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PARENT/CARER COMMUNICATION POLICY

INTRODUCTION

The purpose of this policy is to set out clear expectations for communication between school and parents/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 forms of communication regularly to make sure they do not miss important communications or announcements that may affect their child. Parents should ensure that the school always holds up to date contact information.

EMAIL

We use email to keep parents connected and informed about the following things:

· EHCP meeting invitations
· EHCP documentation
· Notifications through Medical Tracker of any first aid treatment administered at school.

FACEBOOK

The school uses the school Facebook page to regularly communicate news, information and events about the school. Parental consent is required if you wish your child to appear on the Facebook page. If no consent has been given their photo will not be published.

TEXT MESSAGES

If a child is absent from school and parents/carers have not contacted the school providing a valid reason for the absence, then the school may contact parents/carers by text requesting an urgent response.

LETTERS

We send the following letters regularly:

· Letters about trips and visits
· School Information/Changes 
· Letters regarding behaviour incidents and consequences

All letters will be sent home in paper format until further notice, a copy will be posted on the school Facebook page and a note that a letter has been sent will be sent via the SIMs Engagement platform.

REPORTS

Parents receive reports from the school about their child’s learning, including: 
· An annual review, a report covering their achievement in each part of the curriculum, how well they are progressing, and their attendance at the end of the academic year and a parents evening in February each year.
MEETINGS
We hold one parents’ evening per year for each year group. 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. Every student will have an annual review meeting for their EHCP each year. Meetings may be offered virtually using Microsoft Teams or Zoom in some circumstances.
SCHOOL WEBSITE
(www.marshfields.co.uk)
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 

EVIDENCE FOR LEARNING
The school uses a system called Evidence for Learning to communicate key steps of progress in the learning for your child. This will come in the form of an email and will include commentary and or photos of the progress made in class at key points in the school term. Families will receive an email about upcoming topics and themes in the class once a week. Families will also receive an email about their son/daughter’s progress once every half-term in line with the school assessment policy.
How parents/carers can communicate with the school:
PHONE CALLS / EMAILS
If parents need to speak to a specific member of staff about a non-urgent matter, they should email the school office (office@marshfields-sch.co.uk) and the relevant member of staff will contact them within five to ten working days. If this is not possible (due to teaching or other commitments), someone will respond to schedule a phone call at a convenient time. We aim to make sure parents have spoken to the appropriate member of staff within five to ten working days of your request. 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, parents/carers can call the office on 01733 568058
MEETINGS
If parents would like to schedule a meeting with a member of staff, they should email the school to book an appointment. We try to schedule all meetings within five to ten working days of the request. Teachers are not available at the beginning or end of the school day if parents 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 wellbeing.

COMPLAINTS

It is in everyone’s interest that complaints about Marshfields School are resolved at the earliest possible stage. The experience of the first contact between the complainant and the school can be crucial in determining whether the complaint will escalate.
Legally the Local Authority has no grounds to engage in issues that are school related, but they do want to have ‘satisfied customers.’
Taking informal concerns seriously at the earliest stage will reduce the numbers that develop into formal complaints. However, depending on the nature of the complaint, you may wish or be asked to refer to the school’s formal Complaints Policy.
The prime aim of Marshfields School’s Complaints Policy is to resolve the complaint as fairly and speedily as possible. Formal complaints will be dealt with in a sensitive, impartial, and confidential manner.
If you feel that your communication with school has not been resolved to your satisfaction, please refer to the School Complaints policy that can be found on the school website www.marshfields.co.uk 
The school can expect parents/carers/members of the public who wish to raise problems with the school to: 
a) treat all school staff with courtesy and respect. 
b) respect the needs and well-being of pupils and staff in the school. 
c) avoid any use, or threatened use, of violence to people or property. 
d) avoid any aggression or verbal abuse. 
e) recognise the time constraints under which members of staff in schools work and allow the school a reasonable time to respond. 
f) recognise that resolving a specific problem can sometimes take some time. 
g) (in the case of a complaint) follow the School’s Complaints Procedure.
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