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Statement of intent 
 

At Tettenhall Wood School, staff members understand the importance of the relationship 

between parents/carers, pupils and the school.  

At the school, there is a strongly inclusive ethos, where pupils have positive relationships with 

adults and with each other.  This policy sets out the aims of the school with regard to internal 

and external communication within the school, and sets out responsibilities of the school, 

staff members and parents/carers. 

Tettenhall Wood School aims to promote effective communication between pupils, members 

of staff, parents/carers, stakeholders and all members of the school community.  The school’s 

objectives are to: 

 Have a clear and professional communication strategy in place, which helps to keep 

parents/carers well-informed about their child’s educational progress and any other 

matters related to their child’s overall wellbeing. 

 Improve the quality of service by making sure there is a robust process in place for 

consultation between the school, parents/carers, staff members and pupils on key 

areas. 

 Monitor and evaluate communication issues through regular meetings with staff, 

parents/carers and members of the school community. 
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1. Legal framework 
 

1.1. This policy has due regard to statutory legislation, including, but not limited to, 
the following: 

 The Education Act 2002 

 Data Protection Act 1998 

 The Freedom of Information Act 2000 
 

1.2. This policy is intended to be used in conjunction with the following school policies:  
 Data Protection Policy 

 Freedom of Information Policy 

 Digital Safeguarding Policy  

 Child Protection Policy 

 Social Media Policy 
 
 

2. Roles and responsibilities 
 

2.1. Tettenhall Wood School  is responsible for:  
 Placing key policies, documents and procedures in areas that maximise their 

accessibility and usefulness to the entire school community. 

 Communicating the curriculum clearly to parents/carers. 

 Informing parents/carers of all school events within appropriate timelines. 

 Keeping parents/carers informed of the progress of their child at regular intervals. 

 Informing parents/carers about the types of data that the school holds concerning 
pupils, why that data is held, and who it may be shared with.  

 Ensuring that parents/carers understand their right to view the information about 
their child which is held by the school.  

 

2.2. Staff members are responsible for: 
 Ensuring the principles and procedures of this policy are followed.  

 Communicating proactively with parents/carers about pupil progress, and 
wellbeing and helping parents/carers to support their child’s development.  

 Ensuring that relevant information is passed on to supply members of staff via the 
pupil profiles folder.  

 Updating classroom planning files with specific pupil information.  
 

2.3. Parents/carers are responsible for: 
 Reading the key communications circulated by the school and responding/acting 

on communication, e.g. by attending meetings.  

 Logging on to the school website for detailed information about the school 
calendar, term dates, monitoring and assessments, school achievements, reporting 
child absence and other useful downloads.  

 Informing the school of medical conditions/allergies, along with medical 
documentation of these conditions.  

 Informing the school of child protection matters, legal issues or relevant duties 
with appropriate documentation.  

 Raising any issues or concerns they may have with a member of staff. 
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3. Internal and external communication 
 

3.1. An annual calendar is available for all staff, parents and carers. 
 

3.2. All staff members are aware of the Staff Code of Conduct which details a variety 
of school procedures.  

 
3.3. Written communications are delivered via pigeonholes or by email. 

 
3.4. Staff members’ personal details will not be shared with other members of staff or 

external agencies without their consent.  
 

3.5. Under no circumstances will staff members’ personal details be shared with 
parents/carers.  

 
3.6. Staff members will not communicate with parents/carers or pupils via social 

networking sites, or accept ‘friend’ requests, except in the case of blogs set up 
specifically for the purpose of teaching and learning, in accordance with the Social 
Media Policy. 

 
3.7. Parents/carers will be contacted through the following methods: 

 Home School Book  

 Letters home 

 Teachers2Parents text and email  

 Email 

 Evidence for Learning App 

 The school website  

 School Facebook Page 

 School newsletters 

 Parent/carer meetings 

 Governors drop-in sessions 

 Open Day events 
 

3.8. Parents/carers will be given the opportunity to sign up to receive newsletters, etc. 
via email. 

 
3.9. For general enquiries, parents/carers are required to ring the school office, which 

is open from Monday to Friday between 8am and 5pm, on school phone number.  
 

3.10. For pupil absence reporting, follow the system in 4.8. 
 

3.11. For non-urgent enquiries, parents/carers can email the school using email 
address. 

 
3.12. All emails to the school will specify the member of staff that the query is 

addressed to. 
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3.13. All emails to the school will be treated as confidential, unless there is a specific 
reason not to do so.  

 
3.14. Tettenhall Wood School aims to respond to emails as quickly as possible, within a 

maximum of 24 hours.  Any delay in the response will be communicated.  
 
 

4. Continuous home-school communication 
 

4.1. Each term a Personal Learning Planner (PLP) is sent home for each pupil. In the 
PLP home learning opportunities are identified so that parents/ carers can 
support their child’s development and progress through activities identified. Full 
details are identified in the Assessment and Marking Policy. Parents/ Carers can 
use the Evidence for Learning App to feedback achievements towards outcomes 
at home. 

 
4.2. Tettenhall Wood School subscribes to an electronic communication system, 

Schudio App and Teachers2Parents text service, which are utilised in order to 
achieve effective and consistent communication with parents/carers. 

 Parents/carers will be asked to provide their details for the use of the system at 
the beginning of each academic year.  

 Any parents/carers who cannot be contacted via the messaging system will be 
contacted via another method set out in this policy.  

 
See Appendix 1 to find out how to download the Schudio Tettenhall Wood School App. 

 

4.3. Pupils in each class have a home-school diary which can be utilised by 
parents/carers to record a wide range of information that they wish to share 
regularly with the class teacher and vice versa. 

 

4.4. All staff should take opportunities to communicate with parents and develop an 
open relationship under the direction of the class teacher where it is appropriate.   
School Ping is a really effective way to create open and up to date relationships 
with parents.  

 

See Appendix 2 Initial sign up letter for parents 
 
 

4.5. Transition will be arranged for all pupils new to the school. 
 

4.6. Parents can also access the school’s Website, Twitter and Facebook pages to gain 
information and updates 
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4.7. If a child is absent from school, and the school has no indication of the reason for 
the absence, the school will contact a parent/carer via telephone on the first day 
of absence before 10.00am, in order to find out the reason for the absence.  

 If no contact can be made with any named parent/carer, the school has the right 
to contact the Welfare Officer to ensure the pupil’s wellbeing and safety.  

 
 

5. Email communication 
 

5.1. Email and internet access will be used in line with the school’s Online Safety 
Safeguarding Policy and Acceptable Use Agreement.  
 

5.2. All members of staff will have their own email account.  
 

5.3. Emails will not be used as a substitute for face-to-face communication.  Staff 
members will consider the best way to communicate according to each individual 
situation.  

 
5.4. Staff members will not engage in personal correspondence with pupils.  
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5.5. Communication between pupils and parents/carers with staff members will be 

carried out via the school email address, and not via staff members’ personal 
email addresses.  

 
5.6. Chain emails will not be allowed.  
 
5.7. The sending of attachments will be limited.  
 
5.8. Under no circumstances will adverts be embedded into emails.  

 

 

6. Meetings 
 

6.1. A programme of meetings will be set out in the school calendar. 
 

6.2. Time will be set aside for structured opportunities for staff to engage in team 
working and to contribute to the school’s reflection on priorities, activities and 
future plans. 

 
6.3. For all formal meetings, notes will be taken, action points progressed, and 

feedback given to staff members. 
 

6.4. Minutes of meetings will be copied to relevant staff members, as well as the 
senior leadership team, and a copy will be saved on the staff shared area on the 
faculties drive, in a clearly marked subject folder. 

 
 
7. Emergency communication  
 

7.1. All parents/carers will ensure that the school has two sets of contact details, 
including the address, telephone number and email address, so that they can be 
contacted in the event of an emergency.   

 
7.2. If a pupil is seriously ill or injured, the school will attempt to contact the pupil’s 

parents/carers via telephone. 
 

7.3. Where an incident affects the whole school community, such as power failure or 
snow, the school will send all parents/carers message using School Ping to direct 
them to a special message posted onto the school’s website and Facebook Page.  

 
7.4. If the school is closed for more than one day due to adverse weather or similar 

problem, an update will be posted on the website and Facebook Page at least 
once a day and a School Ping message  will be sent to parents sent. 

 



 
 

8 
 

7.5. Local radio stations will broadcast a closure announcement in the event of the 
school closing due to adverse weather or another emergency situation, gathering 
information from the Wolverhampton Council Twitter feed and the 
“Wolverhampton Today – Schools Closures” Facebook page. 

 
 
8. Accessing Information  
 

8.1. In accordance with section 7 of the Data Protection Act 1998, personal 
information, such as educational records, can be shared via a Subject Access 
Request (SAR).  

 These requests must be made in writing to the governing body, and will be 
responded to within 15 school days if the request is regarding an 
educational record.  

 If the data being requested is not in relation to an educational record, the 
response will be within 40 calendar days.  

 A pupil, or the parent/carer of a pupil, has the right to access the 
information that the school holds about the child in question.  

 Some types of personal data are exempt from the right of a SAR, and so 
cannot be obtained by making a SAR.  Information may be exempt because 
of its nature or because of the effect its disclosure is likely to have. 

 Information regarding another individual will not be disclosed in a SAR. 

 Individual requests for non-personal information cannot be treated as a 
SAR, but will be dealt with either as a request under the Data Protection Act 
1998 or as a request under the Freedom of Information Act 2000.  

 
8.2. In line with the Freedom of Information Act 2000, private data and public records 

can potentially be accessed through lodging a Freedom of Information (FOI) 
request.  

 These requests will be made in writing to the school, stating the name and 
address of the requester, as well as a description of the information 
requested.  

 Successful FOI requests will be responded to within 20 working days from 
receipt of the request, unless the request does not comply with the 
procedure set out in the school’s Freedom of Information Policy. 

 Tettenhall Wood School holds the right to charge the requester a fee.  

 Certain information will not be shared, such as that explained in Part 2 of 
the Freedom of Information Act 2000. 
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9. Effective Communication Flow Charts 
 

9.1. If we have a concern about the welfare of your child then following process will 
occur: 
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9.2 If we have a concern about your child on transport then the following process will 
occur: 

 



 
 

11 
 

 
 
 

10. Monitoring and review  
 

10.1. The efficiency of this policy will be continuously monitored throughout the year 
by the headteacher and governing body.  

 
10.2. This policy will be reviewed annually by the governing body. 
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APPENDIX 1 
 

 
Introduction to Schudio App 
 
 
Download 
 
The New Schudio App is available to everyone, and it’s completely FREE! 
 
To get the Schudio App go to the App Store on your Apple device or the Google Play store 
on your Android device and search 'Schudio'. 
Also available here:  
Apple App Store 
Google Play Store 
 
 
Setup 
 
Once you've downloaded the App it couldn't be simpler to use.  Open the App and you'll 
then have to sign up by pressing the 'Join Schudio' button.  Enter your name, email and a 
password and press 'Join Now'.  You'll then be prompted to select from the list of schools 
which school you wish to have as your school on our App.  
 
 
Use 
 
That’s it!  You're up and running on the Schudio App! 
On the App you'll be able to see News, Events and Announcement's from the school you 
selected.  It couldn't be simpler. 
 
 
More information can be found on the website: 
http://support.schudio.com/knowledgebase/topics/46855-schudio-app 

http://files.schudio.com/c4df
http://files.schudio.com/1h7g
http://support.schudio.com/knowledgebase/topics/46855-schudio-app

