EARLY LEAVE PROCEDURE

Before school, student takes note requesting early leave to Head Teacher
Administration

v

Admin signs and dates letter. If any issues, student to take letter to
Deputy Principal

<

Student takes signed note to Front Office

<

Front Office process and issue Early Leave slip to student

<«

Front Office files note on student file

<«

Student shows relevant teacher Early Leave slip when required

v

Student retains slip to show outside authorities if required
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