
WHOLE SCHOOL ATTENDANCE POLICY

Parents must notify the school and appoint a guardian if they will both be out of town.

Acceptable reasons for absence include illness, dental or medical appointments (although these should be made 
outside of school hours if at all possible), family emergencies, furlough and religious holidays. In some cases, 
educational opportunities and other reasons agreed upon in advance and in writing by both the teachers and 
parents will be accepted.

All students should be in attendance 90% of the total number of school days.  Participation in school trips is 
considered to be in attendance. Days missed due to illness, extending vacations, late arrival and early departure 
are considered absences. Absences for family convenience, vacation travel, or non-school holidays are strongly 
discouraged due to their effect on school progress.  Parents are asked to take the responsibility of establishing 
travel schedules that ensure continuity and maximum educational growth. It is difficult and sometimes 
impossible to make up for missed lessons as classroom instruction is extremely instrumental in the child’s 
learning. Therefore, detailed lesson plans will not be prepared for leaves but alternate assignments might be 
suggested. We hope it is understood that our enthusiasm and concern for the progress of each student is the basis 
for this request.

FURLOUGHS
Absence of less than one term will be charged at full term fees. Absence of a term or more, a retainer fee will 
be charged. The fee is 15% provided at least one terms notice is given and 50% if less than one terms notice is 
given.

ABSENCES LESS THAN ONE MONTH
Families requesting furlough are asked to give advance notice of leaving, at least 4 weeks prior, if school 
work is needed. If the student will be gone for less than one month, the teacher can provide some work to be 
completed while on furlough (although no detailed lessons will be given), with the 4 week notice given to the 
teacher. Please be aware, that no formal marking or grading will be given during furlough, although some work 
given may be asked to be turned in when the child has returned.

ESL STUDENTS
If your child needs to continue their progression in the English language while on furlough, we would advise 
contacting English teachers in the country you are traveling to.

EXTENSION OF HOLIDAY PERIODS
Extension of holiday periods is strongly discouraged and homework may not be provided. Most major school 
holidays will follow immediately after assessments and/or examination activities that must be completed as 
scheduled. Exceptions to this rule may be made in only the most unique of circumstances and will be granted 
upon the approval of the Principal. Parents should consult the school calendar prior to making transportation 
arrangements.


