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1. 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 

2.1. 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 

 

2.2. Staff  

All staff are responsible for: 

• Responding to communication from parents in line with this policy  
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• 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 within 5 working days, depending on the urgency 
or focus of communication. Please note that we do have some part-time staff and therefore 
they will respond within their working days.  
 

2.3. Parents  

Parents are responsible for: 

• Ensuring that communication with the school is always respectful 

• Making every reasonable effort to address communications 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 

• 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.  

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.  

3.1. Daily  

– Home school communication book  

 

3.2. Weekly 

– As and when needed, there will be a weekly roundup of news, dates for diary etc. via 

My Child App  

– Earwig posts once a week 

 

3.3. Monthly  

– Newsletters  

 

3.4. Half termly 

– Parent engagement sessions either in class or whole school events eg. Harvest, 

Christmas, Herons Dale’s got talent, Sports days 

 

3.5. Termly  

– Parents evening Autumn and Spring term 

– Meet the teacher in the Summer term   

– Personalised learning plans sent termly 

– Earwig learning journal round up 
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3.6. Annually 

– Annual review meeting  

– School report 

 

3.7. Urgent information 

– Email or phone the office and they will ensure messages are passed onto the relevant 

person  

 

3.8. Incidents  

 

First aid: 

 

If your child has had any first aid treatment or has been seen by a first aider, then you will 

receive communication about this via our app which links to the ‘my child at school’ app.  

 

Behaviour:  

 

Use of the Home School Book when:  

• The behaviour displayed is low-level, already known, or part of an ongoing pattern 
being monitored. 

• It’s a minor incident that was resolved quickly (e.g., short refusal, mild dysregulation, 
small conflict, sensory overwhelm that settled). 

• Parents are already aware of the behaviour type and expect updates. 
• If phone calls are becoming daily, teacher can discuss with parents if parents are 

happy with the incidents are written in the book. A phone call will take place at the 
end of the week to discuss next steps. 

Make a phone call when:  

• The behaviour was significant, unsafe, or very out of character. 
• A student was physically aggressive, absconded, or required restrictive intervention. If 

another pupils is involved, both sets of parents to have a phone call.  
• There’s been a major escalation that you want to discuss with home possible triggers 

for this (to be done at the earliest and convenient time).  
• The incident may affect the student’s regulation after school, and parents need to be 

prepared. 
• You need to collaborate with home—for example, agreeing on consistent responses 

or discussing possible triggers. 
• The behaviour had an emotional or wellbeing impact (on the pupil or others) that 

needs a conversation and exploration with parents.  

3.9. Ad-hoc 

– Event and trip letters  

– MAP (making action plans) meeting  

– PATH (planning and thinking ahead) meeting  



    Page 5 of 6  

 

 

 

3.10. My Child at School Application – we use this app to communicate whole 
school and class specific information and reminders. It is used for the following:  

– Parent Evening 

– Messages by Email/SMS 

– Dinner Money  

– Booking School Meals 

– Academic Calendar 

– Paying for School Trips 

– Donations for Swimming & Cooking 

 

4. How parents and carers can communicate  

 

4.1 Home school communication book.  

4.2 Email the office. It is very important you outline what the matter of communication is so 
that office staff can pass on the communication in a timely manner, depending on urgency- 
see point 4.6. If you know who you want the email to be passed onto then please state this in 
your email.   

4.3 Phone calls: messages can be passed on but during teaching hours you will not be able to 
speak to your child’s teacher, however, you may be able to speak to a member of the senior 
leadership team (SLT) depending on the context of the phone call. It is very important you 
outline what the matter of communication is so that office staff can pass on the 
communication in a timely manner, depending on urgency- see point 4.6. 

4.4 Meetings: meetings with a member of staff can be arranged, please email or phone the 
office to book an appointment.  

4.5 All urgent communication must be directed to the office via phone or email as we cannot 
guarantee that teachers will pick up urgent messages quickly via the home school 
communication book.  

4.6 For urgent matters (eg. safeguarding, child protection, medical updates/changes, family 
circumstance changes, bullying) communication will be acknowledged or returned within one 
school day. For non-urgent matters (eg. lost items, questions about school events, general 
school day questions) communication will be returned within 2-3 working days. Please note 
that we do have some part-time staff and therefore they will respond within their working 
days. 

5. Inclusion 

 

It is important to us that everyone in our community can communicate easily with the school.  

We will make personal adjustments to support effective communication. Please discuss 
options with your child’s class teacher or any member of SLT.  
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6. Family Liaison Officer Role  

 

The Family Liaison Officer (FLO) is one of the main points of contact for parents and families at 

Herons Dale. The FLO can be contacted by email (which is regularly shared with parents and 

families but can be requested by contacting the office) or via telephone call to the generic 

Herons Dale number. Parents and families can request in-person meetings, Teams meetings or 

phone call meetings with the FLO via email or via telephone.  

 

As per Section 4.6, for urgent matters the FLO will get back to you within the school day and 

for non-urgent matters the FLO will respond to phone calls within 2-3 working days.  

 

The FLO is responsible for: 

– Working closely with parents and families to improve life outcomes of their children  

– Supporting parents and families with paperwork and administrative duties related 

to their children’s education, health and care needs 

– Liaising with external agencies such as Early Help, Social Services and charities to 

access support for families, or signposting families to these services 

– Organising events, groups, and workshops to support parents and families with 

various aspects of their child’s educational, physical, social and emotional 

development  

– Liaising with in-house and visiting medical staff, such as special school nurses or 

community paediatricians 

  

 

 

 

 

 

 

 

 
 
 
 
 


