PROCEDURE LIST
· Arriving/Leaving School by Car?
· Students must be dropped off at least 100 metres from the school.
· Parents/Guardians are not permitted to drive onto the school grounds due to congestion in the car park.

· Late to school?
· Before 9.30am please sign-in in the library
· After 9.30pm please sign-in at the office
· Ensure a yellow late slip is completed, journal is open on the relevant page and late note written by parent/guardian is removed from the journal.

· Need to leave early?
· Sign out at the school office with a note from your parent/guardian and signed by your form teacher in registration
· Emails/telephone calls will not be accepted unless it is a family emergency

· Feeling ill?
· Students are not permitted to leave school because of illness without first contacting the nurse and signing out at the Office with the nurse’s permission

· Visiting the School?
· Parents/Guardians are not allowed to be on the school corridors at any time unless they have signed the visitor’s book at the Office.  This is for insurance and security reasons.

· Lost Property?
· Please ensure all belongings, including books, PE gear and uniform items are clearly named.
· Lost Property is run by the PTA and opening times will be posted on the door.

· Absent from School?
· If a student is absent from school there is no need to ring the school
· When returning to school, students should have the red topped note at the back of the journal completed by their Parent/Guardian, and give this to their teacher in registration.

· Schoolbags/PE bags?
· [bookmark: _GoBack]Bags MUST NOT be left unattended in the corridors or on top of lockers at any time.

· PE
· All valuables, phones, jewellery, money, etc., should be placed in the locker prior to PE or given to the teacher in charge as a last resort.  Under no circumstances should valuables be left in the changing rooms.
· Got a problem?
· Your child’s Form Teacher is the person you should contact in the first instance.
