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Policy on Managing Student Absence from Short Exams
and Low Academic Performance

Assessment and Examinations Department

1. Introduction

The school is committed to applying fair and equitable procedures in assessing students
and in handling cases of absence from short exams or low performance. This policy aims
to safeguard the integrity of the assessment process, reinforce student responsibility, and
provide students with fair opportunities to improve their academic standing.

2. Scope of the Policy

This policy applies to all students across the three educational cycles and covers the first
and second short exams within the continuous assessment plan for all subjects.

3. Policy Objectives

o Ensure fairness and transparency in evaluating student performance.

e Address cases of absence in a manner that protects student rights and upholds
school regulations.

e Provide remedial opportunities for students who achieve low scores.

e Strengthen communication between the school and parents regarding student
academic performance.

4. Procedures for Student Absence from Short Exams

a. Verifying the Reason for Absence

o The teacher or subject coordinator shall contact the parent immediately to
determine the reason for absence.

o Official medical excuses or excuses approved by school administration are
accepted.

o Unexcused absences are recorded in the student’s file and in the school
information system.

b. Make-up Exam (in Case of an Accepted Excuse)




o The student is given an alternative exam equivalent in level within two days of
returning to school.

e The full score is awarded after grading.

o The make-up exam is kept in the subject file as evidence of policy
implementation.

¢. Compensatory Exam (in Case of Unexcused Absence)

o The student is given a compensatory exam equivalent in level to the original
exam.

e The school applies the Ministry’s regulations regarding compensatory exames,
whereby the student is awarded the fixed passing grade—50% for Cycle 1 and
Cycle 2, and 60% for Cycle 3—upon passing the compensatory exam, regardless
of the actual score achieved, ensuring alignment with federal assessment
standards.

e The goal of the compensatory exam is to reinforce discipline and student
accountability.

5. Procedures for Students with Low Performance in
Short Exams

a. Providing Remedial Feedback

o The teacher must provide clear feedback to the student outlining strengths and
areas for improvement.

o Remedial exercises are added to the student’s file or shared through the school
platform.

b. Remedial Task or Partial Reassessment

o The student is assigned a remedial task or a short reassessment covering the skills
not yet mastered.

e The remedial score shall not exceed the passing grade for the subject.

o Full grade replacement is not permitted to maintain the integrity of the assessment
process.

c. Monitoring Student Progress
e The teacher follows up with the student on a weekly basis until improvement is

achieved.
e Periodic reports are submitted to the coordinator and Head of Department.

6. Communication with Parents




Formal notifications are sent to the parent in the following cases:
e Student absence from an exam.
e Student receiving a low grade.

e Assignment of a remedial plan.

All communication is recorded in the student’s file within the school system.

7. Responsibilities of Implementation

a. Teacher
e Implement assessments according to the approved schedule.
e Follow up on student absences and ensure compensatory exams are administered.
e Prepare remedial tasks and document all procedures.
b. Subject Coordinator
o Ensure proper implementation of the policy within the department.
e Review student grades and teacher actions.
e Submit a monthly report to the Head of Department.
¢. Head of Department
e Oversee full compliance with the policy.
» Handle exceptional cases in coordination with school administration.
e Provide periodic reports regarding assessment quality.
d. School Administration
e Approve and monitor implementation of the policy.

o Communicate with parents when necessary.
o Review assessment results to ensure fairness and quality.

8. General Provisions




e The school reserves the right to amend this policy in accordance with directives
issued by regulatory authorities.

o All decisions related to reassessment or compensatory exams must be approved
by the academic administration.

o All assessment-related documents are kept in official files for reference when
needed.

9. Effective Date

This policy shall take effect starting from the current academic term and shall be
circulated to all teachers, parents, and students.

Dr. Wadie Wasef Mustafa
School Principal




