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‘Let your light ‘shine’ before others that they may see your good works.’ Matthew 5 v 16
Success – Happiness – Independence - New experiences – Engagement

Dear Parents and Carers,

Subject: Important Reminder from the School Office

We hope this message finds you well after the first week of school this new academic year.  It’s been wonderful seeing all the pupils settling well into their new classes.

As you can appreciate, the school office is extremely busy supporting staff, students, families and outside agencies each day. To help us keep everything running smoothly, we kindly ask for your support by paying close attention to all communications from the school, including emails and letters.

Please take a moment to remember the following:
· Read all school emails and letters promptly and carefully, ensuring you inform us of changes to your email address.
· Take note of key dates and deadlines (e.g. trips, events, parent meetings), ensuring ParentPay payments are made by each deadline.
· Respond to permission slips or forms by the requested deadline
· Breakfast Club and Afterschool Club must be booked at least 24 hours in advance.  This is to allow for the correct staff ratio per child to be organised in advance of each session.
· Please ensure your Caterlink accounts are topped up in advance of school meals being taken.  If you have no money in your account, please ensure a packed lunch is brought in for your child instead.
· Keep the office informed of any changes to contact details or medical information.
· PE and Forest School clothes to be brought into school when required, ensuring all items of your child’s clothing and belongings are clearly labelled, as well as lunch boxes.
· Notify the school as early as possible about absences using email address attendance@burham.kent.sch.uk
· If a child will be in late due to appointments, please also inform us by 9am of their school dinner choice or if they will be bringing a packed lunch.
· Avoid calling the office for non-urgent matters during peak times (8:30–9:30am and 2:30–3:30pm)
· Teachers are available at the end of each day at the school gate, please speak to them directly with your concerns, questions, lost property etc.
· Please continue to refer to the school website which is updated regularly.
Your cooperation really helps us to manage our time more effectively and provide the best possible support for all children and families.
Thank you, as always, for your understanding and support.

Warm regards,
School Office
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