
 

Attendance and Absenteeism 

 

Aim of the Policy - This policy outlines details and guidelines regarding 

students’ attendance and absenteeism. 

 

• Absenteeism is regulated and monitored by the Directorate for Education 

so following this is of utmost importance. 

 

Absenteeism 

Absence due to medical reasons 

• Absenteeism must always be accounted for. 

• A medical certificate is to be produced for absences of more than 3 

days, consecutively or spread out, in a calendar month. 

• When a student is sick the medical certificate is to be forwarded to the 

class teacher when the student returns to school. 

• If a student is sick for more than 5 consecutive days, the first medical 

certificate is to be presented by the end of the 5th day. A medical 

certificate is valid for 5 school days so if a child is sick for a longer 

period another medical certificate must be presented. 

• One Medical Certificate cannot cover separate days of absence. 

• If a student turns up at school before the closing date of the medical 

certificate, the student cannot be accepted at school. 

 

Valid Medical Certificates 

A Medical Certificate is valid if it contains the following information: 

• the name, surname and registration number of practitioner; 

• the name of the student; 

• the date of the examination or the date of issuing of the certificate of 

illness – the school shall not accept a medical certificate that does not 

show the date of issue or consultation; 



• the exact period of recommended absence from school due to illness. 

Certificate must be renewed after a period of 5 consecutive school days; 

• the certificate is submitted by not later than 3 days after the student 

returns to school. Nonetheless, if the student is sick for more than 5 

consecutive school days, the certificate must be handed in on the first 

day the student returns to school. 

 

Excused 

• Parents can send an Absentee note to the teacher to explain their child’s 

absence. Absence cannot exceed 3 days. 

• If the explanation is deemed to be reasonable the student will be marked 

as ‘Excused’. 

• The reasons may include family health issues, hospital visits, death of 

family members, funerals and severe weather conditions, participation in 

cultural, sport or educational events locally or abroad, sitting for an 

exam, etc. 

• If the explanation given is deemed unacceptable by the Head of School, 

the parents are informed accordingly. The students, whose parents’ note 

was not accepted, are marked as ‘Absent’. 

• Absentee notes of parents cannot cover more than three days in a month. 

• Students absent for 9 days or more in a scholastic year, will be reported 

to the National School Support Services. 

 

Travel Abroad 

• It is at the discretion of the Head of School to excuse students when 

parents plan trips abroad during the scholastic year.  

• If travelling for more than 15 consecutive school days, parents need to 

gain approval from the National School Support Services.  The Head of 

School will provide an exemption travel form for parents to present to 

NSSS.  Parents need to ask for this form before travelling. 

  

 

 

 



Reporting unauthorised absence 

• Failure to produce a medical certificate as described above or if 

absenteeism is too frequent, the Education Department will be notified 

and legal action may be taken. 

• The SEWO7 form is sent to parents of students who fail to attend school 

for more than three (3) days during a particular month (unauthorised 

absence). A report is sent to the Education Social Work Service within 

the National School Support Services, Hamrun by the 10th day of the 

following month if the parents do not provide a valid justification within 

the stipulated timeframe indicated in the form. This is as directed by the 

Directorate. 

 

Absence for part of the day 

Leaving early/Arriving late 

• Students will not be allowed to leave the school premises unless a 

permission to do so is granted by a member of the SLT.  

• Should a student need to leave to go for a medical or dental appointment, 

a note signed by a parent is needed.  

• Students arriving frequently late without a valid reason will be marked 

‘Late’. 

 

Collecting students before dismissal time 

Parents or their representatives collecting the student before dismissal time, 

are to call at reception in the Primary block, presenting their ID Card and 

signing the appropriate register. 

 


