
          Office Newsletter Spring Term 2017 
 
Dear Parents/Carers, 
We would like to take the opportunity to remind Parents and Carers of some of the various 
important school requirements. 

 Attendance 
 
Please notify the  
School at the first 
possible  
opportunity on the 
first morning of your child’s 
absence and everyday after that 
they are absent, regular daily 
updates are required. If your child 
has sickness or diarrhoea, we ask 
that he/she does not return to 
school for 24 hours (48 hours if 
they have both) as this kind of 
illness can be very infectious. For 
all absences please provide a valid 
reason, unwell is not sufficient.  
 

Pupil Messages 
 
Where possible, please ensure that arrangements are 
Discussed and agreed with your child before coming  
to School in the morning. Our pupils’ safety is of paramount 
importance, so with the end of the school day being so busy any 
messages other than those very urgent ones make it difficult for 
us to ensure timely delivery. 
 

 
 
As mornings are extremely busy here at 
St Michaels, if you wish to speak to a 
specific member of staff we kindly ask 
that you call in to the office to make an 
appointment, preferably for the end of 
the school day. 

Medication 
 
Should your child require any 
prescribed medicine during the 
school day, please ensure any 
medication is brought directly to 
the school office by an adult in the 
morning and in its original 
packaging. Please also 
allow time to complete  
the required medicine  
administration form. 
We would also be  
grateful if any unused  
medicine could be  
collected. A copy of 
the relevant form can  
be found on the school’s website.  
 

Money 
 
We would prefer for 
dinner money to be 
paid on a Monday, 
for lunches that are 
required for that 
week. If for any 
reason your child is 
absent the money 
will sit in credit on 
their account. 
Any monies that are 
handed in should be 
place in an envelope 
with child’s name 
class, date and what 
the money is for 
clearly written on 
the front.  
 

    
 

Contact details 
                  Please ensure we have up to 
                  date telephone numbers and 
                  emergency contact details 
for your child. If you would like a 
email of our weekly bulletin, please 
provide the office with your current 
email address. 
 

 

 
 

  

Uniform  
 
Please remember to label  
your child’s clothing. Lost 
property is checked  
regularly and with no name we can’t 
return the items to their rightful 
owner. 
 

 

 
 
As spaces are limited and extremely sort after, clubs need to be pre-booked and paid for 
in advance, this is due to the volume of places that get cancelled at short notice. We 
understand that this is not always possible and if so please could you make sure you 
inform the school office. 


