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Middlefield Home School Communication Policy

1. Introduction and aims

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

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

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

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

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

· Explaining how the school communicates with parents/carers

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

· Helping parents/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

In the following sections, we will use ‘parents’ to refer to both parents and carers.
2. Roles and responsibilities

Headteacher

The headteacher is responsible for:

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

· Monitoring the implementation of this policy

· Regularly reviewing this policy

Staff

All staff are responsible for:

· Responding to communication from parents in line with this policy and the school’s ICT and internet acceptable use policy

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

Staff will aim to respond to communication during core school hours 8am-4:30pm. In line with promoting staff wellbeing and helping our staff find a suitable work-life balance, staff may work around other responsibilities and commitments and may respond outside of these hours, but they are not expected to do so. 


 Parents

Parents are responsible for:

· Ensuring that communication with the school is respectful at all times

· Making every reasonable effort to address communications to the appropriate member of staff in the first instance

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

· Checking all communications from the school

Any communication that is considered disrespectful, abusive or threatening will be treated in line with our parent code of conduct. 

Parents should not expect staff to respond to their communication outside of core school hours 8am-4:30pm, or during school holidays. 

3. How we communicate with parents and carers

The sections below explain how we keep parents up to date with their child’s education and what is happening in school. 

Parents should monitor all of the following regularly to make sure they do not miss important communications or announcements that may affect their child.

Home-school communications app 

‘Class Charts’ is our school communications app. This must be downloaded and accessed by all parents.

We use this app to keep parents informed about the following things:

· Upcoming school events

· School surveys or consultations

· Class activities or teacher requests

· Letters are sent out electronically using this app 
Text messages

We will text parents about:

· Absences

· Payments

· Short-notice changes to the school day

· If we need to contact you urgently
· Important reminders

School calendar

Our school website includes a school calendar for the whole year
Where possible, we try to give parents appropriate notice of any other events or special occasions (including non-uniform days, special assemblies or visitors, or requests for pupils to bring in special items or materials).

Any such event will be included in the school calendar. 

Phone calls

The school office will contact parents when appropriate. This may be to inform you of a sickness or accident, or for an administrative purpose such as reminders for dinner money, consent form etc.
Teachers and other staff may also call when appropriate to discuss behaviour, progress, attendance, safeguarding etc

Letters

We send letters home throughout the school year. Where appropriate these will be sent electronically via the ‘Class Charts’ App as this is more efficient, cost effective and environmentally friendly. These include:
· Letters about trips and visits

· Consent forms

· Attendance Postcards

Reports

Parents receive reports from the school about their child’s learning, including:

· An end-of-year report covering their achievement in each part of the curriculum, how well they are progressing, and their attendance

· A report on KS2 SATs tests

· A report on the results of other tests such as the Phonic Screenings Check and Multiplication Check
Meetings

We hold parents’ evenings in the Autumn and spring Terms. During these meetings, parents can talk with teachers about their child’s achievement and progress, the curriculum or schemes of work, their child’s wellbeing, or any other area of concern. 

The school may also contact parents to arrange meetings between parents’ evenings if there are concerns about a child’s achievement, progress, or wellbeing.

Parents of pupils with special educational needs (SEN), or who have other additional needs, may also be asked to attend further meetings to address these additional needs. 

School website

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

· School times and term dates

· Important events and announcements

· Curriculum information

· Important policies and procedures

· Important contact information

Parents should always check the website before contacting the school.

4. How parents and carers can communicate with the school

Parents should use the flow chart in appendix 1 to identify the most appropriate person to contact about a query or issue, including the school office number and email address.

Home-school communications app and Email
Parents should send an email or message to the appropriate member of staff, about non-urgent issues in the first instance.

We aim to acknowledge and respond accordingly to all emails and messages in a reasonable timeframe. 

Phone calls

If parents need to speak to a specific member of staff about a non-urgent matter, they should email or send a message to the relevant member of staff or to the school office.
If the issue is urgent, parents should call the school office. 

Urgent issues might include things like:

· Family emergencies

· Safeguarding or welfare issues

For more general enquiries, please call the school office.

Meetings

If parents would like to schedule a meeting with a member of staff, they should email the appropriate email address, send a message on Class Charts, or call the school to book an appointment. 

While teachers are often available at the beginning or end of the school day for routine or urgent issues, we recommend they book appointments to discuss:

· Any concerns they have about their child’s learning

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

[image: image2.png]@ s @D B 90 =

File  Home

[n

Paste

[iE}

¥ < Format Painter

Clipboard

Page 1 of 1

Qe

Cloudy

85 words

Insert

Who should | contact flowchart + Saved v P search
Draw Design Llayout References Mailings Review View Help
|Arial ~1z A A - . A
iz A A A2~ Ao ZZ 0T BuGeD + #aBHGe AaBHGoD naseced AaBb AaBbC A8B AaBbC sesseeoe
B I U-wx X A 2- A B <19 Hv | Thodyco. T7Tbleb, T7Tabeb. 7TbieHe. TNoSpoc. Heoding! Headng2 T
5 Font B Faragraph El styies
Who should | contact?
My child's leaming/class Payments / Attendance ‘Behaviour Schooltrips /

13

activities/lessons/omework

School events

uniform lost and

ad 3

found

ad 2 2

3

Class teacher School Office

Attendance Officer

Subtitle

Class teacher /
Pastoral Team

Class teacher
ISchool Office

2

-

3 4

Deputy Headteacher

Deputy Headteacher

e _
Headteacher

3

Headteacher

Contact Details
School Office - 01514864106
middlefield-s2@middlefield liverpool.sch.uk

Email the SENCO, Mrs Emma Wood

Sxeerfietriarmes EE) & wood@middlefield liverpool sch.uk

—

Pastoral Team — Donna Gait and Carol Robinson
Attendance Officer — Jan Kerry

attendance@middlefield liverpool.sch.uk

English (United States)  Text redictions: On T2 Accessiilt. Good to go

Q Search

b wueada

Subtle Em.

5

PFind ~

& Replace

B Select~
ating

I Focus

® - o x

T comments | | Editing ~

([
ool
Dictate. Edior  Add-ins
Voice | Sensitivty  Editor | Adddns ~

Format Text Effects v x
A (5]

> Shadow

> Reflection
> Glow

> Soft Edges
> 3D Format

[ —E—— Y

1250
=3

N & D 0 8



[image: image3.png]


[image: image4.png]


[image: image5.png]


[image: image6.png]


[image: image7.png]


[image: image8.png]



	© The Key Support Services Ltd | For terms of use, visit thekeysupport.com/terms
	


Page | 1

