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Home/School Communications Policy
1. Purpose
At Annan Academy, we believe that clear and open communication between home and school positively impacts pupils’ learning and wellbeing. Effective communication:
· Provides parents/carers with the information they need to support their child
· Enables the school to improve through feedback and consultation
· Builds trust, helping us support each child’s educational and pastoral needs

This policy aims to:
· Explain how the school communicates with parents/carers
· Set clear standards for how the school responds to communication
· Help parents/carers reach the most appropriate member of staff efficiently

Please note that the school will only communicate with parents/carers about their own child. Requests to raise concerns on behalf of another parent, or to obtain information about another child, will not be accepted. Any correspondence from legal advisers will be forwarded to the school’s legal representatives.

2. Responsibilities
2.1 School Responsibilities
Due to teaching and other professional duties, staff may not be able to respond immediately. However, the school is committed to ensuring that communication with parents is effective, timely, and appropriate, with a typical response time of 1–3 working days.
2.2 Parent/Carer Responsibilities
Parents/carers are expected to:
· Ensure the school has up-to-date contact telephone numbers
· Ensure the school has an up-to-date email address, as most communication is issued electronically
· Contact the school office before 9:20am if their child is absent

3. Contacting the School
All initial communication should be directed to the school office, where staff will pass information to the appropriate member of staff.
If a matter is urgent or time-sensitive, parents/carers should telephone the office. Teaching and leadership staff are rarely available immediately due to scheduled commitments, but if you provide a brief explanation of your concern, office staff can triage the communication accordingly.

Parents can contact the school in the following ways:
3.1. Email Communication
Parents/carers may email the school at gw08officeannan@ea.dumgal.sch.uk regarding non-urgent matters.
To support efficient responses:
· Emails should be concise and clearly explain the concern
· Overly long or complex accounts may delay the school’s ability to respond clearly

The school will respond within 1–3 working days.
If a full response cannot be given within this timeframe, the school will provide an updated timescale. To support efficiency, parents are asked not to send follow-up emails before the revised deadline unless the matter has become urgent.
3.2 Phone Communication
Parents/carers may contact the school office on 01461 202954.
· All queries will be triaged to the appropriate staff member
· A response can normally be expected within 1–3 working days
· If staff are unavailable, arrangements will be made for a call at a mutually convenient time
· Absences should be reported by email - gw08officeannan@ea.dumgal.sch.uk or text - 07860029320

3.3 In-Person Communication
Parents/carers arriving at the school without an appointment should understand that teaching and leadership staff are unlikely to be available due to their commitments.
If a staff member is unavailable or if a longer discussion is necessary, the office will help arrange an appointment—either in person or by telephone—at a later time.
The Headteacher will determine which staff members should attend any requested meeting.

3.4 Scheduled and Ongoing Communications
Parents’ Evening
The school holds one formal parents’ consultation meeting per year, supplemented by progress reports throughout the year.
Parents may discuss:
· Their child’s progress and achievement
· Curriculum information
· Any other relevant concerns



3.5 Additional Meetings
The school may request additional meetings if concerns arise regarding a child’s learning, progress, support needs or wellbeing.
Some meetings may take place virtually via Microsoft Teams, with links issued by the school office.

4. School Website
The school website hosts key information, including:
· School times and term dates
· Curriculum information
· Policies and procedures
· Contact information
Parents should check the website before contacting the school with general enquiries.

5. Social Media and Online Platforms
The school does not respond to concerns raised through social media or unofficial online platforms.

6. Unacceptable Behaviour and Communication
Any communication or behaviour that is disrespectful, offensive, or threatening will not be tolerated and may result in action under the Council’s Unacceptable Actions Policy.
https://dumgal.gov.uk/article/16747/Unacceptable-Actions-Policy
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