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Communication Policy  
As a school, we have many lines of communication to maintain; with parents and carers, with other schools, with the community, with outside agencies, and within the school. 
Good communication between the school and the home is essential, and children achieve more when schools and parents work together and in partnership. Parents can naturally help more if they know what the school is trying to achieve.  
  
At Moor End Primary School, we pride ourselves on our relationships with our children and families. In our school we aim to have clear and effective communications with all parents and with the wider community.   
  
Our school aims to ensure all communications are:   
· Clear   
· Comprehensive   
· Two way   
· Timely   
· Respectful and Responsible   
  
We aim to communicate with parents and the school community in the following ways:  
· Electronic Information – Seesaw message, school website, Arbor and email services  
· Written Information - letters, newsletters and information leaflets (as required and on request)  
· Telephone communication   
· Face to face informal/formal meetings   
  
Electronic communication:  
Our school website contains policies, newsletters and term dates, class organisation information, curriculum information, management information, interesting links, and support with the curriculum.  
· Parents can contact school via email or Seesaw. General enquiries can be made via the school office on: bursar@moor-end.lancs.sch.uk. Any messages will be directed to the right person where necessary.
· Parents and external service providers are welcome to contact all school staff through the two central emails listed above. All emails are treated with full confidentiality and will be forwarded to staff as appropriate. We will respond to parents’ emails within 2 school working days – this may be to acknowledge communication initially if further time is needed to respond to any request/query.  
· Parents can contact their child’s class teacher via Seesaw message. Parents should be aware that communication in this form will not receive an immediate response as all staff have full time teaching commitments. Staff will endeavour to respond within 48 hours during the working week and are not expected to reply outside of office hours or at weekends. Parents should be aware that if the communication is urgent or a child protection and safety issue, they should contact the school by telephone.  
· Parents can also contact Mr Sumner, Headteacher, on head@moor-end.lancs.sch.uk or via Seesaw.
· Parents can also contact Claire, our Designated Safeguarding Lead, on Claire.loughlin@moor-end.lancs.sch.uk
· Finally, if you have any SEND concerns, you can contact Mrs Farnsworth on sen@moor-end.lancs.sch.uk

· Messages to these members of staff will aim to be responded to within 48 hours within the working week and school term. Staff are not expected to respond at evenings, weekends or holidays. 
· Communication to office staff or class teachers related to matters such as collection, after school or breakfast club booking or should be presumed UNREAD unless a response has been received. Should you not receive a response, please ensure you ring the school office on 01254 233312.
· We ask that parents/carers do not use Seesaw to ask questions which require an immediate response from a member of staff.
· Please use the school office when reporting absence. 
  
Written information:  
As a school we try to be as paperless as possible and send the majority of our communication via Seesaw. Typically, we send:  
· Information about school events and activities sent out to parents as necessary – some may require a Forms link to be completed and returned to school.   
· Trip letters will be sent out with adequate notice and will contain any relevant information (e.g. lunch / clothing requirements) as well as information linked to consents and voluntary contributions via Arbor. 
· A calendar of school events will be produced at the start of each term and communicated via Seesaw.  
· A Home-School agreement completed as children enter school and which outlines key expectations, roles and responsibilities in partnership working.   
· Children may come home with a note about a minor injury treated with first aid. If staff have serious concerns regarding injury or bumps to the head, parents will be contacted via telephone.
· Individual letters/information may be sent home when the school is responding to the requirements of the behaviour policy or the SEND policy. This may also be sent in response to communication from parents asking a specific question or raising a concern. The importance of this will be judged and responded to by letter, phone or meeting within an appropriate time frame.  
  
From parents/carers to school:  
· Letters can be handed into, or posted to, the school office. As with emails, all letters will be treated with full confidentiality and distributed to the member of staff addressed. Please note, all letters should specify the member of staff to whom the query is addressed. Please let the office staff know if the letter contains information about your child which you would like the class teacher to receive urgently.  
· Face to face should ideally be the first line of communication with class teachers from parents/carers. Following that, Seesaw can be used, although these will be responded to within 48 hours.

Telephone communication:  
· Parents are asked to contact the school by phone if their child is unwell. This will be picked up by a member of the office staff or the school answering machine prior to 9am. Please press option 1 to report a child absence and leave a message stating your child’s name, class and explaining the nature of your child’s illness
· If you would like to speak with a member of staff directly, we ask parents to phone the school on 01254 233312 to arrange a mutually convenient time for contact.   
· Parents are welcome to speak to the Head Teacher at any time if he is available.
· The school will telephone parents if their child is unwell or has a serious accident in school.   
· The class teacher or a member of the Senior Leadership Team (SLT) may phone the parents to discuss a concern if they have been unable to see the parent at the end of the day.  
  
Informal/Formal Meetings:  
· If necessary, parents can visit the school to ask questions, gain support or to have the opportunity to talk about their child/home issues with their class teacher in the first instance.  It will not always be possible to speak with the member of staff immediately and in that case, the school office staff will arrange a mutually convenient time for a meeting or phone call.  
· The Head Teacher and Deputy Head Teacher are regularly available on the school yard at the start and end of the day to speak with parents.  
· The office staff are available to accept daily information/messages from parents and pass it along to teachers where necessary.  
· At the end of the school day, teachers are available to discuss matters of the day with parents. They may ask parents to come inside for a discussion, or a parent may at this time approach the teacher to discuss something.  The teacher will assess whether they can deal with it instantly or whether they will need to book an appointment for another time. This may be because the teacher has another commitment straight after school.  
· Parents Evenings are held in the Autumn and Spring term. These are arranged via pre-booked appointments and parents/carers will be given a 10 minute time slot to discuss their child’s progress, attainment and attitude in school. If class teachers feel a longer appointment is necessary, they may offer to arrange an alternative appointment. 
· Parents of children on the SEND register are invited to discuss their child’s SEND support arrangements and progress at any time. These meetings can be arranged with the class teacher and SENDCo.  
· Parents of children with an Education and Health Care Plan are invited to attend annual reviews.  
· Class teachers and other school staff will not engage in conversation with parents regarding school matters if they meet outside of school.
  
General information:  
· We arrange curriculum/information meetings for parents and carers as required. These are generally evening meetings to explain various aspects of our curriculum and approaches to teaching and learning.   
· We hold meetings for new parents/carers in Reception in May.  In Year 6, meetings are also planned to inform parents of the statutory assessment process and the residential.   
· Throughout the year we may send you leaflets and flyers through Seesaw. 
· We welcome feedback of a general nature and suggestions for improvement from parents at any time. 
· We welcome and value all feedback from parents and carers about our school’s policies and practices. We conduct an annual survey to canvas the views of parents and carers about our school and report back on the outcomes.   
  
Communication with Governors  
Governors may be contacted at the school via written communication through the school office. All communication will be forwarded to the Chair of Governors who will respond within 10 working days. The name and duties of governors are on the school website.  Any communication of a formal complaint will be responded to in line with the timescales laid out in the complaints policy. 
  
Safeguarding  
You can contact the school Designated Safeguarding Lead regarding any safeguarding matters by calling the school office and asking for Claire. If available, all calls will be sent directly to the DSL. If your safeguarding concern is of an urgent nature, please ring the school directly on 01254 233312. If you feel a child is at significant or immediate risk of harm, please contact the police on 999.
  
Communication from external agencies 
With the exception of matters of immediate safeguarding, all communication received from external agencies requesting information regarding children in school, will usually be responded to within 5 school working days. Staff are not expected to respond to these requests during school holidays. 

Safe working practices  
We aim to work closely with parents to support all children, and good working relationships are vital and constituent parts of this work, therefore we politely request that all communication remains civil.  

It should be noted that all communications should be professional and polite. Governors may be asked to intervene if staff receive communication that is threatening or abusive.  In exceptional circumstances where communication from a parent/carer is abusive, threatening or vexatious, a single point of contact may be introduced where all normal communication channels will be closed and communication will only be accepted through the single point of contact.
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