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Hawthornden Primary School

Absences
[image: image1.wmf]Thank you to all parents who have helped the school by contacting us before 8.45am if their child is to be absent from school that day.  This helps us as we have to make contact with parents whose children are reported absent by class teachers and allows us to ensure that your children are safe and their whereabouts known.  Can we ask that all parents follow this guideline.

Emergency Contacts
In light of the daily absence procedures it is essential that all parents inform the school immediately if there are changes to mobile numbers, personal details or emergency contact numbers.  This is essential should we have to contact parents for any reason or emergency during the school day.

Office Hours

The school office is closed between 9.30 am – 10.45 am (Monday - Friday) in order for school office staff to have some non-interrupted office time.
If you call the office during these times, the call may not be answered straight away - so please leave a message as the messages will be monitored during this time.  Urgent messages will be dealt with straight away.  The office will then be open between 10.45 am – 4.00 pm (Monday – Thursday) and 10.45 am – 12.30 pm (Friday).  Every Friday there is only one staff member in the office between 10.15 am and 12.30 pm.  She can be delivering messages, on the phone or dealing with children/parents/staff – please can we ask that you are patient if you call or visit.  Please can we ask that you consider the time you make calls to the office.  Lunch times and bell times are particularly busy, so if you call, please leave a message and again these are monitored regularly.  The office is closed after 4.00 pm.
Car Parking
[image: image2.wmf]We are aware that the volume of cars parked when picking up children at the end of the day affects access along Polton Avenue Road.  Please ensure that your car is parked safely – in particular that our Crossing Patrol’s view is not obscured.  We would also ask that you do not park across local resident’s driveways to ensure local residents do not complain.
The school Car Park should not be used for dropping off or picking up school children – there is a notice to this effect displayed in the car park which is for staff and visitor parking only.  Also, the area must be free for any emergency vehicles to gain access should an incident occur.  
We do not want to put children at risk of being hit by a car manoeuvring in what is a very busy area.  

Walking To School
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Keep safe when crossing the road.  All parents and children should use the crossing patrols whenever possible and pay careful attention to road safety procedures when crossing the roads.

Smoke Free Scotland
[image: image4.wmf]In line with all Midlothian premises, we have a strict no smoking policy which not only applies to the school building, but also to the playground.  Please do not smoke anywhere within the school grounds.

Head Lice
We are occasionally advised of incidents of Head Lice.  However, in line with Midlothian policy we no longer issue alert letters about this.  If anyone would like more information on this subject, please contact the school office.

Medicines

It may be necessary on occasions for your child to require medication during the school day.  Parents should complete the relevant form available from the school office.  Once completed please return to the school office along with the medication – do not send this in with pupils.  Please note that parents/carers of children on regular medication should ensure this medication is kept within date.  No medication will be given without a completed form.
Dogs
[image: image5.wmf]Dogs are not permitted in the school grounds for health and safety reasons.

Health Lessons







At Hawthornden we believe that Health Education has in important role in child development.  All classes have regular health lessons which explore aspects of social, emotional and physical health.  

[image: image6.wmf]Police Presentations





A programme of informative and instructive Police Presentations will be arranged at particular stages.  These presentations supplement and support our regular health lessons.  

Healthy Options
[image: image7.wmf]Children are encouraged to bring healthy snacks to school.  Please note that we welcome re-sealable bottled water or use of the school water bottle which can be ordered.  Although there is no provision for re-filling in school – this should be done at home on a daily basis.
PLEASE NOTE: Hawthornden PS is a NUT FREE ZONE.  Therefore do not bring any items into school that may contain nuts or traces of nuts.

We would ask that parents/carers are prepared and provide playtime snacks, packed lunch/lunch money prior to children coming to school, so that interruptions to the school office are kept to a minimum. 
Bikes/Scooters
[image: image8.wmf]We are encouraging pupils to walk, cycle or ‘scoot’ to school but would appreciate your support in ensuring that all pupils who cycle to school wear a helmet.  Please can we ask that scooters/bikes are not used within the school playgrounds for everyone’s’ safety.  
Yours sincerely

Susan Bowen

Head Teacher
