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PARENTS’ INFORMATION HANDBOOK

THE A — Z OF CRAIGHALL PRIMARY SCHOOL

The aim of this booklet is to provide information about Craighall Primary School to parents and
other members of the community. The education of children is a responsibility shared between
home and school. We hope that this booklet will help to strengthen that partnership and lead to
greater understanding and mutual support in our common task.

No booklet, however, will provide all the answers. If you require further information or would like
to visit the School please telephone to arrange an appointment. We would be very pleased to see
you.

A PROUT-JONES (MRS)
PRINCIPAL

The following items of general information (in alphabetical order for ease of reference) will
assist you in knowing how the School operates on a day-to-day basis.



CONTENTS

A

Absenteeism

“Abandoned” children at school
Academic

Aftercare Facilities
Appointments to see teachers
Assembly

Assertive Discipline
Assessments

Awards

B
Behaviour
Books

C

Cell Phones
Change of Details
Class Parents
Communication
Curriculum

D
Discipline

E
Evacuation drill
Extra-mural Activities

F
Finances

G
Governing Body
Gun Free Zone

H
Homework Policy
Houses (sports)

I
Inter-house sporting activities

L

Late arrival at school
Lockers

Lost Property
Lunches

Page

w w WWNNNNMNNMNNDN

A DD DA

vl un

[e)e e I, |

M

Manners

Media Centre

Merit System

Monitors

MySchool Supporters card

N
Newsletters

P
Parents’ Evenings

Parent Participation

Parents Teachers & Administrators
Association

Playground Rules

R

Records

Recycling

Removal from school during school hours
Reports

Responsibility

Road Safety

S

School Hours

Security

Sport and Cultural Activities

T

Telephones
Transportation of pupils
Tuck Shop

u
Uniform & Uniform Shop

\'/
Visitors

CONCLUSION

Page

(o)} e)lNe) I oW e}

[e)}e)]

NN NNNN ~N

0NN

o 00




ABSENTEEISM

1. Should your child be ill unexpectedly, kindly contact the school office early in the morning to inform one of the
secretaries. Your message will be passed on to the teacher concerned.
28 If it were known in advance that a child is going to be absent from school on a particular day, it would be appreciated if

the class teacher could be informed beforehand in writing. Kindly avoid making doctor’s appointments during school
hours if at all possible.

3. On the day that a pupil returns to school after an absence he or she should bring to the class teacher a note, signed by a
parent, confirming the dates of absence and reasons for it.

4. If your child is ill for three days or more a doctor’s certificate is required.

5. Please note that it is the child’s duty to ensure that all work that has been missed is caught up. The teachers will assist as
much as they can in this regard.

6. If a child is absent for more than 10 consecutive school days, without a valid reason, the Principal may cancel the learners
record in the class register on grounds of ‘continuous absence’. This will require the parents having to re-register the
pupil.

“ABANDONED” CHILDREN AT SCHOOL

Children may not be left at school until all hours of the afternoon and evening. This is a TOTALLY UNACCEPTABLE
situation as these children are unsupervised, and often become major behavioural problems. This does not refer to children who
are members of the Aftercare group (which closes at 17h30), or those who are attending the extra-mural activities (which
generally end by 15h00). Please make other plans for the safety of your child in the afternoon. Please contact the school office
if you wish your child to join Aftercare.

In the event of an unexpected crisis where you find yourself unable to fetch your child, please contact the school office to arrange
for your child to join Aftercare on that day (ad hoc). Also ensure that your child knows that he/she should report to the office or
a teacher to give permission for him/her to use the phone to call their parent to find out when they will be picked up. Children
may not wait on the pavement if parents are delayed, as their safety is at risk.

Children who are on the school premises after 14h00 are expected to be booked into aftercare or into an extra mural activity.
Children who are waiting for transport are expected to go to the Homework class until 15h15.

ACADEMIC
The school is co-educational and non-denominational. It caters for children from Grade 1 to Grade 7. A series of national

guidelines are followed in accordance with the official CAPS Curriculum and Assessment Policy statement.

AFTERCARE FACILITIES

The aftercare facility is run by members of the school. Staff provide the children with a light lunch, insure attendance at extra
mural activities and supervise their homework. It is a caring, safe and fun filled environment. The service is available on a
regular or ad hoc basis and parents are invoiced at the beginning of each month, for immediate payment. The service runs from
14h15 to 17h30 each school day and NO child may be left waiting on the premises thereafter.

Further information and application forms are available from the school office.

APPOINTMENTS TO SEE TEACHERS
Should you wish to see your child’s class teacher for any reason, please note the following procedure:

Send a note to the child’s class teacher requesting an appointment. This may be done in a letter or in your child’s homework
book. The teacher will then contact you to set up a suitable time.

Should the matter be urgent, please do not visit the teacher in her classroom during school hours. This is very disruptive. Please
report to one of the Secretaries to outline the problem and arrangements will then be made to contact the teacher immediately if
necessary, or alternatively an appointment will be made at the teacher’s earliest convenience. If necessary, the Principal will be
informed of the problem and will intervene accordingly.

Kindly note that parents may not make unannounced visits to the classrooms during school hours.

ASSEMBLY
A full school Assembly is held at 07h40 on Thursday mornings for Foundation Phase Grade 1-3. On a Friday at 07h40 for
Grades 4-7. Parents may be invited to attend special assemblies where awards are presented to their children or when special

cultural days are celebrated.

ASSERTIVE DISCIPLINE

The focus of the Assertive Discipline program is on teaching students to assume responsibility for their own behaviour. They
are taught that actions both positive and negative have consequences. With this proactive and preventive approach, teachers

can go beyond establishing basic discipline in their classrooms to creating co-operative environments in which students learn
to choose appropriate responsible behaviour.



The school rules are limited to 5 very simple statements that all children are expected to know:

Follow instructions the first time they are given;

Keep your hands, feet, objects and unkind words to yourself;
Listen while someone is speaking;

Look after all your property;

Behave appropriately.

ASSESSMENTS
Foundation phase children are tested on spelling and numeracy as well as formal assessment tasks.

Grade 4-7 learners write cycle tests on a weekly basis as well as mid and end of the year examinations. They are assessed
formally and informally on a continuous basis throughout the year.

AWARDS

With Craighall Primary’s mission of building our children’s potential, we firmly believe in rewarding excellence in academics,
in the cultural areas and on the sports field. We also acknowledge achievements outside of school so please inform the School
of achievements. An annual prize giving is held at the end of each year for the Foundation, Intermediate and Senior Phases.

BEHAVIOUR
We expect all pupils to behave in a way that contributes to the smooth running of the School.

When in the classroom, playground or out on a visit pupils must maintain a high standard of behaviour, courtesy and good
manners. In particular we encourage respect for the individual, whether a teacher, another adult or a pupil.

A Code of Conduct for Learners, Parents and Educators and Administrative staff has been established. The objective of these is
to ensure that pupils behave responsibly and are kept safe.

The following simple rules will ensure that a Craighall pupil will have a good day. Parents are requested to co-operate in helping
children to appreciate the need for these rules.

Courtesy to fellow pupils and teachers is important. Bullying will not be tolerated.
Running on the corridors is never allowed.

Always queue outside the tuck shop - do not push.

It is a serious offence to write or draw on any walls, desks or floors.

Gum is not allowed in the school or on tour.

Help keep our school clean by picking up any litter.

Always be at school on time — 07h40 the latest.

Label all your personal belongings and uniform items.

Loyalty to our school and teachers is important.

Correct uniform is important.

Articles of ornamental jewellery are not allowed.

Remain safely within the school grounds until fetched - do not wait on pavements.
Extra-murals are fun - remember to be courteous and excuse yourself when you cannot attend.
Stealing another person's or school property is not allowed.

"I will act in such a way that [ will be proud of myself and others will be proud of me too.
I came to school to learn, and I will learn. I will have a good day.”

BOOKS

Books and stationery become more expensive each year. They should be handled and used with care. A reasonable school bag
is essential for carrying them between home and school. Younger children, in particular, should keep their reading book in the
plastic folder, which can be obtained from the uniform shop. Plastic covers are provided with new stationery at the beginning
of the year.

Textbooks are loaned to the learners for their use during the year. These must be covered in plastic covers provided by the school.
Fair wear and tear will be understood, but pupils will be required to pay for excessive damage to textbooks and media books and
for loss of such books.

Exercise books and workbooks are purchased in bulk by the school on behalf of the learners. A compulsory additional fee per
learner is charged at the start of each year.

The purchase of pens, pencils, crayons and other items of personal stationery is the responsibility of the parent. Stationery for
pupils from Grade 4 — 7 requirements for the forthcoming year are issued to parents with the learner’s final report for the year.
Grade 1 — 3 will have stationery supplied to them.
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CELL PHONES
Although many parents view cell phones as a necessary tool in today’s times, we discourage the use of expensive smart phones.

Cell phones are collected at 07h40 and stored in a safe until the end of the school day when they are returned to their owners.
All phones must be switched off during school hours. Our cellphone policy has to be signed in order to have a phone on the

property.

CHANGE OF DETAILS
Updated personal details are essential, especially in an emergency. Please notify the school of any change of details as soon as

they occur.

CLASS PARENTS
Class moms or dads are the critical basis of our communications system within the school. Parents are nominated at the beginning

of each year and they communicate with all parents should the need arise.

COMMUNICATION
Regular newsletters are sent out on a Thursday on a fortnightly basis to parents. Various newsletters may be sent out on other
days so please ask your child/check your child’s school bag regularly. The AWSUM app is a tool that is user friendly as it gives

daily updates.

Your child’s homework book may be used to communicate with the educators. Should you require a meeting with a teacher,
please contact the front office to make an appointment (see “appointments with teachers™), or you may request a meeting via the
homework book.

The school has an established procedure for dealing with grievances, and we urge you to use this system to resolve any issues
relating to your child or a staff member. The diagram will show you how to go about addressing a problem. If a sensitive issue
is to be raised with a particular teacher please send a letter in a sealed envelope marked for his/her attention — Do not write in
your child’s exercise books or homework diary.

Speak to
one of the Speak to the Head of
Educators/ AI\ Department
O Teachers Intersen Phase
e Problem not solved? Mr Sibanda

Foundation Phase
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~!
- Mrs Syed
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Mrs James-Mela
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__| The Principal will appointment to see Deputy Principal ="
pp d ~J
,/ | referyoutothe Still not happy? the Principal Mrs Bowden/Mrs
Lf/ Governing Body Mrs Prout-Jones Mthembu
k N R Still not happy?

My
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solved!
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CURRICULUM
We follow the CAPS curriculum.

DISCIPLINE
At Craighall Primary we believe in the value of positive discipline strategies and use a number of methods to encourage and
reinforce good behaviour. These vary at different stages of the school but include the awarding of merits, and the granting of

privileges.

The class teacher deals with minor breaches of discipline. More serious incidents, such as dangerous behaviour, vandalism,
bullying or racist incidents, or ongoing disruptive behaviour in the classroom are referred to the Heads of Department. The
child’s parents may also be told of the behaviour and asked to support the school in taking measures to help improve it. Sanctions
may include staying in at playtime or writing a paragraph about why the behaviour was unacceptable. Continued poor behaviour
may make it necessary to hold a formal disciplinary hearing which may lead to suspension or expulsion from Craighall Primary
School.

Craighall Primary has adopted the Education Department’s Anti Bullying and Anti Racist guidelines and pro forma for recording
incidents. The school’s multicultural, anti-racist and anti-bullying policies are contained in the discipline policy.
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A Code of Conduct and Disciplinary Code for Learners has been prepared in accordance with the regulations laid down by the
Department of Education. The document is available to all learners and parents in the homework diary or communication file.
The reply page is to be signed by the learner and his/her parent(s)/ guardian and is returned to the school where it is kept in the
child's file.

EVACUATION DRILL
The school has an evacuation procedure in place and evacuation drills are held at regular intervals.

EXTRA- MURAL ACTIVITIES

A wide range of school based and private extra mural activities are offered at the school. These include: soccer, swimming,
cricket, athletics, netball, cross-country, hockey, rugby, music, choir, dance, drama, public speaking, art and chess. An extra
mural timetable is issued to all pupils at the end of each term, for the next term. Learners are encouraged to participate in at least
one activity per week.

FINANCES
All payments are to be made directly to the bursar’s office or to be sent via the class teacher in a sealed envelope marked with
the child’s name and class details. Internet payments and Debit orders are accepted. Full details to be obtained from our Bursar.

GOVERNING BODY

The School Governing Body is made up of the Principal, two elected educators, an elected non-educator, five elected parents
and then additional members who may be invited to attend to specific areas or portfolios. The names of the Governing Body
members and their contact details are available from the School.

GUN FREE ZONE
Craighall Primary School has declared itself as a gun free zone and pupils may not bring guns (including water pistols, toy guns,
etc), knives or any other dangerous weapon to school. Any such item will be immediately confiscated and will not be returned.

HOMEWORK POLICY

Homework provides an opportunity for parents to be informed about, and to be involved in, their children’s education. It allows
children to consolidate learning, to practise skills, to learn facts and to prepare for future class work. It also encourages self-
discipline, independence and the development of good study habits. Homework may be set in any area of the curriculum.
Parents are asked to help their children by providing a suitably quiet place in the house with as few distractions as possible, and
to encourage them to do homework at a time when they are not too tired. They are also requested to inspect their children’s
homework and to sign in the homework book every day. The purpose of this request is to ensure that parents know how much
homework has been given and have seen the completed work. The assistance of parents in ensuring that homework is done
efficiently, thoroughly and regularly, is valued by the educators. Parents should tell the class teacher if there have been problems
with the completion of homework, either if their child has had difficulty with it, or is finding that it is taking too long to complete.

HOUSES
The School has four (sports) Houses and each pupil is placed in one of the four houses. The Houses are: Springbok (green),
Duiker (red), Kudu (blue) and Impala (yellow)

INTER-HOUSE SPORTING ACTIVITIES

Swimming

Swimming is considered a life skill and is included in the timetable to ensure all learners are given the opportunity to learn. The
annual Inter-house gala takes place during the first term and Trials for the gala happen a couple of weeks beforehand. It is
compulsory for all learners to participate in trials.

Cross Country
The Inter-House Cross Country event takes place at the start of the Second term. All pupils are expected to participate.

Athletics
The annual inter-house athletics day is held in the third term. Trials for athletics happens a couple of weeks beforehand and it
is compulsory for all learners to participate in trials.

LATE ARRIVAL AT SCHOOL
An official record is kept of late arrivals. Repeated lateness must be explained to the class teacher in writing or by telephone.

Regular late arrivals will be reported to the Principal and, if necessary, to the Department of Education.

LOCKERS
The School has a number of lockers which may be hired for a small fee by pupils for the duration of the school year. Pupils are
encouraged to make use of the lockers to secure their possessions and avoid carrying heavy bags around throughout the day.

LOST PROPERTY

All lost property that is marked is to be found by the owner. Unmarked articles will be given to the uniform shop to be sold.
Please mark all of your children’s belongings clearly and encourage your child to take responsibility for their personal
belongings.



LUNCHES
Learners have two short breaks during the school day, one from 0940 to 10h00 and another from 12h00 to 12h15, , Foundation

Phase children get an opportunity to eat at 09h30. We ask parents to ensure that children bring healthy food to school each day.
Please keep sweets, cakes, chocolates and fizzy drinks to a minimum. The tuck shop is open at both breaks as well as after school.

MANNERS
All children are expected to greet all adults. Staff that are known to them should be greeted by name. If the person is not

known, then the greeting ‘Good morning/afternoon, Sir/Ma’m should be used.

MEDIA CENTRE
Craighall Primary has a well-equipped media centre and leamers are encouraged to make use of the centre both as a source of
research and for reading pleasure. The media centre is open during the school day and after school hours from 14h00 to 15h13.

MERIT SYSTEM

This system has been implemented not only to reward, but also to inculcate positive social skills and good behaviour as well as

encourage hard work within the student body as a whole.

» Grade 1 — Grade 3 teachers operate the system using a merit slip pasted into the child's homework book.

» They receive merit badges and it is a great event in a child’s life when they are called up on stage to receive these badges.
The badges come in units of 30, 60, 100, 150, 200 and 250. The children start again from scratch the next year. A trophy is
presented at final assembly for the top merit achiever.

MONITORS

The staff chooses approximately 25 Grade 7 monitors at the beginning of each year. Their duties are varied and include: helping
staff to monitor the classes, administrative duties, checking of school uniforms, neatness, etc and monitoring of designated areas
on the school property at breaks and before and after school.

MySchool SUPPORTERS CARD
MySchool is a programme that allows parents and the extended family to assist in raising funds for the school. All that is required
by you to present the MySchool card to participating stores and a small sum is given to the school with each transaction.

NECK PURSES
It is compulsory for children to carry his/her money in their neck purse that is then tucked under their shirt. This means that

their money is safe at all times.

NEWSLETTERS
A Newsletter including Newsflashes and Classified Ads is issued to each pupil on a regular basis every two weeks. Please

ensure that you receive and read this important communication.

PARENTS’ EVENINGS

These are held at the end of the first and third term. They afford parents the opportunity to meet class teachers and to discuss
their child’s reports and any other issue relating to their child. Parents who wish to discuss any aspect of their child’s progress
in more detail are asked to make an appointment with the teacher/s at a mutually convenient time.

PARENT PARTICIPATION

Parents play a critical role in the educator, child, and parent triangle and with the parents’ contribution — not only monetary
contributions - but involvement, the school is a better place for our children to learn and grow.

The school can only maintain its good reputation with the help of the parents and every single parent has something to offer.
Watch the newsletter and communicator as the School often calls for assistance with our busy schedule throughout the year.

PARENTS, TEACHERS & ADMINISTRATORS ASSOCIATION (PTA)

The purpose of the Parent-Teachers & Administrators Association is to encourage active co-operation between the school and
the home in the interests of the education of the children. Membership is confined in the first instance to the parents or guardians
of children attending Craighall and to members of staff of the school. The School has a very active and hard working voluntary
committee, known as the PTA, who run a number of educational, social and fund raising activities throughout the year, and help
with a variety of school events such as the children’s Christmas parties, sports days, etc. They encourage the interest and
involvement of all parents in these events.

PLAYGROUND RULES
The school has two playgrounds — one for the Grades 1-3 pupils and the other for the Grades 4-7 pupils. Members of staff are
on duty during breaks, as well as before school from 07h10 to 07h40. Children are expected to adhere to the code of conduct at

all times.

RECORDS
The school maintains an individual record folder for each child in the school, which contains, in addition to the personal details

given on enrolment, a record of the child’s progress, attendance, disciplinary record, and information about any special
distinctions and achievements as well as letters of warning/ disciplinary issues etc. Where appropriate the record will contain
information about any special health problems or dietary restrictions and there is a note of the name of the person to contact in
case of an emergency.



I'ne whole record, which is contidential, is passed on with the child when he or she transters to High School, or to another
primary school.

RECYCLING

The school actively participates in recycling and runs a paper collection throughout the year and holds inter-class competitions
each term. The school benefits financially as we are paid per ton of paper collected. Please send your paper recycling every
Tuesday moming.

REMOVAL FROM SCHOOL DURING SCHOOL HOURS

It is a Departmental Regulation and School Rule that parents may not remove their child from the school premises during school
hours without the prior permission of the Principal. Should it be necessary for your child, for any unavoidable reason, to be
removed from the school, please ensure that a letter is addressed to the child’s class teacher outlining the reasons and the time
the child will be collected. The letter will then be sent to the Principal for the action to be condoned. Your co-operation in this
regard will be appreciated particularly as the rule is applied in the interests of our pupils’ safety.

REPORTS

These are prepared for distribution to each pupil at the end of each term. Reports are handed out and discussed with the parents
at the parents’ meeting at the end of first and third term. Parents have the opportunity to see their child’s books and have a brief
chat with the teacher/s. Should there be a need for a more in-depth discussion, an appointment can be made which is mutually
convenient for early in the new term. In Intersen Phase, reports for first and third term include comments compiled by each
subject teacher, the second terms reports only includes marks and the fourth term has marks for the year, exams and a general
teacher comment.

RESPONSIBILITY

We are committed to guiding our children to take charge of their own lives and to face the future with confidence, courage and
integrity. Please encourage your child to bring their correct equipment, sports kit etc to school and to take care of it. This
minimizes interruptions in the class and the office during the day.

ROAD SAFETY

In the interests of safety on the school premises and the avoidance of traffic congestion, parents are not permitted to drive into
the school grounds at the Grosvenor Road driveway to drop off or collect their children from the school. Parents may not stop
or park across the driveway gate.

Rothesay Avenue becomes a one-way from west to east during peak hours, i.e. from 07h00 to 08h00 and again from 13h00 to
14h00. During these peak times Rothesay Avenue is a drop off zone only. Parking is permitted in Grosvenor Road only.

SCHOOL HOURS
The school day starts at 07h40. Parents are encouraged to drop their children off by at least 07h35 to allow time to get to class
and settle in.

School closes at 13h15 for Grade 1 and 2 learners are to be collected at the Junior Gate. Grade 1 and 2 learners not collected by
13h30 are taken to the “waiting classroom” to wait for their parents or an older sibling.

Grade 3 learners end their day at 14h00 on Mondays and Tuesdays and then at 13h30 on Wednesdays and Thursdays.
Grade 4 — 7 end their day at 14h00.
On a Friday school closes at 12h00 for Grade 1-3 and 12h45 for Grade 4-7.

SECURITY

Personal property: Children should be reminded frequently by parents of the need to look after their personal property. The
school cannot be held responsible for the loss of or damage to any articles of clothing or other belongings, which a child brings
to school. Generally speaking children should not be allowed to bring valuables to school and should carry as little money as

possible. If children have to change for physical education or any other activity any money or valuables should be handed to the
class teacher for safe keeping. All articles of clothing, books and other belongings should be clearly marked with the owner’s
name. Clothes, books and other valuables can be stored in lockers.

It is our policy, and a directive from the Parkview Police, that all the school gates are securely locked during school hours. A
security guard is on duty at various points of the school from 06:00 to 17:00 each school day.

The main gate on Rothesay Avenue is open from 06h15 to 7h40 and again from 14h00 to 17h00.

Children, who arrive at school after 07h40, should enter through the gate at the reception office.

The small pedestrian gate outside the Grade 1 classrooms will only be open between 13h15 and 13h45. Parents are kindly
requested to co-operate in this regard.

SPORT and CULTURAL ACTIVITIES
The School offers a wide variety of sports and cultural activities including:

Athletics Cricket Netball Soccer
Swimming Cross Country Hockey

Choir Art Drama

Chess Public Speaking Dance



Pupils are expected to be correctly dressed for all sporting activities and also for their Physical Education lessons during school
hours: i.e. they should wear white shorts and a T-shirt in their house colour. At the end of every term the extra-mural timetable
for following term will be given out to the children.

TELEPHONES - Pupils are not permitted to make use of the school phone. Members of staff will make any emergency calls
on their behalf. All teachers will have access to the school telephones if there is an emergency situation in the afternoon.
However, all school telephones will be locked and inaccessible to pupils.

TRANSPORTATION OF PUPILS TO AND FROM SCHOOL ACTIVITIES IN PRIVATE VEHICLES AND IN THE

SCHOOL VEHICLE
From time to time, assistance is required in transporting learners to sporting and other extramural events. Parent assistance

with this is greatly appreciated.

It is the responsibility of staff and parents to ensure that their vehicles are not overloaded, in road-worthy condition and
comprehensively insured in order to transport the pupils.

TUCK SHOP — TAP TUCK APP
The school has a privately run tuck shop on its premises. The tuck shop is open during the breaks and after school. It offers
nourishing snacks and juices during the breaks and sales are extended to include sweets and crisps after school.

UNIFORM & UNIFORM SHOP
Details of the school uniform requirements are available from the school office. Please ensure that all items of uniform are

clearly marked.

Craighall Primary has its own uniform shop on the premises making the purchasing of uniform easier and more cost effective
for parents. The shop sells the entire range of Craighall Primary uniform and sports items at very competitive prices. All items
are also available from McCullough and Bothwell (Hyde Park Corner) and Attaché (Randburg Square & Benmore Gardens).
Please refer to the Learners Code of Conduct.

VISITORS
All visitors are required to report to the office through the Grosvenor Road entrance. Other entrances are closed once school has

begun. Parents are encouraged to set appointments with the educators so as not to interfere with the teaching process.

CONCLUSION
We hope that this booklet has helped you to learn more about our school and how we operate, and that it has encouraged you to

work in partnership with us, for the benefit of the children.

As far as possible the information in the booklet has been thoroughly checked for accuracy at the time of compilation but it is
subject to changes.






Bratlenham Hall,7 Mellis Road, Rivonia, 2128
PO Box 2719, Rivonia, Soulh Africa, 2128
Tel: +27 (01861 676 000

Fax: +27.(0)661 876 329
: Website: vwww.lpn.co.za
Emall: infa@tpn.co.za
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Welcome letter
Dear Sir/ Madam
RE: Our Client: Craighall Primary School

Contact Person:  Elizabeth Spann
Contact Number: 011-788 7223

TPN credit bureau is pleased to introduce you to the services that we offer. We are proud to be associated with Craighall Primary
School our client, who subscribes to our services. Please take the time to review the following welcome letter which will advise you
of our client's relationship with TPN.

Who is TPN credit bureau?

TPN is a registered credit bureau, TPN collects account information on debtors and maintains a history of their account payment
behaviour. Importantly, this means that TPN credit bureau collects not only adverse information but also positive credit information.
A positive credit record is extremely advantageous to you as it increases your ability to access credit in the market place

How does it work?
Our client has agreed to update your account payment record as per your contractual obligations with them.

What if | pay my account late?
Your account is due and expected on the due date as per your agreement with our client. It is important that accounts payments are
paid promptly. Please note that payment received after due date will result in your payment record being updated accordingly.

What if | do not pay my account?
Payment of your account with our client is not a matter of choice, it is an essential part of your agreement. Failure to pay any account
or other monies due, could result in a negative credit record (or "blacklisting") which will severely restrict your access to further credit.

How can TPN credit bureau help me?
By paying your account on time and in full, you have the opportunity to build a positive credit profile. You can use your positive
profile when applying for other forms of credit.

As such, we invite you to consider your relationship with our client as an excellent opportunity to build a positive credit
profile.

TPN credit bureau welcomes you into the TPN family. We acknowledge you as one of our client's debtors and trust you will enjoy a
long term relationship with our client. If you have any queries or problems kindly contact Elizabeth Spann on 011-788 7223,

Yours faithfully,
TPN Credit Bureau

TPN Group (PTY) Limited Registration Number: 2002/032126/07

Directors: Michelle Dickens, Chris Dickens, Alan Williams







Download the Craighall Primary

School mobile app

Our new mobile app offers the following
features:

» School photos and videos

» Easy access to important school information

« Easy access to our extended school calendar

* School notifications

« Get access to our school's preferred providers
» Read the latest school news in your area

« See what is happening when at Events

- Especially for all sport followers —read the latest sports news!

Steps to download the app:

Open Google Play and Apple Store

Search for AWSUM App for Schools

Click on Install

When the app is done installing, click on Open

Register with your email address and password

IR A o

Select Craighall Primary School from the list of
schools

7. Click on Save

8. Remember to personalise your app at Settings 33

9. Enjoy the app!

#_ Download on the f GETITON
@& AppStore ® Google Play

Craighall Primary

Tel: 011 788 7223/4
Email: reception@craighallprimary.co.za
www,craighallprimary.co.za
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