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GUIDELINES FOR MESSAGES AND ATTENDANCE MATTERS         8/2019– AV 5779 

 
1.  Names of students who receive messages will be announced at 11:45, 2:45, and 4:59 
(dismissal).  While the office cannot guarantee that the messages will be received, this 
system usually works.  However, please note that students are sometimes not in class 
when the 4:59 bell rings and may fail to hear 4:59 announcements.  Except in an 
emergency, we request that no messages be called in later than 2:00 P.M. 
 
Please also note that the office staff is not always able to get to the phone and there is 
no guarantee that messages left on voice mail close to the designated times above will 
be delivered on time. It is better to call early to be on the safe side - but it is most 
advisable that all arrangements be made with your child before she leaves for school in 
the morning, or be sent with a carpool driver at the end of the day. 
 
2.  Parents are requested not to bring any drinks to school for students.  These create 
messy situations, attract insects and disturb the school routine. Students will not be called 
to the office to pick up drinks or slurpees.  Please refrain from bringing them even if you 
will sidestep the office staff.  Thank you for your cooperation. 
 
3.  Students will not be called out of class for phone calls or messages from home. 
 
4.  School e-mail or fax machine is for office use only and is not available for student-
related matters. 
 
5.  Students who need to leave for an appointment during the school day must present a 
note from home to the office when arriving at school. 
 
6. As stated in the Student Handbook, students are never permitted to leave school during 
the school day without first obtaining a note from the office and signing out in the sign-
out book. To leave school during the school day as an unexcused personal leave, a note 
from home must be presented to the office in the morning. Students who do not present 
a note from home in the morning for an unexcused early dismissal will not be allowed to 
leave school unless picked up in person by a parent. 
 
7. Students may not leave school for lunch, even with a note from home, unless personally 
picked up and signed out by a parent. 
 
8.  Notes to the office should please be legible and presentable - in a manner that reflects 
respect for the school and the office staff. 
 
We thank the parents for cooperating with these procedures, which will help ensure that 
the school day proceeds in an undisturbed manner, both with regard to office functioning 
and student learning.  Thank you from all of us at Bais Yaakov. 

 

 


