Bishop Martin CE Primary School

Communications Policy

Learning Together, in God’s Love

At Bishop Martin, we INSPIRE and empower all members of our school community,
providing the knowledge to enable everyone to thrive and flourish. Guided by our
Christian Values, we are all determined to serve and lead the diverse world we live in
treating everyone with compassion, dignity and respect. Hope and aspiration support
all to grow and believe that
“...with God all things are possible.”

Matthew 19:26

Our Christian Values

Christian
Values Thankfulness Perseverance Service Truthfulness
Year 1




Introduction

At Bishop Martin, we pride ourselves on having a warm, welcoming school. We know
that effective communication between school and home is essential to the success and
wellbeing of our pupils, and that children achieve more when schools and
parents/carers work together and in partnership.

In our school we aim to have clear and effective communications with all
parents/carers and with the wider community. Effective communications enable us to
share our aims and values, through keeping parents/carers well informed about school
life. This reinforces the important role that parents/carers play in supporting the
school.

This policy outlines the importance of effective communication, the various ways in

which parents/carers can contact our school and expectations regarding the ways in

which staﬂr and parents/carers communicate.
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All communication at Bishop Martin will...
® Keep staff, pupils, parents/carers, governors and other stakeholders well informed.
® Be open, honest, ethical and professional.

® Be clear and easily understood by all (standard font will be used). Where possible,
reasonable adjustments, alternative formats and translation support will be considered to
help ensure all parents/carers can access school communications.

Be actioned within a reasonable time

Use the methods of communication most effective and appropriate to the context, message
and audience.

Ensure that staff are fully informed of all relevant school activity to enable them to be as
effective as possible in their role.

Take account of all relevant school policies.
Be compatible with our Christian values and overarching vision.

Written communications with parents/carers and other external contacts must comply with
agreed practice.

Be inclusive of all appropriate stakeholder groups.

The school will:
® Fnsure parents/carers and children have clear lines of communication.
® C(learly communicate the curriculum and what your child will be learning to parents/carers.

® Inform parents/carers of forthcoming events within appropriate timelines.




® Treat all communications as confidential within the school context.

Parents/carers will:
® Thoroughly read all communications provided by the school.

® Raise issues or concerns at the earliest opportunity with the school in the appropriate
manner’™

Act on the communication (for example, attending parent/carer meetings).

Comply with the school’s ‘Acceptable Use’ policy, please follow this link
/] bi . e/ . file/23970287

*Issues should be raised with a class teacher in the first instance; these may then be escalated to school’s senior
leadership team if necessary.

R ful C o

At Bishop Martin, we are committed to maintaining positive and respectful relationships between home and school.
We expect all communication, whether in person, by telephone, email, letter, social media or other digital
platforms, to be conducted in a courteous and respectful manner.

The school will not tolerate communication that is abusive, threatening, discriminatory, defamatory or aggressive
towards pupils, parents/carers, staff, governors or members of the wider school community.

Where communication is deemed unacceptable, the school reserves the right to:
e End meetings or telephone conversations.
®  Request future communication in writing.
®  Restrict communication to a single point of contact.
e Refer concerns to the appropriate authorities where necessary.

This aligns strongly with your Christian values and gives you protection if issues arise.

Methods of C -

Below we have listed the ways in which parents/carers and school staff can communicate. We
have set out the purpose of each form of communication as well as the time scale so that we can
manage expectations in terms of response.

ParentMail

This is our main form of instant communication about what is going on in school. We will send

information regarding school updates, letters for parents/carers, our newsletter and any other

relevant information we need to share with parents. This is also used to set up payment items and
provide consent.

Newsletter

The school newsletter is sent out via ParentMail reqularly. The school uses ‘Sway’ as a means to
share the school newsletter as this is accessible and user friendly for mobile phone and other
mobile devices. The newsletter contains important information about upcoming events, individual



https://www.bishopmartince.co.uk/serve_file/23970287

and class celebrations and achievements and any other relevant information relating to the school,
church and community. We ask that any items for the newsletter’'s Wall of Fame be sent into the

school communication email address (communicationbishopmartin@ldst.org.uk). We also provide

an updated ‘dates for the diary' here.

Headteacher/Senior Leadership T
Members of the Senior Leadership Team will be on the gate each morning (from 8.40am to
8.55am) and at the end of the school day (from 3.25pm to 3.40pm). They will be available to
ask quick questions regarding school events or pass on messages or information regarding
individuals. If necessary, parents/carers can request an appointment (via the SLT on the gate or
the school office) to have the opportunity to talk about their child/home issues with either the

child’s class teacher or the Senior Leadership Team in more detail. These appointments will be set

for the earliest possible convenient time for all parties. Please keep in mind that teachers will be
teaching from 8.40am most days therefore will not be available for parents/carers to speak to first
thing in the morning.

Website

Important school information such as policies, term dates, uniform suppliers and topic overviews
are all on our school website. Parents/carers are asked to use the website to access information
they may need. Each class has a specific class page that is updated reqularly by class teachers
with relevant information, including details about PE days, homework and topics covered during
each halfterm. Under the INSPIRE Curriculum tab, you can also find more information about each
subject area, including long term plans and knowledge organisers.

We require all emails to go to a central email address which is monitored reqularly by the Senior
Leadership Team and shared with relevant staff where necessary. We ask parents/carers to use the
email address communicationbishopmartin@Idst.org.uk to communicate with teachers as this
mailbox is always monitored and a member of the team will always be able to respond. Emails to
individual teachers will not be responded to. All emails will be treated with full confidentiality and
the responses will be made by the member of staff addressed. Please note: all emails should specify
the member of staff to whom the query is addressed. We aim to acknowledge emails within 2
working days with a response to the enquiry from the relevant member of staff within 5 working
days (during term time).

There is an additional email address for contacting the school SENDCO, Mr Byrne, which is
bishopmartinsenco@Idst.org.uk. This email address can be used for completing and sharing any
documents or paperwork needed, arranging meetings or raising concerns. Again, we aim to
acknowledge emails within 2 working days with a response to the enquiry from the relevant
member of staff within 5 working days (during term time).

For any emails that are just for the attention of the Executive Headteacher or Head of School,

please send these to the admin email BishopMartinAdmin@Idst.org.uk and mark FAO Miss
Broom/Mr Gordon.
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Please note that staff are not expected to read or respond to emails outside of normal working
hours, at weekends, during school holidays or whilst absent from work. Whilst emails may be sent
at any time, responses should only be expected within the timescales outlined in this policy. This is
becoming standard practice in schools and helps staff wellbeing enormously.

Letters

Any letters should be passed through to the school office; this can include letters regarding
appointments etc. As with emails, all letters will be treated with full confidentiality and the
responses will be made by 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.
We will aim to respond to letters within 5 working days (during term time).

Telephone

This would be appropriate where enquiries are deemed more urgent by the parent/carer, such as
communicating particular information about the child to the school. We ask parents/carers to
phone the school on 0151 428 6295. If the call requires a response from a member of staff, we
aim to do this within 2 working days. If the phone call is during the school day, a message will be
passed to the relevant teacher(s) and they will return phone calls when not teaching within 2
working days.

Reporting Safequarding Concerns

If parents/carers have an urgent safequarding concern regarding the safety or welfare of a child,
they should contact the school office immediately and request to speak to a member of the
safequarding team.

Safeguarding concerns should not be raised solely through routine email communication where an
immediate response may be required.

Outside school hours, parents/carers should contact appropriate emergency services or children’s
social care where immediate action is required.

Reading records

All children have a reading record. This enables parents/carers and teachers to record a wide
range of information about their child’s reading and learning. These can sometimes be used to
communicate messages between school and home specific to reading. For more important
messages, parents/carers must use one of the other forms of communication e.qg. telephone, letter
or email.

We arrange various meetings for parents/carers throughout the year e.q. Meet the Teacher.
Meetings are held prior to any residential trip to inform parents/carers of planning, content and

arrangements. Several meetings for new parents/carers, for example parents/carers with pupils in




Reception, are organised at appropriate times for them to receive information prior to their child
starting at the school.

Meetings

If necessary, parents/carers can visit the school to ask questions, to gain support or to have the
opportunity to talk about their child/home issues with either the child’s class teacher or the Senior
Leadership Team. We aim to ensure the communication between home and school is prioritised
and want to support our families as best we can. Issues should be raised with a class teacher in
the first instance; these may then be escalated to school’s senior leadership team if necessary.

Parents/carers are asked to either phone the school office or contact school via the communication
email to make an appointment giving a brief outline of what they wish to discuss. This allows the
school time to organise cover to make staff available to speak to the parents/carers. We will aim
to make meetings within 5 working days and are willing to meet either before (from 8.00 am) or
after school (3.30-4.30 pm) to fit in with parents/carers. If parents/carers are unable to keep a
meeting, please can we ask that they give adequate notice e.g. ring the school if it is on the same
day. Parents/carers should not expect to meet teachers during the school day, unless by prior
arrangement, as they will be focused on teaching and learning.

Concerns Resolution Pathway
1. Class Teacher
Senior Leadership Team
Head of School
Executive Headteacher
Formal Complaints Procedure
Governing Board (if appropriate within the Complaints Policy)

The school encourages concerns to be raised and resolved informally wherever possible and at the
earliest opportunity.

Written R  Parents’ Event

In November and March, parents/carers will be invited to Parents’ Evening. We will use an
electronic booking system so that parents/carers can choose a time that suits them. During the

Parents’ Evening we update parents/carers about their child’s progress during the term, discuss

learning behaviour and set targets for pupils to continue to improve. We will also share pupils’
current attendance and dojo score.

At the end of the academic year parents/carers will also receive a school report sharing children’s
progress across the year. This report will also contain relevant assessment information including
statutory assessments including:

® Y1 Phonics Screening Check results
® Multiplication Check results
® KS2 SATs results




c cation duri dential

When children are on a residential, we are focussed on ensuring they learn as much as possible
from their experience. During the residential, school staff will be extremely busy and there will be
limited communication. We will send out picture updates using the school Instagram account. We
will also send two ParentMails each day: one in the morning and the other in the evening. This
will be a short update to let parents/carers know children are ok and share what they have been
doing. This communication will be made clear at the parent meeting for individual residentials.

Dates for the Diary
A calendar of school events will be share with parents/carers on the school newsletter. These will

be updated reqularly to ensure parents/carers are given as much notice as possible about
forthcoming events.

In the event of severe weather, site emergencies, unexpected school closure or other critical
incidents, the school will communicate with parents/carers via ParentMail and, where appropriate,
through updates on the school website. Parents/carers should ensure contact details are always

kept up-to-date.

- cation with S p

The school recognises that some pupils have parents/carers who live separately. Unless there is a
court order or legal restriction in place, both parents retain the right to receive information relating
to their child's education. Parents/carers should inform the school of any changes in family
circumstances and provide relevant legal documentation where appropriate.principles

Governors
Governors should be contacted via the school email BishopMartinAdmin@lIdst.org.uk or written

communications left at the school office (which will be forwarded to the Chair of Governors). As
governors support the school in a strategic role, ifparents/carers contact them on a matter to do
with the management of the school, governors will be unable to respond and will direct
parents/carers or carers to take their concern to the school.

Parents” WhatsApp Groups

These are not an official school means of communication and parents/carers’ are aware of such.

Parents’ Whatsapp Groups are organised and run by parents/carers, and parents/carers are

reminded about the school’s Acceptable Use of the Internet Agreement for Parents.

The school does not monitor parent/carer WhatsApp groups and cannot verify the accuracy of
information shared within them. Parents/carers should refer to official school communication
channels when seeking clarification about school matters. Parents/carers are reminded not to

discuss individual children, families or members of staff on social media or messaging platforms.

Social Medi
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The school’s official social media platforms are used to celebrate learning and share information
with the community. Parents/carers should not use social media to raise concerns or complaints
about the school. Such matters should be addressed through the communication routes outlined

within this policy. Staff should not be contacted through personal social media accounts regarding
school matters.

At Bishop Martin, we take great pride in offering pupils a wide range of competitions and sporting
events throughout the year and always communicate directly with parents/carers in advance when

a child is selected to take part. Many external competitions have specific entry criteria set by
organisers — for example, events aimed at groups of pupils such as those who are disadvantaged,

less active or have SEND — which means we are not always able to share the criteria publicly. To

ensure fairness, we keep a whole-school record of participation so that all children have
opportunities to represent the school over time. Qur long-term aim is for every pupil to experience

competitive events throughout their time at Bishop Martin, including through the development of
future intra-school competitions.

Confidentiali
We hold information on pupils 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/carers
about the types of data we hold, why we hold that data, and who we may pass it on to. We wiill
be compliant with the Data Protection Act 2018. Parents/carers have a right to view the
information we hold, and we have contact details of the agencies to which our information is
passed.
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