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Attendance Policy
School Timings

Ensuring daily attendance and arriving at school on time is vital to maximizing
learning opportunities and is a basic expectation for all Primary Years Programme
(PYP) students.

Parents are advised to schedule their children's special appointments outside school
hours whenever possible.

Good attendance is directly linked to improved academic achievement. Parents
should avoid returning from vacations after the start of the school year or
withdrawing their children early for vacations, holidays, or similar reasons.

When both parents are outside Qatar, they must contact the front office to inform
the school of their child's guardian and how to contact them in case of emergency.

School Hours

Sunday, Monday, Wednesday,
Stage Thursday Tuesday
Preschool 3and 4 7:00 AM -12:00 PM Dismissal at 11:30 AM
KGto Grade 5 7:00 AM -1:30 PM Dismissal at 12:00 PM

Receiving Students in the Morning
Preschool Students

e Gatesopenat 6:30 AM, and students enter the Early Learning Building for
early supervision.

e Preschool classes start at 7:00 AM.

Elementary School Students
KG to Grade 5

o Gatesopen at 6:30 AM, and students from KG to Grade 5 enter the Sports Gym
for early supervision.

e Morning assembly starts at 6:50 AM in the following locations:
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Period Location

September to late October | Sports Gym

November to April Outdoor Yard

April to June Sports Gym

e Guardians are only allowed to enter the school during the first week. After
that, entry is not permitted except for escorting preschool students.

o Classesstartat 7:00 AM.

e Entry after7:15 AM is counted as late.

e Gatesclose at 7:15 AM except Gate 1.
Supervision

There is no supervision before or after the stated times in school grounds and
sections.

Please ensure your child's safety by arriving at school on time and picking up your
child promptly at the end of the school day.

Students are supervised during all school activities. Students are not permitted to use
school playgrounds after school hours without administration approval.

The school follows strict pick-up schedules, as late pick-ups can affect children's well-
being. Parents are kindly requested to adhere to the designated pick-up times.

Attendance Criteria

The attendance policy at Tariq Bin Ziad School is based on the principle of mandatory
attendance to support high academic performance.

Minimum attendance is set at 90% of school days, excluding illness or family
emergencies. A student who is absent for 18 days or more may not receive a
transcript.

If a child is absent for 10% of the specified school days, parents may receive a letter
reminding them of the attendance policy.

Excused / Unexcused Absence

Addressing unexcused absences in an organized manner helps ensure the student's
academic and emotional growth.

The number of excused and unexcused absences is carefully monitored and officially
recorded in student reports.
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School begins at 6:50 AM. Students arriving after 7:05 AM will be recorded as late.

Unexcused absences, late arrivals, and early departures are discouraged because they

affect valuable learning time.

ManageBac Attendance Codes

Below are the codes the school uses to record attendance on the ManageBac

platform:
Code Meaning Status

Present The student attends school on time and stays for Present
the full day.

Absent The student is absent without authorization. Unauthorized
Parents must call the school before 8:10 AM if their | absence
child is absent.

Absent The student is absent due to a medical Authorized

Medical appointment. A medical certificate must be absence
submitted to the PYP Front Desk Receptionist.

Absent The school has been informed of the absence, but it | Unauthorized

Informed is not authorized. Parents must notify the school in | absence
advance of any planned absence.

Absent The absence is reviewed by the Director or Principal, | Authorized

Approved who has final authority to determine whether it is absence
authorized. Reasons may include educational
programs, family emergencies, or pre-approved
cases with official documentation.

Suspension | The student is suspended at home by school Excused
decision. absence

Suspension

e The student is suspended at home by school decision.

e ASuspension mark is considered an excused absence.

e Ontheday of absence, the parent receives a message via ManageBac
confirming the student's absence.

e The school is responsible for notifying parents on the same day of any
unexcused or unreported absence.
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Tardy
e Astudent arriving late between 7:15 AM and 8:00 AM will be marked as Tardy.
e Late students must obtain a late permit from the front office receptionist.
e Parents are responsible for informing the school if their child is late.

e Everysix Tardy marks equal one unexcused absence.

Tardy One Hour — T1H
e Latearrivals after 8:00 AM will be marked as T1H.
e Late students must obtain a late permit from the front office receptionist.

e Everythree T1H marks equal one unexcused absence.

Early Pick Up
e Early departureis recorded by marking Early Pick Up.

e Official documentation must be submitted to the front desk receptionist.
Requests without written documentation will be reviewed by the leadership
team.

o Early departure requests cannot be accepted after 1:20 PM on Sundays,
Mondays, Wednesdays, and Thursdays.

e On Tuesdays, the latest departure time is 11:30 AM.

o Every three Early Pick Up marks equal one unexcused absence.

Consequences of Delay at Tariq Bin Ziad School

Tarig Bin Ziad School is committed to ensuring students arrive on time and minimizing
unjustified absences, as regular attendance directly impacts student achievement
and academic success.

The school implements a gradual system to monitor student absences and tardiness
through five clear stages, with ongoing communication with parents.
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Stage

Attendance /
Absence Level

Action

First day
of
absence

The parent receives a message via ManageBac
informing them of the student's absence on that
day.

Stage1

Less than 97%
attendance,
equivalentto 5
days of absence

The class teacher sends an email to the parent,
followed by a meeting to discuss the reasons for
absence, its impact on the student, and a support
plan for regular attendance.

Stage 2

Less than 95%
attendance,
equivalentto 9
days of absence

A school administrator contacts the parent to
personally follow up on the situation and issue an
official warning.

Stage 3

Less than 93%
attendance,
equivalent to 13
days of absence

A meeting is held with the Assistant Principal.
The parent and student, for Grade 5 students,
sign an attendance contract committing to no
further unexcused absences for the remainder of
the school year, with ongoing follow-up.

Stage 4

Less than 90%
attendance,
equivalent to 18
days of absence

The Principal meets with the parent to discuss
the seriousness of the situation. Possible
consequences are explained, including not
receiving end-of-year grades or losing the
student’s seat at school, with official
communication sent.

Stage 5

Continued
unjustified
absences after
Stage 4

The school General Director is notified, and a
meeting is scheduled to discuss the student's
future and promotion to the next grade level.

Note

If an excused absence, due to long-term illness or family emergency, results in a
student exceeding the maximum number of absences allowed for the semester or
year, the student may be allowed to advance to the next grade level if they meet
grade-level standards or other criteria determined by the school.
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Important Notes

e Students who are absent for more than 18 days without an official excuse will
not have their grades reported in the annual report.

o Emergency health cases or exceptional family circumstances are exempted,
and the required documents must be submitted.

e All meetings and correspondence are documented and shared with parents to
ensure accurate and transparent follow-up.

At Tariq Bin Ziad School, we believe that partnership between the school and the
family is the foundation for ensuring regular attendance and student success.
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