[image: image1.jpg]


[image: image2.jpg]


Debenham High School

A Church of England High Performing Specialist Academy


PROCEDURE FOR SCHOOL CLOSURE DURING THE DAY IN SEVERE WEATHER OR OTHER EMERGENCY

1. The Home page of the school website will be regularly updated with all details, including the time of closure and school transport arrangements, if any.

2. Details will also be available on the school’s answering service option 3.  Please avoid phoning the school if possible as the switchboard capacity is very limited.

3. As soon as the decision to close is made, the parent/carer marked as the first contact for each pupil will be sent a text and an email.   (If necessary, messages will also be sent to second contacts.)

· If you have given advance authorisation for your child to leave early and you are happy for him/her to return home by his or her normal means, please do NOT reply.

· If you have NOT given advance authorisation for your child to leave early, please reply by text or email giving your child/ren’s name and form to authorise the school to release them before 3.50pm.  

· If your child is to be collected from school, please include in your reply the name of the person who will collect them and the approximate time.  This person will be responsible for signing your child/ren out.  Pupils must be collected from the Covered Way.

4. Providing authorisation has been received, pupils walking home will be released at the early closure time.  Pupils travelling by school transport will be supervised until buses are available.

5. Pupils who are to be collected will wait in the Covered Way. They will be signed out from there by the person collecting them.

6. Pupils whose parent/carer has not given authorisation for them to leave early, either in advance or on the day, will remain in school until 3.50pm.  

7. To give advance authorisation (if you have not already done so) for your child to be released if school closes early, please complete the slip below and e-mail back to me as soon as possible.  You will still be notified of early closure by text and email but you do NOT need to reply.

Miss J Upton
1 December 2013
--------------------------------------------------------------------------------------------------------------------------

Please return to Debenham High School Office immediately

Advance Authorisation for pupil to leave school early in the event of emergency closure

Pupil name:        _________________________________________    Form: ______________

I give authorisation for my child, named above, to be released early from school in the event of any emergency school closure.

Signed: ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​______________________________________Parent/Carer   Date:______________
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