for authorised absence during term time, the attendance officer gives consideration to:  

●​ The age of the child 

●​ The nature of the proposed absence 

●​ The timing of the proposed absence  

●​ The attendance pattern in the present and previous academic years 

●​ Absence will not be authorised where attendance is lower than 95% or where the absence would take 

attendance below 95%. 

●​ The child’s academic progress 

Examples of what may constitute exceptional circumstances: 

●​ A short absence to attend a family wedding, or a special family celebration; or to attend a special family 

reunion; or to attend a special religious/ cultural festival. 

●​ If a parent, due to the nature of their work, cannot possibly take time off during the regular school holidays, 

then this might constitute an exceptional circumstance. This will need to be evidenced by a letter from the 

employer. 

4.0 Monitoring  

The school will comply with the legal requirement to complete attendance registers daily, using the set school 

procedures. Staff responsible for student registration will follow up reasons for lateness. Ongoing poor punctuality/ 

absence will involve the pastoral staff, student and parents. The school will also reward the positive aspects of 

attendance according to its policies of rewards and sanctions. 

4.1 Recording Admissions and Attendance 

 

All absences must be logged via the iSAMS Parent Portal. Where no entry is made within one hour of the student’s 

start time, the school will contact the parent. Absences not submitted through the Parent Portal will be marked as 

unauthorised. 

Where a student has a low attendance rate, the class or subject teacher will contact parents to support the student’s 

attendance. This is in line with the approach used when maintaining general discipline standards. 
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4.2 Procedures for Following Up Absences/Lateness 

Safa Community School will employ a variety of strategies to follow up on absences and or lateness (see appendix 

5.0). 

These will include: 

●​ First day home contact for a student who is absent without explanation 

●​ An appropriate sanction such as a detention for a student who is persistently late throughout a week 

●​ A parent meeting for a student who is persistently late or absent 

All notes from parents regarding a student’s absence will be stored on the student’s file after they have been 

initialled and dated by an appropriate staff member. Safa Community School will promote the importance of 

attendance and punctuality and the attendance rates will be published on report cards.  

 

Strategies for this will include: 

●​ Monitoring and development of the curriculum to meet the needs of all students 

●​ Collection of attendance statistics to inform pastoral and curriculum practices 

●​ Regular reminders for parents, students and staff on types of absences which are recognised as authorised and 

unauthorised 

●​ Setting of targets for improvement with students whose attendance falls below expected levels. 

 

4.3 Collection of Attendance Data 

Each term the following data will be collected and analysed in order to assess performance and trends. 

●​ Whole school attendance rates 

●​ Numbers and proportion of persistent absentee students 

●​ Rate of unauthorised absence. 

 

Attendance data will be used to set a range of attendance targets for the whole school, for identified cohorts and for 

individual students. 

4.4 Individual Student Attendance Data  
 
Throughout the year the following data will be collected and analysed for each student. 
 

●​ Weekly Attendance Analysis 
●​ Half Termly Comparisons in line with KHDA expectations 
●​ Term Comparisons in line with KHDA expectations 
●​ Whole year comparisons with previous years data 

 
Students that are highlighted as having a low attendance in line with the school and KHDA expectations will be 
subject to a monitoring process. The school attendance officer will analyse attendance data each half term and will 
then contact parents accordingly. Students will have the next half term to improve their attendance in order to be 
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removed from the monitoring process. In the event a student's attendance fails to improve further monitoring will 
take place and any sanctions put in place.  
 
If a student has more than 21 days of absence in the year without a valid excuse, the school reserves the right to not 
re-enroll the student for the next academic year. In addition, as per the parent school contract, if a child attendance 
tracks lower than 60%, the school may seek KHDA approval to not promote a child to the next year.   
 
The school will call in any parents before a child has reached the maximum number of absences to discuss further. 
 
5.0 Appendices - Absence Procedures and Attendance Monitoring 
 
Appendix A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix B - Please click the link for further details 
 
School Absence Information 
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https://drive.google.com/file/d/1w9ehGzP7aFoYMGaku0JycI5szrA1N40t/view?usp=drive_link

