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Introduction 
Schools have many lines of communication to maintain with parents and carers, with other schools, with the community, with outside agencies, and within the school. Good communication between the school and the home is essential, and children achieve more when schools and parents work together. Parents can naturally help more if they know what the school is trying to achieve. 
In our school we aim to have clear and effective communication with all parents and with the wider community. Effective communication enables us to share our aims and values, through keeping parents well informed about school life. This reinforces the important role that parents play in supporting the school.
Aims 
Our school aims are to ensure all communications are: 
· Clear 
· Comprehensive 
· Two-way 
· Timely 
This explains the school’s aims and values, the school’s responsibilities towards the children, the responsibilities of parents, and what the school expects of the children.
School 
The school will undertake to ensure that: 
· Parents and children have clear lines of communication 
· The curriculum is clearly communicated to parents 
· Parents are informed of forthcoming events within appropriate timelines 
· All communications will be treated as confidential within the school context

Parent/Guardians/Carers 

Parents will undertake to: 
· Read all communications issued by the school 
· Raise issues or concerns at the earliest opportunity with the school in the appropriate manner* 
· Act on communication (for example, attending special meetings) 
· Not discuss school issues on social media 
*Issues should be raised with a class teacher in the first instance; these may then be escalated to the Deputy Headteacher and finally the Headteacher if necessary. All complaints should follow the procedures set out in the complaints policy.

Separated parents 

In the case of separated parents, the school endeavours to ensure all those with parental responsibility are kept informed about matters related to school and their children’s attainment and progress. The school will undertake to obtain the details of all those with parental responsibility through its admissions form or directly from the parent who the child lives with. We also welcome being contacted by those with parental responsibility directly - providing us with the necessary details for our systems.









Methods of Communication 

If you have concerns about any child at the school or in the community including concerns of neglect and abuse, please contact one of the school’s designated safeguarding leads (DSLs) for child protection through the school office and they will make you their top priority at that moment.

Internal Methods of Communication 
Face- to- face communication 
• Communication between colleagues should remain professional and friendly. 
• All staff are expected to communicate regularly with colleagues. Nobody should work in isolation and opportunities should be found by staff to share information and network with colleagues in a way which enables them to fulfil their role. All staff should be made to feel included and welcome. 
• Communication should be in person where possible. Where there is misunderstanding or disagreement between colleagues, face to face communication between the two colleagues should be undertaken in the first instance.

Email

This section outlines the school's expectations of email and electronic message protocol to ensure fluid, productive and appropriate communications in and out of school using the school’s email servers and contact addresses. 
Emails and electronic communication can be a huge time-saving device and can be highly useful communication tools. They should be used, where it is possible to communicate effectively and reduce workload. 
This guide is intended to support good practice that is conducive to healthy work/life balance and professional standards. 

· All emails and communications should be succinct and to the point. They should not take excessively long to read or write. 
· Emails and communications regarding work should only be sent or replied to between the weekday hours of 8:00 and 17:00. 
· There is no expectation that internal emails by using delayed send are sent at the weekend; however, if staff feel they need to send an email please schedule it for the weekday hours above. 
· There is no obligation to reply to any email after 17:00 on weekdays. This includes emails from parents (which should be sent via BromCom or the school office).
· Parents should not have individual email addresses of staff. Please use the school office or BromCom.
· We strongly recommend not replying to parental emails after 17:00 each day or at the weekend. This can lead to unrealistic expectations for other staff. 
· Emails sent outside of this time should be sent with delayed delivery or saved as drafts, so they arrive during the recommended hours. 
· Urgent communications outside of these hours should be made via phone call, only if absolutely necessary. 
· Staff should be aware that the tone of emails can be misinterpreted, and that sensitive conversations should be had in person to avoid risk of misinterpretation. 
· School email accounts must not be used for personal communications. 
· Emails to parents or in response to staff requests should be responded to, if requested, within 48 hours or ASAP for serious or safeguarding concerns. 
· Emails should be checked for spelling, punctuation and grammar and should be suitably checked for the intended recipient. There is a difference between informal and formal emails. 
· Emails sent from/at work are monitored periodically and emails sent using the school email system may be monitored by the leadership team of the school to maintain safeguarding and professional standards.
· Confidential emails must be identified as such in the header of the email. 
· Student initials should be used in the header of an email to ensure that confidentiality is not breached. Where possible names or initials should not be used in the headers of emails.
· Attention must be given to those who receive or are copied into an email. All staff should only be emailed when the content is relevant to all staff. Groups or individuals should be identified and addressed to ensure unnecessary emails are kept to a minimum. 
· Good communication with parents is important. If you are unsure of how to respond to a parental email, please consult with a member of the Leadership Team before replying. 
· Staff must not contact pupils or parents, or conduct any school business, from a personal email address or via social media.

WhatsApp, Direct Messaging and other social media 

· Staff groups such as The AHW team or class teaching groups should be treated in the same way as emails. 
· The use of whole staff WhatsApp groups are only for school organisation not for social commentary or requests from parents via staff members. 
· Only organisational messages should be sent between the hours of 07.00 and 17.00. 
· Personal and social messages should be sent directly to the recipient and not on group chats. (This is to protect people's mental health). 
· Any messages that need to be sent outside of these hours should be sent via email. 
· All absences (as per staff handbook) should be called in via phone call to Headteacher by 7.00am and if the following day's absence is required the school office should be contacted by 2.30pm that day. 
· No staff should message parents regarding school matters via their personal phones. 

Meetings 

· All staff should have regular meetings with their Line Manager. 
· All meetings that take place can be requested to be recorded appropriately. All formal actions should be noted. Following a meeting with a parent or carer written communication with the actions discussed should be shared. 
· For all staff, there is an integrated programme of meetings. All staff are invited to contribute to the content of the meeting. All meetings should be structured to reflect school priorities, preferably with the agenda shared prior to the meeting. Minutes should record actions from the meetings. Staff are expected to attend on time. 
· Where a member of staff needs more support, line managers can arrange a series of meetings. Formal minutes with actions and deadlines should be taken to evidence the support and participation. 
· All meetings should be scheduled using the school’s online diary system.

Telephone Calls 

· These should take place using the school networks. 
· It may be preferable to use personal mobile phones to contact a member of staff, particularly if they are not available in their office. This is permissible, but professional judgement should be used here. 
· Staff should avoid using personal mobile phones to contact parents. 
· Staff should never contact students using their personal mobile phone. 
· Staff should endeavour to reply to phone messages within 24 hours (Mon-Fri), particularly regarding outside communications.
· In the case of staff absence, a telephone call should be used as messages can be missed. 





External Methods of Communication 

• Communication should always be clear and professional. 
• Staff should endeavour to reply to phone messages within 24 hours (Mon-Fri), particularly 
   regarding outside communications. 
• All communication should be responded to within 48 hours (Mon-Fri). Where more time is    needed an acknowledgement of communication should take place within this time period. 

Informal communication 

• Where informal communication takes place, staff should be mindful of their professional responsibility. If issues or actions arise from communication, this should be shared with relevant parties and logged on My Concern, Insight or BromCom as appropriate and any documents should be placed in the student’s file.

Email

• External emails should be treated in the same way as internal emails. 
• All letters and communication will be sent to parents and carers via the office email or BromCom.
· All letters will be checked for accuracy and clarity by the office.

Meetings 

• All relevant parties should be invited to meetings. 
• Meetings should be arranged at a time that is convenient for all relevant parties. 
• Meetings, particularly with parents, should rarely take place without a prior appointment.
• All meetings should be scheduled using the OneDrive calendar. 
• All meetings that take place can be requested to be recorded appropriately. All formal actions should be noted. Following a meeting with a parent or carer, written communication with the actions discussed should be shared with all parties involved.

Written Communication 

• A letter received from a parent/carer or outside agency pertaining to a student should be replied to in writing within 48 hours and placed on the student’s file.
• Any letter of complaint should be shared with line managers for advice. 
• Any communication of complaint regarding a member of staff must be sent to the Headteacher. 
• If the complaint is about the Headteacher, this should be forwarded to the Chair of Governors. 
• All letters of complaint and their subsequent replies should be forwarded to the Office Manager for logging. These should take place using the school network. 
• When making a call, staff should introduce themselves, their role and the name of the school. They should establish who they are speaking to before continuing the conversation. 
• Incoming calls should be announced by the office staff.  They should state the name of the caller, the institution they represent and/or the students’ name and the purpose of the call. 
• Office staff are expected to ensure that answerphones are checked regularly and that messages are responded to promptly.
· All written communication should use the school headed paper and be in Verdana. 


Newsletters 

• The school will send a newsletter to parents and carers at the end of each week, containing general details of school events and activities. This will usually be sent via BromCom. We will send other information of a general nature when necessary.



Parents’ Evenings 

Parents are asked to meet their child’s subject teachers twice a year at parents’ evening. 
We meet with parents more regularly if pupils: 

• have special educational needs.
• are making less than expected progress.
• are experiencing behavioural or disciplinary difficulties.

Email/Communication 

• Our aim is for all parents and carers to sign up to the school’s email system to facilitate paperless communications (MCAS App). 
• Staff sending emails to external organisations, parents or pupils must send a copy to their line manager.

Prospectus 

The school prospectus is available on the school website and contains all the information required to give parents a complete picture of the school’s delivery of education. It is updated every year, or more frequently if necessary.

Website 

• The school website both provides information about the school and promotes the school to a wider audience. It also has a regularly updated area giving information and current awareness for parents. 

• It also provides access to the school’s policies and curriculum information.

Links with other policies 

This policy links to the following policies and procedures: 
• Staff Code of Conduct 
• Complaints Policy 
• e-Safety Policy
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