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1. Introduction
Hanslope Primary School believes that it is important to have clear and effective communication with all stakeholders, with its pupils, with their parents and carers and with other members of the wider school community.  Hanslope Primary School aims to ensure that communications between all members of the school community are clear, professional, timely and appropriate. 

We believe that clear, open communication between the school and parents and carers has a positive impact on pupils’ learning because it:

· Gives parents and carers the information they need to support their child’s education

· Helps the school improve, through feedback and consultation with parents and carers

· Builds trust between home and school, which helps the school better support each child’s educational and pastoral needs

2. Our Aims

The aim of this policy is to promote clear and open communication by:

· Explaining how the school communicates with parents and carers

· Setting clear standards and expectations for responding to communication from parents and carers

· Helping parents and carers reach the member of school staff who is best placed to address their specific query or concern so they can get a response as quickly as possible
3. Responsibilities 

3.1 Headteacher

The headteacher is responsible for:

· Ensuring that communications with parents and carers are effective, timely and appropriate

· Regularly reviewing this policy.  
3.2 Staff

All staff are responsible for:

· Responding to communication from parents and carers in line with this policy and the school’s Staff Code of Conduct for ICT policy.

· Working with other members of staff to make sure parents and carers get timely information, including if they cannot address a query or send the information themselves

· Ensuring that all communications are treated as confidential within the school context.

· Ensuring that all communications are dealt with respectfully and with courtesy.

3.3 We ask Parents and Carers to
· Ensure that communication with the school is respectful at all times

· Make every reasonable effort to address communication(s) to the appropriate member of staff in the first instance

· Respond to communications from the school (such as requests for meetings) in a timely manner

· Check all communications from the school                                                                                                             

Any communication that is considered disrespectful, abusive or threatening will be reported immediately to a member of the Senior Leadership Team.     

4. Methods of Communication
4.1 Hanslope Primary School has many lines of communication to maintain: with parents and carers, other schools, the community and with outside agencies.  Good communication between the school and the home is essential and children achieve more when schools and parents and carers work together.  We believe parents and carers can naturally help more if they know what the school is trying to achieve.

4.2 In our school we aim to have clear and effective communications with all parents and carers and with the wider community.  Effective communications enable us to share our aims and values through keeping parents and carers well informed about school life.  This reinforces the important role that parents and carers play in supporting the school.

4.3 Whilst staff at Hanslope Primary School will always seek to establish open and friendly relationships with parents and carers, they will also ensure that the relationships are professional.  To this end parents and carers will always be addressed in an appropriate manner and staff will avoid developing close friendships with parents and carers. 
4.4 Written communications are made as accessible and inclusive as possible.  We seek to avoid bias, stereotyping or any form of racial discrimination.  We wish to recognise and celebrate the contributions made to our society by all the cultural groups represented in our school.
5. Communication
The sections below explain how we keep parents and carers up-to-date with their child’s education and what is happening in school and how parents and carers can communicate with the school. 

Parents and carers should monitor all of the following regularly to make sure they do not miss important communications or announcements that may affect their child.
5.1 Home School Book
All pupils have a Home School Book, which allows home and school to communicate on day to day matters, or mention any concerns, as well as being used as a reading diary and a place to record homework.
In the Foundation stage and Key Stage One, children routinely hand in their home school books at the beginning of the day whereby the Teacher/Teaching Assistant will check to see if a message has been written.  In Key Stage Two, pupils are encouraged to take more responsibility for themselves and will only hand their home school book to the teacher if there is a message inside.  Staff will respond to messages in the Home School Book and then, if appropriate will follow up with a more comprehensive response if required.
5.2 Email
E-mail is a quick, effective way of communicating necessary information and is the school’s preferred method of communication about non-urgent issues in the first instance.  All emails will be treated with appropriate confidentiality. If a response is required we will endeavour to respond in a timely manner and usually within two normal working days. You can email us on admin@hanslope.milton-keynes.sch.uk. If a query or concern is urgent and parents and carers need a response sooner that this, they should call the school on 01908 510245. 
During the working day, teachers are preparing for the day ahead, on duty or teaching.  They are not always able to respond to an email until such time as they can give it their fullest attention.                                                                        

At Hanslope Primary School, in line with promoting staff wellbeing and helping our staff find a suitable work-life balance, staff will not respond to emails after 6:00pm, on a weekend or during the holidays.  Staff may work around other responsibilities and commitments and respond outside of these hours, but they are not expected to do so.  
For the purpose of administration please email admin@hanslope.milton-keynes.sch.uk 

If you need to email a member of staff please see the staff contact list in Appendix A

5.3 Telephone calls
The school office is open between 8:00am and 4:00pm Monday to Thursday and 8:00am and 3:30pm on a Friday during term-time and can be contacted on 01908 510245.  At all other times there is an answering service available to take your message.  If the call requires a response, we aim to do this within two working days during term-time.

Whilst email is preferable, if the issue is urgent, telephone calls are appropriate to communicate information about your child that the school needs to know e.g. to notify us that your child will be absent from school, family emergencies, safeguarding or welfare issues or to let us know that you will be late collecting your child, or general enquiries. 
Office staff should not interrupt teaching for staff to answer a telephone call, except in an emergency.  Details will be taken as to the nature of your call and passed to the teacher, who will get back to you, when they are able.  Please be mindful that teachers maybe teaching full-time and running clubs or working with pupils at lunchtime or after school.  A return call will be made within two working days, with any follow up action from the request/query/problem being dealt with within ten working days.  Staff will make a record of a telephone conversation with a parent/carer. 

5.4 Letters

Staff will always reply to a letter from parents and carers as quickly as possible.  A response to acknowledge receipt of a letter will be made by telephone, letter or email within two working days and responded to within ten working days. Letters to parents and carers will be approved by a member of the Senior Leadership Team before being posted.  
Hanslope Primary School sends other letters of a general nature when necessary and stores copies in the school office.  e.g. 
· Letters about trips and visits

· Consent forms

· Newsletters
Copies of some letters/newsletters are also available on the school website.  https://www.hanslopeschool.co.uk/parents/newsletters  
5.5 Absence

If a child is absent, parents and carers are asked to contact the school as soon as possible on the morning of the first day absence via the school app, or phone the school on 01908 510245 before 9:30am. We will follow up absences which are not accounted for after 9:30am.  Please keep us informed of the progress of any illness and the likely length of absence.  If we are not informed of the reason for absence the register is marked as an ‘unauthorised absence’. 
5.6 Meetings
If parents and carers would like to schedule a meeting with a member of staff, they should email the appropriate email address (See Appendix A) or call the school to book an appointment.  We try to schedule all meetings within three working days of the request.

While teachers are available at the beginning or end of the school day if parents and carers need to speak to them urgently, we recommend they book appointments to discuss; 

· Any concerns they have about their child’s learning

· Updates related to pastoral support, their child’s home environment, or their wellbeing.

The school may also contact parents and carers to arrange meetings between parents’ evenings if there are concerns about a child’s achievement, progress, or wellbeing.
Parents and carers of pupils with special educational needs (SEN), or who have other additional needs, may also be asked to attend meetings to address these additional needs.   
5.7 School Website

 Key information about the school is posted on our website, including:

· School times and term dates

· Events and announcements

· Curriculum information
· Information about each year group
· Policies and procedures
· Contact information

· Information about before and after-school provision
· School calendar https://www.hanslopeschool.co.uk/calendar (the calendar can be subscribed to)
Parents and carers should check the website before contacting the school.                                                                              

6 Pupil Progress Consultations
We hold two Pupil Progress Consultations across the year.  These are held in the Autumn and Spring Term.  During these meetings you can talk with teachers about your child’s achievements and progress, their well-being or any other areas of concern.  You will need to book your consultation meeting using the school’s online booking system, following the instructions that will be made available to you.  Once a year Hanslope Primary School provides a full written report to each child’s parents and carers on progress within the core subjects and the curriculum.  This report identifies areas of strength and areas for future development. We also hold an open evening in the Summer term where you can discuss your child’s report with the class teacher if you wish to do so, there is also the opportunity to meet your child’s new class teacher for the Autumn term.
7 Inclusion

It is important to us that everyone in our community can communicate easily with the school. Parents and carers who need help communicating with the school can request additional support by contacting the school office e.g. large print, help with completing forms, interpreter etc.
8. Monitoring and review

The headteacher monitors the implementation of this policy and review the policy every three years to assess its implementation and effectiveness.  The policy will be approved by the governing body
Appendix A: school contact list
· Please email the most appropriate address

· Please include your child’s full name in the subject line

Senior Leadership Team
	Mr Ryan Brown 
	Headteacher
	ryan.brown@hanslope.milton-keynes.sch.uk

	Mrs Lisa Lawrence 
	Deputy Headteacher
	lisa.lawrence@hanslope.milton-keynes.sch.uk

	Miss Teresa Cartlidge
	Assistant Headteacher
	teresa.cartlidge@hanslope.milton-keynes.sch.uk

	Mrs Jane Fox
	Key Stage One Leader
	jane.fox@hanslope.milton-keynes.sch.uk

	Mrs Donna Knight
	Lower Key Stage Two Leader
	donna.knight@hanslope.milton-keynes.sch.uk

	Mrs Jennifer Broughton
	Upper Key Stage Two Leader
	jenny.broughton@hanslope.milton-keynes.sch.uk


Teachers 
	Mrs Chanelle Bull
	chanelle.bull@hanslope.milton-keynes.sch.uk

	Miss Helena Carter
	helena.carter@hanslope.milton-keynes.sch.uk

	Miss Teresa Cartlidge
	teresa.cartlidge@hanslope.milton-keynes.sch.uk

	Miss Kathryn Foster
	kathryn.foster@hanslope.milton-keynes.sch.uk

	Miss Laura Goodwin
	l.goodwin@hanslope.milton-keynes.sch.uk

	Miss Tanya Hudson
	tanya.hudson@hanslope.milton-keynes.sch.uk

	Mrs Charlotte Johnston
	charlotte.johnston@hanslope.milton-keynes.sch.uk 

	Mrs Harriet Lovegood
	harriet.lovegood@hanslope.milton-keynes.sch.uk

	Miss Anya Lunnon
	anya.lunnon@hanslope.milton-keynes.sch.uk

	Miss Emma Norris
	emma.norris@hanslope.milton-keynes.sch.uk 

	Mrs Emma Pearson
	emma.pearson@hanslope.milton-keynes.sch.uk 

	Mr Chris Ward
	chris.ward@hanslope.milton-keynes.sch.uk

	Mr Matthew Broughton
	matt.broughton@hanslope.milton-keynes.sch.uk


Learning Mentor
	Mrs Catherine Jackson
	catherine.jackson@hanslope.milton-keynes.sch.uk 


Administration Team
	Mrs Maxine Griffiths
	Office Manager
	admin@hanslope.milton-keynes.sch.uk

	Miss Fritha Lambert
	Bursar
	fritha.lambert@hanslope.milton-keynes.sch.uk

	Mr Kevan Willcox
	Business Administrative Officer
	k.willcox@hanslope.milton-keynes.sch.uk

	Mrs Angelina Harper
	Business Administrative Officer
	a.harper@hanslope.milton-keynes.sch.uk


Site Team

	Mr Maurice Young
	Site Manager
	site@hanslope.milton-keynes.sch.uk

	Mrs Cheryl Webster
	Site Manager
	site@hanslope.milton-keynes.sch.uk


 

	I have a question about…
	Who you need to talk to

	My child’s learning/class activities/lessons/homework
	Your child’s class teacher

	My child’s wellbeing/pastoral support 
	admin@hanslope.milton-keynes.sch.uk/                        Your child’s class teacher/a member of the Senior Leadership Team

	Payments
	admin@hanslope.milton-keynes.sch.uk

	School trips
	admin@hanslope.milton-keynes.sch.uk

	Uniform/lost and found
	Your Child’s Class teacher

	Attendance and absence requests
	If you need to report your child’s absence, call: 01908 510245
Email the school office on admin@hanslope.milton-keynes.sch.uk
Use the School APP

If you want to request approval for term-time absence, please complete a holiday form which can be found here: https://www.hanslopeschool.co.uk/parents/forms   Or email the School office/Class teacher or write a note in the Home School Book and a form will be given to your child.

	Bullying and behaviour
	Your Child’s Class Teacher/Senior Leadership Team

	School events/the school calendar
	School Website https://www.hanslopeschool.co.uk/               School office/ Class teacher

	Special educational needs (SEN)
	kathryn.foster@hanslope.milton-keynes.sch.uk

	Before and after-school clubs
	Matt French 07776097366 hanslope326club@hotmail.co.uk https://www.hanslopeschool.co.uk/parents/32 

	Hiring the school premises
	admin@hanslope.milton-keynes.sch.uk

	Friends of Hanslope School
	https://www.hanslopeschool.co.uk/parents/friends-of-hanslope-school

	Governing body
	Nigel Stacey – Chair of Governors nigel.stacey@hanslope.milton-keynes.sch.uk


Complaints

If you would like to file a formal complaint, please follow the procedure set out in our complaints policy which can be found here.
https://www.hanslopeschool.co.uk/parents/policies
Linked policies
· Social Networking Sites and Personal internet Presence for School Staff

· Data Protection

· Freedom of Information Act[image: image2.png]
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