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Circular No:12/ AY 2024-25
Subject: Procedures for students’ late arrivals

Dear Parents and Guardians,

As part of our commitment to ensuring a safe environment
for all students, we would like to bring to your attention some
important updates regarding the gate timings and procedures
for students’ late arrivals.

Arriving late at school without a justifiable excuse is not
acceptable.

If the student arrives after the specified gate closing time, we
have implemented a late arrival procedure to ensure their
safe entry under supervision:

Late Arrival Protocol:

Students arriving after 7:50 a.m. will be marked as late (L).
Kindergarten students’ late arrivals will be directed to the KG
reception entrance, while Grade 1-12 students will report to
the main reception, where they will be listed. Grades 1-12
students will not be permitted to enter from the KG entrance.

Late Pass issuing: Late arrivals will receive a formal late pass
issued by the reception team, which teachers will require to
enter the classrooms after 7:50 a.m.

Punctuality Policy: Parents must meet with the Head of
Department (HOD) upon three late arrivals to discuss
punctuality and attendance concerns. After meetings with
the parents are conducted and students continue to be late,
ADEK will be informed.

Parental Cooperation:

We greatly appreciate your understanding and cooperation
in adhering to these guidelines. We can maintain a secure and
organized environment for all students by working together.

Thank you for your ongoing support in ensuring the safety,
punctuality and well-being of our students.

Yours sincerely,
Dr. Antoinette B‘P&%D

Principal Director
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