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3" September 2026
Dear Parents and Carers,
Important Update: New Electronic Late Reporting System

| am writing to inform you about a new electronic sign-in system we are introducing at the
school to manage and report the late arrival of children. This system will streamline our
morning registration, ensure our records are accurate, and help us maintain the highest
standards of safeguarding.

To help this system run smoothly, please take note of our morning timings and
procedures:

e 8.50am Nursery door will be closed. If your child arrives after this time, they will be
classified as late.

e 8:55 am: Classroom doors, from Reception to Year 6, will be closed. If your child
arrives after this time, they will be classified as late.

Due to the technical requirements of the new system, teachers will no longer be able to
let late children through the classroom doors, as they have previously done.

If you arrive after the classroom doors have closed, please bring your child directly to the
office. You must wait with your child until a member of office staff has successfully
marked them in electronically. This step is vital to ensure we have all correct information
to hand immediately, for attendance and safety checks.

Children who are picked up late at the end of the day, after 3.05pm, will go the office and
wait to be collected from there. (This will be registered on the same electronic system).

As with any new technology, there may be a few teething problems during the initial
rollout, but we hope not. We kindly ask for your patience and cooperation with our office
team during this transition period.

Thank you for your continued support in keeping our school community safe and
punctual.

Yours sincerely,
Mrs Hudson
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