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Our Vision - To be a global leader in providing an accessible, outstanding, and all-inclusive education that reflects the
principles and teachings of Islam.

Our Mission - Doha Academy offers an education for life. We believe that schools should be happy and purposeful
communities that enable children to achieve their best spiritually, morally, socially intellectually and physically.
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Effective schools convey their positive regard for regular attendance to parents, pupils and
teachers. Children quickly pick up the message that their presence is important. The morning
registration time should be perceived as an opportunity for the school to formally receive children
from home and the afternoon sign out time is the opportunity to formally release them and
ensure children are not missing valuable lesson time by leaving early.

Aims:

e To maintain an accurate record of student attendance at all times

e Toimprove the attendance and punctuality of students.

e To minimise the number of students who are persistently absent.

e To have clearly defined staff roles and responsibilities and promote consistency in carrying
out designated tasks.

e To gather and analyse attendance data regularly.

e Toimplement an effective reward and sanction system that support the attendance policy
in line with SEC requirements.

Types of Absence

There are 4 main types of absence:

o Authorised (where the school has been informed of the absence by the parents)
e Unauthorised (where the school has been given no information by the parents)
e |llness (where the school receives a note from the nurse or a doctor)

e Closure (where the school has been closed unexpectedly)

Children are expected to have an attendance record of at least 85%. If this is not the case, Doha
International Kindergarten will have to determine whether it has a place to offer that child for the

next academic year.

Communication with Parents regarding Absences

If a child is absent from school (without prior permission) the Receptionist will contact the parent
on the first day of absence, to obtain a reason. Further calls may be made, should the child be

absent for a longer period.
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Registration

The marking of the registers can sometimes become so routine that its importance is lost.
Incomplete or inaccurate registers are unacceptable. They provide the daily record of attendance
of all pupils. They will also contribute to the child’s end of term report and records of achievement.
They are also the official register if there is some incident that meant the school should be
evacuated.

The registration period should also be used as a time to settle the class down before lessons or
before leaving school and deal with any pastoral issues.

e Registers must be completed online using the School Management Information System
(iISAMS) in the morning and afternoon registration periods (7:00am - 7:15am)

o Children are marked as present or absent. The system records presence with a diagonal
line and absence defaults to unauthorised absence denoted by N.

e Children who arrive after 7:15am should be marked as Late. An approximate number of
minutes late can also be entered.

e There should be no unmarked sessions

e Whilst members of the administration staff, or the SMT may on occasion update registers
to reflect information they have been given, it is the responsibility of the class teacher to
ensure the register is up-to-date and accurate at all times. This information is available at
all times for the SEC, the parents and the Senior Management Team upon request.

e Absences can be altered to authorise only when informed by the parent directly, orally or in
writing. Information provided by children is insufficient to require a change. The SMT or
administration staff may also provide this information to the teacher.

e Absences can be altered to illnesses only when a medical note from a doctor is provided.
llinesses reported by parents are characterised as authorised absences. The nurse, SMT or
administration staff may also provide this information to the teacher.

e Absences where the school has been closed do not count towards child’s absence from
school. However, they are marked down as absent with the reason being given as Z — School
Closed to Pupils. This will not appear in any calculation of a child’s absence.

Fire Registers

The fire register is a live list of all children present within the school at any given time. It is vital that
all staff recognise the importance of this document as it relates td our flre procedures A small
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laminated fire register is provided to all teachers at the start of the academic year. These must be
kept near the door in a plastic wallet on the wall to be used in the event of a fire.

Children who are absent during the day should be marked clearly on this list with a dry-wipe marker.
This list should be continually updated each day. Special attention should be paid to this register upon
the return to class from break to identify if any children are missing.

Should this be applicable, the fire register should move around the school with the class to specialist
lessons and handed to the specialist teachers. It is the responsibility of the teacher taking each
lessons to ensure this register is kept up-to-date during their lesson.

In the event of a fire, the teacher responsible for the class when the fire alarm sounds should ensure
the fire register is brought to the evacuation point for use hy the class teacher.

Advanced Authorised Absences

Each application for leave of absence during term time is considered individually by the Head of
DIKG, taking into account the pupil’s overall attendance and reasons for absence. Absence will often
be pre-recorded on the iSAMS registers but it remains the responsibility of the class teacher to

ensure it is accurate.

Children Leaving School Early

The parents or carers of pupils who need to leave school early (longer than 30 mines earlier than
end of the day) for any reason are asked to complete a ‘DIKG Leaving School Early Form’ requesting
this. This will then be signed by the HOD and sent to the class teacher.

Any parents or carers requesting to take their child from class should be directed to Reception first
to discuss the matter with the Head of Department. It is not acceptable for a parent to collect a
child for sickness unless the school nurse has contacted home.

Any child leaving early should be noted on the register, by the Class Teacher, the following day as
present but with an added optional presence reason - X — Leaving School Early.
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Replated Absence

If a pupil is late more than 10 times, a letter is sent home by the Class Teacher asking the parents to
ensure their child arrives on time. If you note persistent lateness beyond this, please inform the
Head of Department, who will contact the parents. A letter will be sent by the Head teacher for
absences of 20 times or more during the term. Further action may be taken should this lateness

continue.
Letters will include a warning that all absences are recorded on reports, and will be referred to in any
reference requests for school transfers.

End of Day Signing Out Sheets

All Parents are required to sign-out their children daily.

Parents are required to sign the Sign-Out sheet each day when picking up their children. Any child not
signed out before 01:15 pm should be marked as late on this sheet.

The signing out sheets should be kept with security and made available upon request.

Monthly Registration Report

A monthly registration report should be printed by all class teachers and kept in their planning file for
their class. This can be obtained from iSAMS at the end of each month.

Our Vision - To be a global leader in providing an accessible, outstanding, and all-inclusive education that reflects the
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