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Overview
Effective communication is fundamental to the success of Bader Academy. It fosters strong relationships among students, parents, carers, staff, and external organisations. By ensuring clear and professional communication, we uphold our core values of Be Kind, Be Safe, Be Ready. These values guide our interactions and help create a supportive and collaborative environment for all members of our school community.
1. Rationale
At Bader Academy, we recognise that clear and open communication between the school and parents/carers significantly enhances pupils’ learning experiences. Effective communication:
· Equips parents and carers with the necessary information to support their child's education.
· Facilitates school improvement through valuable feedback and consultation with parents/carers.
· Fosters trust between home and school, enabling us to better meet each child's educational and pastoral needs.
2. Aims
This policy aims to promote transparent and effective communication by:
· Outlining the various methods the school uses to communicate with parents/carers.
· Establishing clear standards for responding to communication from parents/carers.
· Assisting parents/carers in reaching the appropriate member of staff best suited to address their specific queries or concerns, ensuring timely responses.
For the purposes of this policy, the term ‘parents’ refers to both parents and carers.
3. Importance of Communication
· Be Kind: Communication should always be respectful and empathetic, promoting understanding and cooperation.
· Be Safe: Clear communication ensures that all stakeholders are informed about policies, procedures, and safety measures, contributing to a secure environment.
· Be Ready: Timely and effective communication prepares everyone for academic and social success, allowing for proactive engagement in school activities.
4. Roles & Responsibilities
4.1 Headteacher
The Headteacher is responsible for:
· Ensuring that communications with parents are effective, timely, and appropriate.
· Regularly reviewing this policy to ensure its relevance and effectiveness.
4.2 Staff
All staff members are responsible for:
· Responding to communication from parents in accordance with this policy and the school’s ICT and internet acceptable use policy.
· Collaborating with colleagues to ensure parents receive timely information, especially if they cannot address a query directly.
· Refraining from responding to communications outside of school hours (6 PM to 8 AM), during weekends, or school holidays.
4.3 Parents
Parents are responsible for:
· Maintaining respectful communication with the school at all times.
· Making reasonable efforts to address communications to the appropriate member of staff initially.
· Responding to communications from the school (such as requests for meetings) promptly.
· Regularly checking all communications from the school.
Any communication deemed disrespectful, abusive, or threatening will be taken seriously.
5. Communication Channels
Communication can take place through various methods, including but not limited to:
· Email
· Telephone
· Post
· ClassDojo (for parents and carers)
6. Communication Hours
· All formal communication (where possible and necessary) should occur between 8:00 AM and 4:00 PM on school days.
· Any communication outside these hours will be addressed based on the availability of staff and their capacity to respond.
7. How School Communicates with Parents & Carers
The following sections outline how we keep parents informed about their child’s education and school activities. Parents should regularly monitor all communication channels to ensure they do not miss important announcements that may affect their child. Items marked with an asterisk (*) indicate communications that will be disseminated through multiple channels to ensure they are not overlooked. We aim to respond to communication within 48 hours (Monday to Friday, term time only).
7.1 Email
We utilise email to inform parents about:
· Upcoming school events
· Scheduled school closures (e.g., staff training days)
· School surveys or consultations
· Class activities or teacher requests
· Short-notice changes to the school day *
· Emergency school closures (e.g., due to bad weather) *
7.2 Text Messages
We send text messages to parents regarding:
· Short-notice changes to the school day
· Emergency school closures (e.g., due to bad weather)
7.3 ClassDojo
ClassDojo is used to keep parents informed about:
· Upcoming school events
· Scheduled school closures (e.g., staff training days)
· School surveys or consultations
· Class activities or teacher requests
· Short-notice changes to the school day *
· Emergency school closures (e.g., due to bad weather) *
7.4 Phone Calls
We encourage staff to make phone calls to parents to discuss pupils’ progress during normal working hours. If we cannot reach you, we will leave a message or send a text. Parents are welcome to call the school office with any concerns regarding their child; if the staff member is unavailable, a message will be passed along for a return call within working hours.
7.5 Letters
We regularly send home letters regarding:
· Trips and visits
· Consent forms
7.6 Meetings
Parents’ evenings are held regularly throughout the school year, providing an opportunity for parents to discuss their child’s achievements, progress, curriculum, and wellbeing with teachers. The school may also reach out to parents to arrange meetings between parents’ evenings if there are concerns regarding a child’s progress or wellbeing.
7.7 School Website
Key information about the school is available on our website, including:
· School times and term dates
· Important events and announcements
· Curriculum information
· Key policies and procedures
· Contact information
Parents should check the website regularly before contacting the school.
7.8 School Calendar
Our website features a comprehensive school calendar, detailing holidays and training days. We aim to provide parents with at least two weeks’ notice of events or special occasions, such as non-uniform days, special assemblies, or requests for pupils to bring in specific items or materials.
8. How Parents and Carers Can Communicate with the School
In the first instance, parents should contact the school office for general enquiries or the class teacher for curriculum-related queries.
8.1 Email/ClassDojo
Parents should use these methods for non-urgent issues. We aim to acknowledge all emails within one working day and respond fully (or arrange a meeting or phone call if appropriate) within two working days. For urgent queries requiring a quicker response, please call the school.
8.2 Phone Calls
For non-urgent matters, parents should email the school office, and the relevant staff member will return the call within two working days. If this is not feasible due to teaching commitments, we will arrange a call at a convenient time. For urgent matters, such as school absences, family emergencies, or safeguarding concerns, please call the school office directly.
8.3 Meetings
To schedule a meeting with a staff member, please email the appropriate address or call the school to book an appointment. We strive to arrange all meetings within seven working days of the request. While teachers are available at the beginning or end of the school day for urgent discussions, we recommend booking appointments for:
· Concerns regarding your child’s learning
· Updates related to pastoral support, home environment, or wellbeing
9. Emergencies and Urgent Information
Any emergencies or urgent information should be shared directly with the office team. They will ensure that the relevant person is informed promptly.
10. Escalation Process
If an individual feels that their concerns have not been adequately addressed, they may escalate the issue as follows:
1. Request a Meeting or Communication with the Class Teacher: First approach the class teacher or office team to discuss their concerns.
2. Request a Meeting with a Member of the Senior Leadership Team (SLT): If the issue remains unresolved, parents or individuals may request to meet with or communicate with a member of the SLT through the class teacher or school office.
3. Further Escalation: Should the matter still not be resolved, an escalation request can be made to SLT for further action.
11. Inclusion
We are committed to ensuring that all members of our community can communicate easily with the school. We currently provide whole-school announcements and communications (such as email alerts and newsletters) in the following languages:
· English
Parents requiring assistance with communication can request:
· Translations of school announcements and communications into additional languages for electronic or written communications
· Interpreters for meetings or phone calls
We are happy to make additional arrangements as necessary. Please contact the school office to discuss your needs.
12. Monitoring & Review
The Headteacher will monitor the implementation of this policy and review it every two years. The policy will be approved by the Governing Board.
13. Links with Other Policies
This policy should be read in conjunction with our other policies, including:
· ICT and Internet Acceptable Use
· Parent Code of Conduct
· Staff Code of Conduct
· Complaints Policy
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