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Rationale 

The School recognizes the importance of regular attendance of pupils. This policy aims to ensure 

the best possible pupil attendance to follow up procedures for pupil absence. Regular attendance 

in school is therefore important as students' presence in the schools contributes to a student's 

academic success, personal development, and overall well-being. 

During schooling, students' overall development is ensured by way of extracurricular 

activities, peer learning, character building, inculcation of values, collaboration, respecting 

diversity and inclusion, respectful interactions, teamwork, and so on. Overall, schools play a 

vital role in shaping well-rounded individuals. 

Excessive absences affect the culture of the classroom, where the faculty seeks to build a 

community of learners. A student’s excessive absences or tardiness can lead to incomplete and 

unsatisfactory work, a reduced capacity to meet curricular standards and lower course grades.  

School Responsibility 

• The school keeps accurate records of student attendance and will communicate promptly 

and consistently with parents/guardians regarding attendance issues. 

• All students must report to school by 7:20 am. School instructional time ends at 1:40pm. 

School provides extension activities and remedial classes between 2:00pm to 4:00pm.  

● Sharing and implementing a school policy on attendance and punctuality which stresses 

that attendance for all students is mandatory on all the days the school is declared open. 

● Clarifying to parents and students the definition of a school day, the start of registration 

process in the morning, the school’s expectations in relations to punctuality all through the 

school day, the definition of absenteeism and a list of what is considered excused and 

unexcused absenteeism.  

If a student arrives later than 7:20 am they are considered late. In case of repeated tardiness 

and absenteeism, the following applies:  

Offence Frequency Implications 

Tardiness – this refers to being 

late in coming to school at the 

start of the school day and to 

instances of being late to 

The first three(3) incidents of 

tardiness in a short period of 

time such as a month. 

Written warning to student 

and notifies parents. Tardiness 

will be noted in the student's 

progress report and in School 

Diary 



 

                                                                                                         

lessons within the school day Up to an additional two(2) 

instances of tardiness in a 

short period of time, such as a 

month  

Parents and student to be 

called to a meeting with HOS. 

Parents and student to sign a 

written pledge not to repeat the 

offence.  

Tardiness is to be noted in 

students’ progress report and 

School Diary.  

 

 

The Responsibility of the Parent 

● Reading, ratifying and implementing the school’s policy on attendance and punctuality. 

● Promoting their child’s attendance and punctuality and abiding by the timings set by the 

school for the start and the end of the school day.  

● Understanding and upholding the school’s policy which states that continued tardiness and 

absenteeism will result in disciplinary measures and will affect the students’ chances of 

enrolment for the upcoming academic year. 

● Ensuring that their child attends school in complete school uniform and is fully equipped 

for the lessons. 

● Recognizing that there are legitimate and unavoidable reasons for absence, parents/ 

guardians may email to the School to excuse a student’s absence. 

● Parents/guardians are partners with the school and faculty in assuring that students have 

good attendance and arrive in class on time. 

● All parents should ensure that their child is at school on time every day of the school year, 

except for illness. The reason for an absence must always be communicated to the school. 

If a child is sick parents should complete the absence form to explain the reason for 

absence. After 48 hours of absence, a sick note is required from the doctor. Absences of 

more than 48 hours without the support of a sick note will be marked as unauthorized. 

 

SOP from CBSE: Even though the school expects 100% attendance CBSE has issued circulars 

and Standard Operating Procedures (SOPs) and has prescribed mandatory at least 75% attendance 

as mandatory for appearing in the Board examination. 25% relaxation is given in attendance 

considering exigencies and emergencies faced by the students and their families as per rules 13 

and 14 of the Examination Bye-Laws.  

CBSE directs schools to strictly follow the Board's Examination Bye Laws 

Rule No. 13 &14 and also to ensure the following: - 

a. All the students and parents may be informed that it is mandatory to have at least 75% 

minimum attendance as stipulated in the Examination Bye-Laws of the Board 



 

                                                                                                         

b. Any student, if on leave due to a medical emergency, needs to apply for the leave to 

the school with proper medical prescription and certificate etc. immediately after 

falling ill 

c. In the rest of the cases, the student will follow the due process for availing the leave 

informing the valid reason for leave in writing to the school at the time of availing leave 

d. The schools will ensure that students are attending the schools regularly and in case, any 

student is not serious about his/her attendance and frequently availing the leave or not 

attending school, then the school has to inform the parents in writing to ensure 

attendance as per Boards norms otherwise student will not be allowed to appear in the 

examinations.  

e. Schools are also directed to ensure that their students are attending the school regularly, 

attendance registers are maintained properly by marking the attendance of the students 

every day in the attendance register, attendance Registers are duly signed by the teacher 

and the authorities of the school and these are readily available in the office of the school 

for verification by the Board as and when required 

f. The CBSE may conduct surprise inspections of schools without prior intimation to the 

schools to verify the presence of the students from classes IX to XII in the school 

g. In case, students of Class X and Class XII are sent on educational tours or for any other 

activity, appropriate records should be maintained and are available in such a manner 

that they could be made available at the time of sudden inspection to the team 

Reviewing the Policy 

The policy is reviewed once every year by the Senior Leadership team in 

consultation with the staff. It will also be updated if any changes are implemented 

during the year. 

 
 
 


