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1. SREENIDHI INTERNATIONAL SCHOOL MISSION AND VISION 

STATEMENT 
 

Vision 

To create internationally minded, socially responsible global citizens. 
 

Mission 

Sreenidhi International School cultivates an intellectually challenging environment 
through holistic and impactful learning, fostering innovation, diversity and student voice, 
choice and ownership of learning to create internationally minded individuals. 

 
 Guiding Statements 

● a safe, supportive and legally compliant environment which encourages 
respect, responsibility, tolerance and compassion. 

● a high-quality education that promotes the pursuit of academic excellence, 
innovation, ethical perspectives and lifelong learning. 

● education to be a shared partnership of mutual cooperation amongst all 
members of the school community. 

● an environment of cultural diversity that enhances our school community as 
well as our understanding of the world. 

● a continuum of IB curriculum that is comprehensive to prepare students for the 
future. 

● the ability to demonstrate international-mindedness and attributes of the IB 
Learner Profile. 

● behaviour standards that promote a respectful and responsible school 
environment. 

● an inclusiveness in holistic opportunities dependent on the school resources 
and availability. 

● an understanding of a collective responsibility towards society. 
● a commitment to enshrine agency across the community. 

IB Mission Statement: 

The IB aims to develop inquiring, knowledgeable, caring young people who help to 
create a better and more peaceful world through intercultural understanding and 
respect.  

To this end the organization works with schools, governments and international 
organizations to develop challenging programmes of international education and 
rigorous assessment. 

These programmes encourage students across the world to become active, 
compassionate and lifelong learners who understand that other people, with their 
differences, can also be right. 



 

 



 

2. Purpose of this document 
 
At Sreenidhi International School, students are expected to meet the school’s 
attendance requirement for each academic year.  Students from PYP to MYP 3 are 
expected to meet 80% of the attendance whereas it is a mandatory requirement for 
students from MYP 4 to DP 2 in order to receive the Sreenidhi High School Diploma. 
 
This document aims at helping the school community to understand the attendance 
requirements and guidelines that are followed at Sreenidhi International School. 
 

3. Primary Years Programme (PYP) - Attendance 

Marking Attendance 
 
 

● Students’ attendance is marked on ManageBac 
● Homeroom teachers mark attendance every day during the registration time 
● Homeroom teachers mark students as 

○ Late- Students who report to class after the first 5 minutes of the period 
○ Sports- Students that participate in school or non-school sporting 

activities approved by the Sports Director.  It will not affect the students’ 
attendance requirements 

○ Approved Absence- Students participate in on-campus or off-campus 
activities organized by the school/ other academic activities not organised 
by the school. It will not affect the students’ attendance requirements. Eg: 
participation in extracurricular activities, external examinations, service 
activities, and field trips 

○ Excused absence- The student is not in class and parents excuse their 
absence and inform the school through ManageBac to keep the school 
notified about their (parents) knowledge regarding their child’s absence. It 
will affect the students’ attendance requirement. Eg: personal emergency, 
health conditions, and planned leaves 

○ Unexcused absence-The students’ absence is unexplained/not notified 
to the school on ManageBac by the parents.  It will affect the students’ 
attendance requirement 

 
Addressal of Absence 
 

● Excused absence - Parents are required to submit the attendance excusals on 
ManageBac ahead of the absence/ immediately. School provides *academic 
support on request. 
 



 
● Sports absence - Parents are required to email the Sports Director at 

dirsnsa@sis.edu.in with necessary documentation 5 days ahead of the absence 
for their child’s participation in non-school sporting activities. Documentation 
should include the following details: 

■ Name of the tournament 
■ Date and duration 
■ Level and the associated academy 

School provides academic support* on request. 
 

● Sports absence (Elite Programme) - Sports Director emails the Head of 
School, Programme Coordinator, and teachers in advance about the student’s 
participation in school sporting activities. School provides academic support*. 
 

● Approved absence - Parents submit an excusal note on ManageBac at least 
one day to one month ahead of the absence, based on the event, purpose, and 
length of absence with the necessary explanation.  The PYP Principal may 
approve or not based on the necessity and communicate the same with the 
parent through email.  Approved absence will be informed to teachers by the 
PYP Principal.  School provides academic support*. 
 

● Field trips - The person in charge of the activity endorsed by the school emails 
the teachers in advance about the students’ participation in school-related 
activities.  School provides academic support* on request. 
 

Attendance monitoring procedures and interventions - PYP 
 
Stage 1: Homeroom teachers to: 
 

● monitor attendance on ManageBac on a daily basis 
● email the parent if the student is absent for 3 consecutive days and the reason 

for their absence is unexplained on ManageBac. 
● phone parents if the situation persists or is unaddressed 

 
Stage 2: Coordinator to: 

● speak with the concerned parent to address the issue and determine a plan to 
alleviate the repeated absence 

● escalate the unresolved cases to the PYP Principal to address. At this stage, 
parents are warned of the fact that their child’s attendance needs immediate 
attention 
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4. Middle Years Programme (PYP) & Diploma Programme  
 (DP) / Career-Related Programme (CP) 

Marking Attendance: 
 

● Students’ attendance is marked on ManageBac 
● Homeroom teachers mark attendance every day during the morning registration 

period 
● Subject teachers mark attendance for each lesson 
● Subject teachers mark students as: 

○ Late- Students who report to class after the first 5 minutes of the period 
○ Sports- Students that participate in school or non-school sporting 

activities approved by the Sports Director.  It will not affect the students’ 
attendance requirements 

○ Approved Absence- Students participate in on-campus or off-campus 
activities organized by the school/ other academic activities not organised 
by the school. It will not affect the students’ attendance requirements. Eg: 
participation in extracurricular activities, external examinations, service 
activities, and field trips 

○ Excused absence- The student is not in class and parents excuse their 
absence and inform the school through ManageBac to keep the school 
notified about their (parents) knowledge regarding their child’s absence. It 
will affect the students’ attendance requirement. Eg: personal emergency, 
health conditions, and planned leaves 

○ Unexcused absence-The students’ absence is unexplained/not notified 
to the school on ManageBac by the parents.  It will affect the students’ 
attendance requirement 
 

Addressal of Absence 
 

● Excused absence - Parents are required to submit the attendance excusals on 
ManageBac ahead of the absence/ immediately. School provides academic 
support* on request. 
 

● Sports absence - Parents are required to email the Sports Director at 
dirsnsa@sis.edu.in  with necessary documentation 5 days ahead of the absence 
for their child’s participation in non-school sporting activities. Documentation 
should include the following details: 

■ Name of the tournament 
■ Date and duration 
■ Level and the associated academy 

School provides academic support* on request. 
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● Sports absence (Elite Programme) - Sports Director emails the Head of 

School, Programme Coordinator and teachers in advance about the student’s 
participation in school sporting activities. School provides academic support*. 

 
● Approved absence - Parents submit an excusal note on ManageBac at least 

one day to one month ahead of the absence based on the event, purpose and 
length of absence with the necessary explanation.  HoS/ Programme 
Coordinator may approve or not based on the necessity and communicate the 
same with the parent through email.  Approved absence will be informed to 
teachers by the respective administrator. School provides academic support*. 

 
 

Length of the absence Person to be contacted for approval 

● 1-2 days 
 

● 3 days and above 

Programme Coordinator 
 
Head of School 

 
 

● Field trips - The person in charge of the activity endorsed by the school emails 
the teachers in advance about the students’ participation in school-related 
activities.  School provides academic support* on request. 

 

Attendance monitoring procedures and interventions - MYP & DP/CP 
 
Stage 1: Subject teachers 

 
● email homeroom teacher [on-line classes] /Office Assistant [off-line classes] if 

the student was present in registration but absent in class. The Office Assistant 
will find out the whereabouts of the student missing from the class 

● receive the Attendance Tracking document from the coordinator every Tuesday 
morning.  This reflects the individual student’s attendance status indicated as 
yellow [closer to the requirement], orange [less than the requirement] red [at 
concerning level] 

● monitor attendance on the Attendance Tracking document and follow-up with 
students in the next class, regarding their absence 

● expect parents to submit attendance excusal notes on ManageBac 
● email the students, parents and homeroom teachers if their absence is persistent 

[3 consecutive lessons] and the reason for the absence is unexplained on 
ManageBac by parents 
 

 
 
 
 



 
Stage 2: Homeroom teachers 
 

● follow-up with students the following school day who miss the morning 
registration, inquiring into the reason for the absence, and expect parents to 
submit attendance excusal notes on ManageBac 

● receive the Attendance Tracking document from the coordinator every Tuesday 
morning.  This reflects the individual student’s attendance status indicated as; 
yellow [closer to the requirement], orange [less than the requirement] red [at 
concerning level] 

● use the Attendance Tracking document to check the status and follow-up with 
students to determine reasons for the absences and to evaluate if the situation 
requires notification to the parents or an intervention to prevent similar excusals 
in the future 

● email to students whose attendance is closer to the requirement to inform them 
of the shortfall of attendance 

● email to parents and students whose attendance is less than the requirement in 
order to seek explanation and discuss to resolve the issue. Needs to escalate 
the persistent absenteeism/repeated or /unresolved attendance issues to the 
Principals /Programme Coordinator 
 

Stage 3: Principals /Programme Coordinator: 
 

● speak with the concerned parents to address the issue and determine a plan to 
alleviate the repeated absence 

● escalate the unresolved cases to the HoS to address. At this stage, parents are 
warned of the fact that their child’s attendance needs immediate attention as it 
may cost the student’s High School Diploma 

 
-------------------------------------------------------------------------------------------------------------------- 
 
*academic support includes students being provided with resources, an outline of the 
class transaction or the extension of a deadline. These are accommodated at the 
teachers’ discretion. 
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