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Circular No:14/ AY 2024-25
Subject: Punctuality and Attendance Procedures

Dear Parents and Guardians,

We want to emphasize the critical importance of

punctuality and regular attendance to ensure a
productive and supportive learning environment for all

students. Please adhere to the following procedures:
Gate Timings:

The school gates will close sharply at 7:50 a.m. Students
must arrive before this time to be prepared and ready to
start their day. Late arrivals disrupt the learning
environment and are not acceptable.

Late Arrivals:

KG Students: If a KG student arrives late, they must
report to the KG Reception immediately.

Grades 1-12 Students: Late students in Grades 1-12
must report to the Main Reception. Access through the
KG entrance will not be permitted.

Unauthorized Absences:

First Instance: On the first day of an unauthorized
absence, an email will be sent to parents requesting an
explanation. Immediate response is required.

Consecutive Absences: If a student is absent for two
consecutive days without authorization, the school
attendance officer will contact the parent via phone.
Failure to address the issue will lead to further action.
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Repeated Lateness:

If a student is late for two consecutive days, a supervisor
will contact the parent via phone. Continued lateness will
result in stricter measures.

School Action:

If a student shows repeated tardiness or unauthorized
absences, parents will be required to attend a formal
meeting with the Head of Department (HOD). Should
issues persist, the Principal will be involved, and further
disciplinary action may be considered.

Your immediate attention and compliance with these
procedures are crucial. We expect all parents to support
us in upholding these standards to enhance the
educational experience for every student.

Thank you for your prompt attention to this matter.

Yours sincerely,
Dr. Antoinette é%j

Principal Director
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