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INTRODUCTION

At Durham School for Girls, we aim to provide a strong education for our Girls. Attendance and Punctuality
are vital for the continued success of the students and form part of the MARK values. It is these basic
values that ensure that we can deliver a high-quality learning experience to our children.

Attending school is mandatory. Attending school at the correct time is respectful. This is a parental duty
to ensure your child is receiving the correct schooling.

Itis the duty of DSGD to ensure that girls attend enough days academically to pass the school year. If girls’
attendance is low, and the curriculum requirement has not been completed, girls will be asked to repeat
that academic year.

The school requires that a minimum of 90% of full school days must be attended. Missing sections of
the day can also affect attendance. The MOE recommendation is 80% however, girls with an attendance
between 80 — 90% will be flagged as a concern and might need to repeat the school year.

Students who attend school regularly have been shown to achieve at higher levels than students who
do not have regular attendance.

ABSENCE

All students are expected to attend school every day for the academic year. Girls need to be in school
to fulfill curriculum requirements and ensure they are learning both academically and socially. Stability
and routine are essential to a girl’s development.

All schools must report to the MOE daily for attendance and give justification for any absences. As
DSGD work in partnership with our parents we are all accountable for this.

Procedures for Reporting an Absence

If a child is absent, for any reason, parents are required to inform the school, via email
attendance@durhamgatar.com Absence will be recorded as either authorised or unauthorised as

follows:
Reason for Absence Excused (Authorised) Unexcused (unauthorised)
Illness or medical appointment | With Doctor Note Without Doctor Note
Family Emergency With provision of evidence Without provision of evidence

Absence from school must be reported to the school by the parent by 7am. A student cannot report
their own absence.



If your child is absent from school for more than 1 day, parents must submit medical certificates, or
other official documentation relating to an absence, by emailing attendance@durhamgatar.com

Notifications regarding absences, medical notes or any communications related to Attendance and
absence should be sent to attendance@durhamgatar.com

Please be reminded that where possible, medical appointments should be made outside of school
hours. Any absence, late or early pick up for medical reason MUST have an official sick note.

Family vacations should be taken in the school holidays. The school will not approve absence for
holidays during term time, and this will be documented as unauthorised absence.

Total absences (both authorised and unauthorised) will be documented and monitored by the school.

Parents of children with low attendance will be contacted and invited into the school for a meeting. It is
likely that you will be required to sign and agree to an action plan to improve attendance.

A minimum of 90% (18 days absent) attendance is required for all students in an academic year.

Requests for extended leave need approval from the Head of School and would only be approved
in exceptional circumstances.

Absent Days Action

1 day Notification

3-5 days in a half term Letter from the school and a follow up

10 days in a term This child will be flagged as a possible repeater for the following year
and official notification of this will be sent

15 days in total Final Attendance Conference
Meet with Principal
Discretionary retention / attendance contract to retain enrolment

A student who has taken more than 15 days of absence, this includes authorised leave, will be assessed
and at risk of repeating the academic year. This may require a formal assessment and a review of all
completed work and homework. In Durham School for Girls, it is the participation in class and the whole
student profile, as well as the assessments that determined the student’s grade.

A student completing a final assessment, but not attending or completing class work, can be
considered as failing. For girls in Year 11 and Year 12 who have low attendance, Durham School for
Girls will not be responsible for submitting them for IGCSE and AS examinations under the school’s
name. This will result in the girls not completing that academic year and obtaining their Thanewea.
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LATENESS

Punctuality is important - it fosters a good routine for the girls and a sense of starting the day ready
and prepared. School begins at 7:15 am. Students who are late are missing opportunities to learn.
This is disruptive to their learning and that of other students. Parental support and assistance are
required to model good time management, and to demonstrate a commitment to education.
Parents should ensure that students arrive on time.

6:45 am - 7:15 am Student arrival — School gates are supervised by security and a member of
the senior team.

After 7:15am Late student registration

Secondary students sign in the late book and will be marked as late on the
official register. Students will be provided with a late slip to hand to the
teacher.

Primary students will be registered by the class teacher and marked as late.
These will be recorded. Students will be provided with a late slip to hand to
the teacher.

Repeated lateness will result in a meeting with parents and the school, to
determine an improvement plan.

EARLY COLLECTION

It is expected that students will remain at school for the full duration of the day. If a child needs to
be collected during the day, their siblings should remain in school to complete their day.

In unavoidable situations, parents must notify the school, at least one day in advance, to seek
permission via email:

Secondary - email the Tutor
Primary - email the Class Teacher

When Tutors/Class Teachers receive the email from the parent, a day in advance, they will respond
to parents via email and must include our attendance officer and the main reception in the reply
attendance@durhamgatar.com and reception@durhamgatar.com, so we can organise the
collection of the student from class on the day.

Early Pick up will be monitored and recorded as absence.

Nannies or Drivers do not have consent to collect girls WITHOUT the school being notified by the
parents in advance. Without this confirmation, for the safety of the child, we will not allow
children to be taken from school.
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Parents not following the collection procedure will have to wait until the end of the lesson and a
convenient time for the daughter to be sent.

No pickups, deliveries etc. can be made from 1pm to home time. This is for safety reasons as
younger girls prepare to be dismissed. It is extremely disruptive for the classes and the girls

learning.

Reason for Early Collection

Authorised Absence/pick up

Unauthorised Absence/ Pick up

Medical Appointment

With Doctor Note

Without Doctor Note

Family Emergency

With provision of evidence

Without provision of evidence

CONCLUSION

Attendance underpins both academic and social development. Missing a lesson, being late, leaving early
disrupts the learning and the routine for your daughter, the teacher, and the rest of the class.

Girls who attend school regularly are often more confident, willing to cooperate and are more socially
developed. This in turn has an impact on academic levels, behaviour, and attitude.

In the British Curriculum, the process of learning is fundamental. Assessment and grades are taken from
participation in class, homework, class assignments and quizzes. Being in school, peer learning, being with
the teacher, interaction with the class and teacher, teamwork all contributes to the person we become.



Attendance summary

e  Girls must attend 90% of the academic year of 180 days.

e  Girls not reaching the attendance criteria will be monitored and will risk repeating the following
year.

e Attendance will be an admission criterion to years 11 and 12. Girls in Year 11 and 12 may not be
permitted to enter for examinations if their attendance does not meet the correct criteria. Girls

will not be allowed to submit exams under the school’s name if their attendance does not meet
the correct requirements.

Quick Reference of Procedures for parents.

My child is unwell for one day

‘ Email attendance@durhamgatar.com before 7am

¥

‘ The teacher taking registration will mark any child not in class by 7.15am as absent |

¥

‘ The number of absences are monitored by the school |

My child is unwell for 2 days or more

‘ Email attendance@durhamgatar.com before 7am each day of sickness |

¥

‘ The teacher taking registration will mark any child not in class by 7.15am as absent |

P

‘ The number of absences are monitored by the school |

¥

Scan and email the medical certificate to attendance@durhamgatar.com or submit personally to the
attendance officer
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Application for Planned Absence from School: Procedure

The parent must apply for approval for an absence or early leave from school, 2 working days before
absence.

¥

The parent emails the tutor or class teacher for approval

b

The teacher/ form tutor approves or rejects the request via email
If the request is approved absence will be recorded as authorised and reception informed
If the request is rejected the parent will be emailed with an explanation as to why the leave has not
been approved

$

Absences that are not approved

Absences that may be approved

Holidays
Social events
Leaving early for travel
Requesting to leave early for illness when the
nurse has assessed the child as ok

Weddings
Documented family emergencies
Funerals
Medical appointments
University interviews or open days

Early Leave Requests

Approved absences: students can be picked up at
the agreed time and will be signed out of school

Unapproved absences: if parents insist on taking
their child out of school, this will be recorded as
unauthorised absence

A kind reminder that the MOE does not discriminate between authorised and unauthorised absence. All

absences are recorded as such.

Absence will be recorded on school reports.
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