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Policy on Attendance  1.Less than 80% Attendance: If  a pupil is absent from school for more than 20% of  the academic year i.e. less than 80% attendance 
(excluding hospitalization for 
a medical emergency), the pupil will not be promoted to the next grade, as he/she has not completed the academic year’s learning outcomes.
2.Less than 66% Attendance: If  a pupil has less than 66% attendance (excluding hospitalization for a medical emergency), the pupil will be deregistered at the 
end of  the academic year.
3.Non-Regular Private Admission: If  a pupil has less than 80% attendance in Board Classes, he/she cannot be considered a regular student (FBISE/CIE).
Late Arrivals
School starts at 7:30 am (Summer). All pupils are expected to arrive on time to ensure a smooth and uninterrupted learning environment.
1. Late Arrival up to 7:40 am: Pupils arriving between 7:30 a.m. and 7:40 a.m. will be allowed to proceed directly to class. However, a late arrival note will be sent 
through the school diary to inform parents of  the late arrival.
2. Three Late Arrival Notes: If  a pupil receives three late arrival notes in the school diary, an SPTC (Special Parent-Teacher Conference) will be conducted to 
address the issue of  repeated late arrival and reinforce the importance of  punctuality.
3. Late Arrival after 7:40 am: Pupils arriving after 7:40 a.m. after the 3rd time note and SPTC will not be allowed to attend the first period and will join the class 
from the second period. 
4. Late arrival after 3 instances, SPTC and missing the 1st period: When this happens, the pupil will be sent back home, and a deregistration warning letter will 
be issued to the parent by arranging the SPTC on the same day. If  a pupil still arrives late after these 6 instances, the pupil will be deregistered at the month-end 
through Dean of  Students. 
Your attention is specially drawn to the fact that a pupil NOT APPEARING IN FULL & PROPER UNIFORM will be treated as a LATE ARRIVAL and late arrival policy, 
given herein, will be applied.
This policy aims to minimize disruption to the learning environment and ensure that pupils do not miss valuable instructional time due to late arrival.
Policy on Early Collection
Early collection of  pupils is only permitted in exceptional and unavoidable circumstances as per the following process:
1. Written Application: An application from either parent, clearly stating the reason for early collection, must be submitted in writing to the Campus Head. 
Acceptable reasons include a close family bereavement or a medical emergency.
2. Collection by Drivers: Early collection by van drivers is not permitted. In case of  a genuine emergency, a parent or family guardian must personally come to 
the school and provide the reasons why early collection is unavoidable. Van drivers will not dictate or influence pupil attendance.
3. Time of  Collection: When early collection is unavoidable and approved, the pupil will only be called from the class during a natural period break to avoid 
disruption to the class and the learning process.

02.PUNCTUALITY: 
IMPORTANT POLICIES TO GOVERN SCHOOL DISCIPLINE.

01. ADMISSION POLICY:

Passes the admission test is the only criteria to determine the pupil entry point. Pass mark for every level is different. Admission will not be granted on the basis 

of  parental undertaking or reference. Acceptance of  a pupil (new Admission to school) or Admission of  Existing Pupils in a New Grade (in the new Academic Year) 

shall be CONDITIONAL UPON ACCEPTING THE POLICIES, TERMS & CONDITIONS OF EDUCATING YOUR CHILD AT THIS SCHOOL & CONSTITUTES A 

CONTRACTUAL UNDERTAKING.

02. PUNCTUALITY:

Policy on Attendance:

1. Less than 80% Attendance: If  a pupil is absent from school for more than 20% of  the academic year i.e. less than 80% attendance (excluding hospitalization 

for a medical emergency), the pupil will not be promoted to the next grade, as he/she has not completed the academic year's learning outcomes.

2. Less than 66% Attendance: If  a pupil has less than 66% attendance (excluding hospitalization for a medical emergency), the pupil will be deregistered at the end 

of  the academic year.

3. Non-Regular Private Admission: If  a pupil has less than 80% attendance in Board Classes, he/she cannot be considered a regular student  (FBIS/E/CIE).

Late Arrivals:

School starts at 7:30 am (Summer). All pupils are expected to arrive on time to ensure a smooth and uninterrupted learning environment.

1. Late Arrival up to 7:40 am: Pupils arriving between 7:30 a.m. and 7:40 a.m. will be allowed to proceed directly to class. However, a late arrival note will be sent 

through the school diary to inform parents of  the late arrival.

2. Three Late Arrival Notes: If  a pupil receives three late arrival notes in the school diary, an SPTC (Special Parent-Teacher Conference) will be conducted to 

address the issue of  repeated late arrival and reinforce the importance of  punctuality.

3. Late Arrival after 7:40 am: Pupils arriving after 7:40 a.m. after the 3rd time note and SPTC will not be allowed to attend the first period and will join the class 

from the second period. 

4. Late arrival after 3 instances, SPTC and missing the 1st period: When this happens, the pupil will be sent back home, and a deregistration warning letter will be 

issued to the parent by arranging the SPTC on the same day. If  a pupil still arrives late after these 6 instances, the pupil will be deregistered at the month-end

through Dean of  Students. Your attention is specially drawn to the fact that a pupil NOT APPEARING IN FULL & PROPER UNIFORM will be treated as a LATE

ARRIVAL and late arrival policy given herein will be applied.This policy aims to minimize disruption to the learning environment and ensure that pupils do not miss  
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valuable instructional time due to late arrival.

Policy on Early Collection:
Early collection of  pupils is only permitted in exceptional and unavoidable circumstances as per the following process:
1. Written Application: An application from either parent, clearly stating the reason for early collection, must be submitted in writing to the Campus Head.
     Acceptable reasons include a close family bereavement or a medical emergency.
2. Collection by Drivers: Early collection by van drivers is not permitted. In case of  a genuine emergency, a parent or family guardian must personally come to the 
     school and provide the reasons why early collection is unavoidable. Van drivers will not dictate or influence pupil attendance.
3. Time of  Collection: When early collection is unavoidable and approved, the pupil will only be called from the class during a natural period break to avoid disruption 
     to the class and the learning process.
4. Repeated Early Collection: If  a pupil is collected earlier than school hours more than once a month, an SPTC will be called to discuss the loss that has been 
     caused in learning outcomes on account of  early collection.
5. For habitual early collection (more than three times a month), an SLC will be issued at month end through Dean of  Students.

Policy on Visitors:  
1. Campus Head Meeting by Appointment Only: Parents can meet Campus Head & SMs by appointment ONLY and after pupil teaching hours or on Saturdays. If  an SM 
     or Campus Head leaves the classroom observation, it impacts the whole class and is therefore not viable.
2. Under NO circumstances will a parent be stopped at the gate or not allowed to come into the school - be it an existing parent or a new admission parent. 
     Guards will follow the security check protocols and send them to the Administrator's Office.
3. If  new admission or existing parents have a need for a meeting, the administrator will communicate with them and explain the entire process and answer 
     queries. If  they still wish to meet the Campus Head/SM, it will be scheduled by the administrator for after school academic hours or working Saturday.

03. SCHOOL TIMING:
Parents/Guardians are obliged to adhere to the drop-off  and pick-up school timing.Pupils MUST NOT be dropped off  before the school's gate opening time i.e. 
7:00 a.m. in summer & 7:15 in winter. Similarly, pupils must be picked up from the school on time, if  the campus administrator stays after her off-time to look after 
the child on campus, the transportation cost for that day will be borne by the parent.

04. HOME WORK DEFAULT:
If  a pupil misses home work for 4 days in a month or 2 days in a week, one written warning will be issued. If  the pupil doesn't attend the arranged free of  cost 
remedial class, a special PTC with parents will be called. If  the parents do not come for the special PTC, another note will be sent. If  a pupil misses 7 home works
in a term or 21 home works in an academic year (across all subjects), the pupil will NOT be promoted to the next grade and will be de-registered from the school 

roll at  the end of  the academic term.  



Colleges. Any misbehavior or threat will lead to  immediate deregistration of  the pupil from the school, following an official inquiry by Dean of  Students & Head

of  HR. This policy is mandatory to protect the safety and security of  school staff  so that they can focus on education without fear or loss of  self-respect.

07. PROMOTION POLICY:  

Pre-School (Pre-Nursery/Nursery/K.G): 

75% is the pass mark. There are no conditional promotions in pre-school. 

Primary (Grade 1-5): 

70% is the pass mark; Below 70% (60%-69.9%) in one major and one minor subject two minor subjects, but overall marks above 70% (60%-69.9%) will get conditional 

promotion*. Below 70% (60%-69.9%) in two majors and/or overall mark, will NOT be granted a promotion. *Pupils, on conditional promotion, will be put through remedial 

management from Day 1 of  the new Academic Year/Term and will need to attain above 70% in the next assessment to retain their place in class. Pupils failing to achieve 

this result will be removed from the school roll (demotion to the previous grade is NOT an option) immediately after the result is announced. Pupils, who have been 

conditionally Promoted and miss more than 2 remedial classes will be removed from the school roll with immediate effect.

Middle (Grade 6-8):

pass mark is 70% and will get conditionally promoted with pass mark i.e. 60%-69.9%. If  a pupil has less than 60% in Grade 8, he/she can proceed to Grade 9 ONLY as a 

private student. 

Secondary:

Achieving a send-up pass mark & 90% attendance is mandatory for IX/X Board Registration as a Silver Oaks pupil.

a) Achieving send-up pass mark & 90% attendance is mandatory for IX/X Board Registration as a Silver Oaks pupil.

b) HTA will carry a weightage of  10 % in ALA 1,ALA 1 will carry a weightage of  10%, and OGA 1 will carry 5%.

c) ALA 2 will carry a weightage of  20%, and OGA 2 will carry 5%, and the Final Promotion Assessment will constitute 50% of  the total, with FPA accounting for 45%, 

    and OGA for 5%.

d) Holistic Child Development Result (Grades) will be uploaded in ALA 1, ALA 2 and Final Promotion Result (Pre-Nursery-Grade VII). For Pre-Grade VII, 100 % syllabus 

     ALA 1,ALA 2 & Term teaching up to FPA will be assessed in FPA. OGA will be treated as formal assessment as it is included in the Promotion Assessment and will be 

     re-checked by SMs the same way that ALA is re-checked.If  a pupil is absent and absence is notified and genuine, the average of  the remaining OGAs will be taken 

     (no concept of  best results). This determination of  genuine absence has to be determined at the time of  OGA and documented: it cannot be revisisted at FPA result 

     time. Pupils missing OGA cannot be excluded from the positions’ race: However, those not appearing in FPA cannot be considered for a position. Newly enrolled 

     pupils (Term 2) must have ALA 2, OGA 3, FPA available for position consideration in the final mark.

    



16.THE PROMOTION AND CONDUCT ELIGIBILITY CRITERIA - Secondary Stream:shall be formally signed by the parents of pupil progressing from Grade 7 to Grade 8, Grade 8 to 
Grade 9, Grade 9 to Grade 10.
This letter clearly outlines academic expectations, attendance requirements, behavioral standards, promotion criteria, and Board admission policy.
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5. Policy on Pupil Conduct, Behavior & Discipline:

A) Behavior:   

1. If  there is a behavioral incident, there will be a verbal telephone conversation with the parents by the Campus Head, and a written note will be sent, 

    which will be signed by the parents and returned the following day for the pupil to attend school. 

2. On a 2nd such event, a Special PTC will be held (in the absence of  the pupil) between Parents & Campus Head. If  a 3rd event occurs, there will be a meeting called 

     between the Campus Head, both parents, and the pupil to give a formal last warning letter issued through the Dean of  Students, which will also be included in the 

     Pupil Record.  

3. If  a 4th event occurs, the Campus Head will inform the Dean of  Students to initiate de-registration and SLC.  

B) Zero Tolerance leading to Expulsion: 

1. If  a pupil misbehaves with any member of  staff, causes physical harm to another pupil, damages school property/school image, or a pupil is found involved in any 

     immoral activity like cheating, endangering other pupils, smoking, bullying, cyber-bullying, or stalking, parents will be called for a Special PTC, which will be held 

     between Campus Head & Dean (virtually) in the absence of  the pupil. 

     Immediate Action on Bullying: Bullying is a serious offence and is treated as a criminal activity.  Any pupil involved in bullying another pupil will be suspended 

     for one period, effective immediately, starting with the next period after the incident. An SPTC will be scheduled (on the following day, with a note of  a 1-period 

     suspension) with the parents to inform them of  the behavior and action taken. One-period suspension will be in the Senior Mistress office or the Administrator's 

     Office.

2. Depending on the nature of  the issue, ONE of  the two MANDATORY actions SHALL be taken: 

a. The pupil will be suspended from school for 3 days, and suspension letter will be issued by the Campus Head & Dean and included in the pupil's record.

b. If  the issue leads to expulsion, the Dean will seek internal approval and issue the expulsion letter and SLC, including it in the pupil's record. 

3. An expelled pupil can never be re-registered at Silver Oaks School or College.

6.   Parent Misbehavior – Zero Tolerance De-registration:

1. The school’s administrative staff, parents, and teachers are partners in nurturing the child to become an effective global citizen and a decent human being.

2. The code of  common civility and courtesy is the mandatory thread that maintains this partnership.

3. Any dissatisfaction, concern, or complaint by parents will always be heard and addressed by the school and management, so long as it is communicated within 

    the norms of  courtesy and acceptable behavior. If  a parent threatens or shouts or abuses or bullies any member of  staff, the partnership between the school and 

    the parents for educating their child will come to an immediate stop. RESPECT is a mandatory pre-requisite for educating your children at Silver Oaks Schools & 



08. CONDITIONAL PROMOTION POLICY & REVIEW PROTOCOL: 

The result of  conditionally promoted will be monitored throughout the year, with ongoing reviews after every assessment (ALA1, ALA2, and FPA) to check for variability

and consistency. Additionally, the record of  SPTCs and remedials will be reviewed in detail by the Dean. The Dean is the custodian of  promotions and will make 

recommendations for conditional promotions to the Registrar after discussion with the respective principal. All cases of  conditional promotion will be discussed with 

the Dean at least 2 weeks before the result declaration. If  deviation is needed for some extenuating circumstances, the Principal will make a written note to the Dean. 

Based on the discussion and agreed decision, Dean will advise to Registrar on the status of  Promotion/Conditional Promotion/No Promotion. The exceptional cases of  

conditional promotion will be discussed between the FPA (BMDA). This will enable a detailed review and decision-making based on the FPA result. The 

conditional promotion criteria will be reviewed every year in April & AEP before the FPA exams. A pupil will NEVER repeat a grade twice, so if  a pupil fails a grade for the 

second time, the ONLY option is SLC. Conditional Promotion or repeating the grade can only be exercised ONCE.

09. DOUBLE PROMOTION POLICY:

Double Promotion criteria for NEW admissions (where pupils come from another school) and parents request to let their child sit in the next grade as per previous 

school promotion: 

a) Pupils will take the entrance test of  Term-III of  the promoted grade as per their previous school.

b) They will be attending remaining months in the promoted grade and will appear in the final promotion assessment. 

c) There will be NO CONDITIONAL PROMOTION, If  they pass, they will be promoted; else they will be retained in the same grade because they missed 

     Term-I & Term-II of  that grade.

     Double Promotion criteria for existing OAKIAN pupils: 

a) Pupils will take Term-I admission test of  the desired grade. 

b) Double promotion from Pre to Primary, Primary to Middle, or Middle to Secondary school is NOT ALLOWED (e.g. a pupil cannot move from Nursery to Grade 1 

     or 4 to 6, 6 to 8 or 7 to 9). 

c) Existing Oakian pupils must have scored a minimum of  90% in the FPA (Final Promotion Assessment) in the most recently passed grade to apply for 

     double promotion.  

10. INTER-CAMPUS TRANSFER REQUESTS:

Parents/guardians desirous of  transferring their child from one campus to another campus of  the school shall make a written application to the relevant campus 

head detailing the grounds for such request (on given format). The school shall decide the transfer application keeping in view all relevant consideration and 

within a reasonable period of  time.



11. FEE POLICY:

Annual Fee and Cost Sheet for the full academic year is attached and is an integral part of  this Parent Guide.Fee level differs for Preschool,

Primary, Secondary, College and Cambridge Streams as well as between Community, International Community & International Campuses Categories. 

12. POLICY FOR RE-ISSUANCE OF VOUCHERS OR DEFAULT:

 TIMELY PAYMENT FOR EDUCATION & DEVELOPMENT SERVICES PROVIDED BY THE SCHOOL IS A CONTRACTUAL OBLIGATION UNDERTAKEN BY PARENTS 

AT THE TIME OF COMMENCING EACH ACADEMIC YEAR, and subject to the principles and terms laid out in this cost sheet (reviewed and advised before the start 

of  every academic year, AND NEVER DURING THE ACADEMIC YEAR). In case of  delay in payment of  dues, by parents, beyond the monthly payment due date 

(10th), the institution incurs both financial and administrative costs for re-issuance of  vouchers and the cost therefore must be borne by defaulting parents.The 

schedule of  financial charges applicable for the issuance of  revised vouchers, is as follows:

Fee payment is due between the 1st and 10th of  every month.Only the invoiced fee is charged. After the 10th, Rs.100/- fine per day is imposed from the 11th 

till the issuance of  the new voucher.Rs.2000/- fine will be included for the month where the fee remains unpaid.Voucher validity ends on the 20th of  each month, 

after which only online payment can be made.Download the fee voucher via portal: ‘parents.alhazentech.com’.

After the due date of  the second month of  default, a pupil with a two-month default will be de-registered from the school.After the 20th of  the second month, 

de-registration is effective from the 21st of  the same month, no third-month voucher issuance will occur, and the pupil will be ineligible to attend school.

If  a parent seeks to re-register a child after de-registration: All outstanding dues, along with any applicable fines, must be cleared. Additionally, the registeration 

and admission fee will be payable in full. 

Board Classes: Pupils who have fallen behind on their fee will not be issued a roll number slip for the final board exam.

13. PARENTS / GUARDIANS BEHAVIOR CODE:

1. Facilitate checking at the gate entrance — it is to ensure the security of  your children: 

2. Please do not insist on meeting staff  without prior appointment — respect time. 

3. No academic discussion can take place at off-time with duty teachers as this is a formal dialogue. 

4. Please use appropriate and civilized language & tone at all times — we are partners in developing your child. 

5. No capital punishment to children is allowed by law at the school, and staff  members violating this policy are immediately terminated after investigation. 

     Therefore, moral authority and respect are the only disciplinary tools available to teachers and school leaders. In case of  disrespectful attitude towards or 

     causing harassment (in any form) of  staff  members, THE SCHOOL WILL IMMEDIATELY WITHDRAW IT SERVICE OF EDUCATION FROM THE VIOLATING 

     PARENTS/GUARDIANS AND THEIR WARDS WILL NOT BE EDUCATED AT THE SCHOOL. 



14. COMPLIANCE:

Please carefully read this policy, terms & conditions document and ensure compliance at all relevant times.All required information detailed in this guide 

and the cost sheet provided to parents/guardians shall be treated as the terms of  a binding contract between the school and parents/guardians.

In case of  breach of  any policy or condition listed herein, the parent/guardian shall not remain entitled to continue his/her child’s education at this school.

15. THE PROMOTION AND CONDUCT ELIGIBILITY CRITERIA : 

Secondary Stream: 

This shall be formally signed by the parents of  pupils progressing from:

Grade 7 to Grade 8, Grade 8 to Grade 9, Grade 9 to Grade 10. This letter clearly outlines:Academic expectations,Attendance requirements,Behavioral standards,

Promotion criteria,Board admission policy.
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