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1.Overview  

 

1.1  The objectives of the pupil attendance system is to monitor pupil attendance, and to be able 

 to intervene effectively whenever necessary. We expect pupils to attend school  every day 

 unless they are unwell.  

 

2.Guiding Principles  

 

2.1  To ensure the safety and wellbeing of our pupils, it is important that parents inform the 

 school if their child is absent. 

2.2  The School will contact parents if a pupil is absent, and the school has not been notified.  

 

3.Objectives of This Policy  

 

3.1  To ensure that parents understand the importance of having their children attend school 

 every day unless they are unwell. 

3.2  To communicate the need for parents to inform the School if their child is absent. 

3.3  To define the types of School absences. 

 

4.Monitoring Attendance 

 

4.1  Pupil are registered during morning form time with their class teacher. Pupil are expected to 

 be punctual for registration. Pupils arriving late should register with the Admin Officer.  

4.2  The Admin Officer obtains the attendance list from the teaching staff and notes the 

 absentees on that day. She will call up the parents to enquire as to the reason. The Admin 

 Officer records the reasons cited by the parent. She also records the instances when she was 

 unable to reach the parents.  

4.3  The school requires a minimum of 80% attendance. This requirement is clearly 

 communicated to parents during the orientation as well as through the parent handbook. 

4.4  Whole school attendance is reviewed weekly during SLT meetings. The Admin Officer also 

 brings to the attention of the Principal the list of pupils who persistently have poor 

 attendance (below 80%). 

4.5  If necessary or where appropriate, the Principal may arrange a meeting with the parents or 

 guardian to discuss pupils’ attendance and how he or she can be helped. 

 

 

5. Absence Due to Illness  

 

5.1  Parents should email or call their child's class teacher/form tutor or the Admin Officer on the 

 first day of the absence, before 8.30 am, and explain the reason for the absence.  

5.2  If your child has been vomiting or has a temperature a 48 hour leave of absence is required.  

5.3  If a child is absent for more than three days due to illness, a follow-up email should be sent 

 to the child's class teacher/ form tutor to update us on the expected return to school.  

5.4  For absences longer than five school days, a Medical Certificate from a Singapore doctor 

 should be provided.  

5.5  Any absence from school that is not accounted for will be marked as ‘unauthorised’. 

  



6.Planned Absence  

 

6.1  Parents should inform their child's class teacher/form tutor in advance if they know that 

 their child will be absent for a legitimate reason. 

6.2 Parents should inform their child's class teacher/form tutor in advance of any appointments 

 during the school day. Whenever possible, appointments should be made for times outside 

 of school hours.  

 

7. Requests for a Leave of Absence  

 

7.1  In exceptional circumstances, individual requests to take a pupil out of school for an 

 extended period may be granted.  

7.2 To apply for a leave of absence parents should submit FRM-024 to the school Principal. 

 These requests should be submitted in advance so that due consideration can be given. 

 

8. Prolonged Absence  

 

8.1  If a pupil has missed a large number of school days in a particular school year, it may affect 

 their ability to progress within the School. In such cases, parents will be asked to meet with 

 the Principal to discuss the best options for their child. 

8.2 A student who is absent from class for seven (07) consecutive days without valid 

 reasons will be deemed to have withdrawn from the course. If the school has been 

 unable to contact the parents, the Admin Officer will make a police report. This will also be 

 treated as a Safeguarding concern (see Whole School Safeguarding policy). 


