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External Methods of Communication policy 
 

Schools have many lines of communication to maintain: with parents and carers, educational 

agents, other schools, the community and with outside agencies. Good communication 

between the school and the home is essential, and children achieve more when schools and 

parents work together. Parents can naturally help more if they know what the school is trying 

to achieve and vice versa. 

In our school we aim to have clear and effective communications with all parents and with the 

wider community. Effective communications enable us to share our aims and values through 

keeping parents well informed about school life. This reinforces the important role that 

parents play in supporting the school. 

Whilst staff will always seek to establish open and friendly relationships with parents, they 

will also ensure that the relationships are professional. To this end parents will always be 

addressed in a formal manner (i.e. Mr/Mrs …..) and staff will avoid developing close 

friendships with parents.  

We try to make our written communications as accessible and inclusive as possible. We seek to 

avoid bias, stereotyping or any form of racial discrimination. We wish to recognise and 



celebrate the contributions made to our society by all the cultural groups represented in our 

school. 

Communications with Parents/Carers/Agents 

 

Absences  

If a child is absent from school, and we have had no indication of the reason, the school 

secretary or attendance officer will contact a parent (by telephone, if possible) to find out the 

reason for the absence. Parents can call the school absence line on 01424 815915 if possible to 

inform the school prior to any appointments.  

Please note that every school day is important and if a child misses too many days, they may 

have to repeat the academic year. Staff should email attendance@buckswood.co.uk as soon as 

they are aware of any absences not already authorized on the attendance register. 

Calendars 

A calendar of school events is produced at the start of each term and issued to parents. The 

academic year calendar with dates of terms is available through the school website as well. 

E mail 

 

Parents are increasingly using e mail as a method of communicating with staff.  Staff will 

respond as soon as possible after proof reading to check tone and appropriateness of their e 

mail. The Head of Teaching & Learning or Head of Department should be copied into any 

response to a parent’s email. Staff may forward e mails from parents to a member of the Senior 

Management Team to deal with if appropriate and should always do so if the content is a 

complaint. 

A copy of any e mail sent to a parent or received by you from a parent should be retained for 

future reference. The same applies to all internal email transmissions concerning scholar 

matters. 

3SYS: 

 

An increasing amount of information is being placed on 3sys and both parents and staff are 

encouraged to use it and contribute to its development. Notices for upcoming events or 

activities should be posted on the notice board for all to see. 

Since 2010, the school has been developing parental access to the Parents’ Portal to which they 

have a personal log in and can access information particular to their child. Initially, they can 

access their child’s latest grade card, attendance and other personal data. Over time the 

accessible data is being increased. Parents can also access other data relevant to their child’s 

year group such as information about trips & upcoming events, tracking, weekly reports and 

behaviour management reports and attendance. 
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Letters 

 

Staff will endeavour to reply to parents’ communications as quickly as possible. Any 

complaint should follow the school’s complaints policy be referred.  

Meetings with parents 

 

The school encourages parents to share any issues about their child at the earliest opportunity. 

Teachers can arrange to see parents as soon as possible if required. Many parents of junior day 

scholars have the opportunity to have a brief word with the Head of Junior School when they 

collect them after school. Reasonable time must be given when arranging any meeting to 

ensure minimal disruption to the academic day. 

We arrange various meetings for parents throughout the year. Meetings are held prior to any 

residential trip to inform parents of planning, content and arrangements.  

In addition, parents/guardians have the opportunity to meet with the proprietor and the Head 

of Year during a number of Saturdays throughout the school year. The Head of Year will have 

obtained reports from each of the subject teachers with which to share with parents and, if 

needed a follow-up meeting with the teachers can be arranged. This gives families the 

opportunity to celebrate their child’s successes, and to support their child in areas where there 

is a particular need for improvement. We encourage parents to contact the school if any issues 

arise regarding their child’s progress or well-being.  

When children have special educational needs, or if they are making less than the expected 

progress, we try to meet with parents more regularly and communications will be facilitated 

by the relevant Head of Year. 

We welcome the presence of any other adult the parent wishes to invite to a school meeting to 

act as interpreter. We will also make any reasonable adjustments to our arrangements if this 

will enable a parent with a disability to participate fully in a meeting at our school, or to 

receive and understand a communication.  

Coffee Mornings are held on a semi-regular basis for parents, where parents can meet with 

some teachers and discuss their child’s progress with the Head of Department. 

Additional meetings include a GCSE Options Evening for scholars moving from form 3 into 

form 4, A-Level and IB Options Talk for scholars moving from GCSE into the 6th form and a 

Higher Education Presentation for 6th form scholars who will be moving on to University 

following the completion of their studies at Buckswood. 

Newsletter 

 



The school’s Newsletter is published weekly and e mailed to all staff and parents. The 

newsletter will promote School successes and will incorporate news relevant to the School. 

Members of staff are encouraged to contribute appropriate items to the newsletter which 

should be e mailed to the relevant Head of Department. Parents expect the newsletter, and 

appreciate the regularity of the contact. We send other letters of a general nature when 

necessary and store copies on the school’s website. The Buckswood News is also sent out twice 

a term through the post.  

Prep Diaries 

 

Children in all classes have a scholar planner or ‘Prep Diary’. This is where scholars record 

their daily prep assignments, targets and rules and regulations. Similarly, teachers can use this 

as another channel for communication with parents. Parents should check the comments 

pages at the back regularly. 

Public Access Documents 

 

Curriculum schemes of work are available on line and copies of all school policies are also 

available on line. 

School Prospectus 

 

The school prospectus contains a range of specified information to give parents a general 

picture of provision at our school. This is updated regularly.  

School Website 

 

The school website provides information about the school and an opportunity to promote the 

school to a wider audience. It also has areas for information for current Parents, Old 

Buckswoodians, Agents and other relevant parties. 

Social Networking Sites / Blogs etc 

 

Staff should not communicate with parents or scholars via social networking sites (such as 

Facebook) or accept them as their “friends”.  The exceptions to this rule are networks or blogs 

used under the auspices of Buckswood School or through 3sys for the purpose of teaching and 

learning. 

Telephone Calls 

 

Staff will endeavour to respond to parents’ phone messages within 24 hours during term time. 

Staff should note the details of the conversation. Administrative staff should not put calls 

straight through to extension numbers but should first ask if the person is available to answer 

the call. 

Timely responses to requests 



Any requests for information, any concerns, requests for references or progress should be 

given an initial response within 24 hours during term time. 

Notes from parents should be addressed within 2 working days providing the child ensures 

the note is shown to the appropriate member of staff. 

Letters will receive either a verbal (usually by phone) response within 24 hours or a written 

response within 5 working days. Verbal responses will generate a brief written note of the 

discussion and its outcome, to be held in the child’s file for future reference. 

Telephone calls should be responded to within 24 hours. 

Emails will receive a full email response within 48 hours during term time. Those sent at 

weekends may not be dealt with until the following working week, and emails sent in 

holidays may elicit no reply until term-time. If there is a pressing issue outside of normal term 

time working hours, the school should be called on +44 1424 813813. 

There is a system in place for monitoring the nature of complaints at the school in order to 

identify trends and address any recurring issues. 

Initially, concerns should be dealt with by the appropriate Form Tutor, Subject Teacher, or 

School Manager responsible for the scholar’s year group. Concerns may be raised either 

through a note in the prep diary, or by letter, e-mail or phone call. 

 

Written Reports  

Once a week we upload a written report to each child’s 3sys on his or her progress in each 

subject. This report identifies areas of strength and areas for future development, from this 

information tracking of progress is completed. Scholars are also given the opportunity to 

comment on their own progress and parents are invited to make a similar comment as this 

system is open to parents, pupils and staff. 

Communication with other schools and outside agencies 

Prior to scholars joining the school, they are invited to attend a taster day and meet with the 

relevant Head of Year for an interview. During this process, we may contact the child’s current 

school and any outside agencies that may be involved with the child or their family.  

We recognise that children have diverse needs, and we are supported by various agencies and 

groups of professionals who keep us informed on better ways to meet these needs, so that 

children may participate more fully. Support comes from medical services (such as speech and 

language therapy, occupational therapy and physiotherapy), from Educational Psychologists, 

from health professionals and specialists. It also comes from various welfare-focused services, 

such as Educational Welfare, Social Services and Child Protection Units. 

We recognise that children have a fundamental right to be protected from harm, that their 

protection is a shared responsibility, and that our school should provide a safe and secure 

environment. We are the people most in contact with your children, and we are therefore in a 

unique position to identify and help abused children. So when any member of staff has 



concerns about a child, these will be passed on to the Designated Safeguarding lead, who may 

share this information with the Social Services. 

We hold information on scholars in our school, and from time to time we are required to pass 

some of this information to others for educational purposes. Details have been sent to parents 

about the types of data we hold, why we hold that data, and who we may pass it on to. This is 

a requirement under the Data Protection Act 1998. Parents have a right to view the 

information we hold, and we have contact details of the agencies to which our information is 

passed. 

 


