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Barkisland CE (VA) Primary School

WE BELIEVE, WE NURTURE, WE SUCCEED!

Barkisland CE (VA) Primary School recognises the importance of maintaining lines of communication with
parents and carers, with other schools, with the community, with outside agencies, and within the school.
Good communication between all these groups is essential, and Barkisland Primary School is committed to
being accessible and open to all who have an interest in the school.

Children achieve more when everyone works together. Parents, carers, governors, and friends of the
school can naturally help more if they know what the school is trying to achieve. Effective communication
will improve relationships within the school and promote partnerships with parents and the wider
community.

This policy addresses the main ways in which the school ensures effective, consistent and coherent
external and internal communication and should be read alongside the document at the end of this policy:
How to Communicate with School.

We have various strategies for communicating with parents and carers. Some of our communications are in
accordance with a statutory requirement; while others simply reflect what we believe is important for our
school.

Home-school Communication

School Prospectus
The school prospectus contains a range of specified information to give parents/carers a full picture of
provision at our school and is available on the school website.

Home-school Agreement

A home-school agreement is a requirement of the School Standards and Framework Act 1998. It
explains the school’s aims, vision and values, the school’s responsibilities towards the children, the
responsibilities of parents, and what the school expects of the children. We ask parents/carers to sign
and adhere to this agreement annually.

The agreement covers the standard of education in our school, the ethos of the school, and our
expectations regarding attendance, behaviour, and homework. Our governors review the agreement
periodically.

Annual written report to parents/carers: children’s achievements

Every year we provide a written report to each child’s parents/carers on the child’s progress in the
various National Curriculum subjects. This report identifies areas of strength and areas for future
development. In our school we ask the children to complete a report about their own learning and
attitudes, and we invite parents/carers to make a comment on their child’s report. Teachers are asked
to report their ‘Teacher Assessed Levels of Attainment’ in all subjects using the terminology, working
towards, expected, exceeding as well as awarding grades for effort. We also provide Year 6 the
details of their attainment in the national tests.

As well as receiving the annual written report, parents/carers are provided with the opportunity to meet
their child’s teacher, either in person or via zoom, each term for a private parent-teacher consultation.
This gives them the opportunity to celebrate their child’s successes, and to support their child in areas
where there is a particular need for improvement. Parents/carers are able to see their child’s work
during these meetings or books are sent home the day previous to a zoom meeting. We encourage
parents/carers to contact the school if any issues arise regarding their child’s progress or well-being at
any time throughout the academic year.



When children have special educational needs, or if they are making less than the expected progress,
we find it helpful to meet with parents/carers more regularly. A child, whose progress is causing
concern, or a child who has identified Special Educational Needs (SEND) will be reviewed and
supported in line with the ‘SEND Code of Practice’ and within school policy, protocol and procedures.
Parents/carers will be kept informed of all monitoring outcomes and educational provision made. (Ref.
SEND Policy)

Other forms of Communication

As a school, we operate a wide and varied system of communication with our parents/carers. This
includes, but is not limited to: telephone calls, School Spider App, emails, Seesaw, letters, notes and
face-to-face appointments.

Effective telephone communication can sometimes be challenging in a school, where teachers may be
teaching full time and running clubs or otherwise working with students at lunchtime or after school.
Parents/carers may be exasperated if they feel that a message elicits no immediate reply, when in fact
there has been no available opportunity for the member of staff to reach a telephone to return a call. The
following response times are usually adhered to:

Communication from parents Usual acknowledgement time*
Phone Calls 1 working day

Email 3 working days

Written Letter 3 working days

*Acknowledgement will indicate an approximate response time

Email

The school will take all reasonable steps to respond to any emails directed to staff via the school’s email
account which is admin@barkisland.calderdale.sch.uk and these will be dealt with between the hours of
8.30am and 4.30pm. Any email received beyond those times will not be seen until the next working day
and responded to as above. This admin email is the only email account which parents/carers are able to
use to contact staff members. Emails to individual members of staff will not be responded to. If the
message is intended for a particular member of staff, parents/carers need to make this clear within the
subject field e.g. F.A.O. Mrs Smith, and this will be forwarded to the relevant person. Any correspondence
to the school is always treated confidentially.

If a parent/carer wishes to make a complaint, then the school’s complaint procedure policy should be
referred to. This is available from school and is also on the school’s website.

We send an electronic newsletter to parents/carers every week throughout the term, usually on a
Thursday. It contains general details of school events and activities and is available on the school
website.

Parents/carers expect the newsletter and appreciate the regularity of the contact. We send other
letters of a general nature when necessary, such as:
e Progress Meetings

e Letters re. out-of-school visits — payments, confirmation and approval
¢ Invitations to SEND Meetings, School Performances, Sporting Events...

e Letters regarding curriculum enrichment activities — music, sport, Modern Foreign Languages
etc

e Information about worship
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At the beginning of each term all teachers write to the parents/carers of the children in their classes
with details of the work to be covered during the forthcoming term. We invite parents/carers to support
their child’s work through discussion and shared interest. We also invite parents/carers to take part in
any educational visit that is linked to the work, recognising their valuable contribution to our curriculum
enrichment activities.

Seesaw

Seesaw is our platform for sharing homework only. It is checked once a week by staff and should not
be used for general communication between families and teachers.

The school encourages parents/carers to share any issues about their child at the earliest opportunity.
In the first instance it is always advisable to speak to the class teacher about any issues surrounding
their child. Each morning, an adult greets the children at their relevant entrance and parents are able
to pass any messages to their child’s class teacher via this adult. We also provide the opportunity for
many parents/carers to have a word with the teacher when they collect them after school; we find that
this ‘immediacy’ and ‘availability’ enhances the home-school communication. Where this is not
possible, parents/carers are able to contact the school to make an appointment. We also have a
pastoral support worker in school who can offer children and their families support if needed.

If a child is absent from school, families are to use School Spider to report the absence, stating the
reason. If we have had no contact from parents/carers, we follow our first day calling procedures to
make contact with a parent/carer to ascertain a reason for the absence.

Consultation and Communication Questionnaires will be issued each year. These may take the form of
an online electronic response or a hard copy form. This information is very important to us to
continually improve the services which we offer.

Parent/Carer Access

We welcome the presence of any other adult the parent/carer wishes to invite to a school meeting
such as an interpreter, support or liaison e.g., Parent Support Services. 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, for example braille,
larger font, documents printed on coloured paper.

Electronic communication
We use email (admin@barkisland.calderdale.sch.uk) and messages via the School Spider App to
communicate electronically with our parents/carers.

Our school website. (www.barkislandcofeschool.org.uk) provides information about the school, and an
opportunity to celebrate the ‘life of our school’ with the worldwide learning community.

The school uses Twitter, Facebook and Instagram as a form of communication to share and celebrate
daily life of the children in and surrounding school and to inform parents of any relevant school
news.(See Social Media Policy)

Communication with other schools and outside agencies

Toward the end of their final term in Year 6, we pass on information about the children to their intended
secondary schools. We try to give a view of the whole child, and we include their expected national
test results, their strengths and weaknesses, their interests and responsibilities (e.g library monitor,
sports team captain, school council representative, playground friend, etc). There is also a statutory
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electronic transfer of further information about the child. We may also send on several items of work.
We also arrange visits for named children to attend ‘welcome sessions’ in addition to those arranged
for Y6 as a whole.

We recognise that children have diverse needs, and we work closely with various agencies and groups
of professionals who support us to meet these needs. Support comes from medical services (such as
speech and language therapy, occupational therapy and physiotherapy), from child development
centres, from local and LA doctors and specialists, and from school nurses. It also comes from various
welfare-focused services, such as Education Welfare, Social Services and Behaviour Intervention
units. If a child needs additional support, parents’/carers’ consent is always sought.

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 our 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 Leads (Headteacher, Deputy Headteacher or Pastoral Support Worker),
who may share this information with the Social Services, preferably with parental/carer consent.

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. This is a requirement
under the Data Protection Act 2018. Parents have a right to view the information we hold on request,
and we have contact details of the agencies to which our information is passed.

Public access documents

The school makes a range of documentation available to parents/carers. We keep a main set in the
school office and we make a copy of this available on request. It contains minutes of governors’
meetings, and all school policies, including those that the governing body are required to draw up in
relation to the following matters: Charging and Remissions, Relationships & Sex Education,
Health and Safety, Curriculum Policies, Performance Management, Admissions, and Action
Planning following an inspection. It also contains a range of national and Local Authority
documentation. Many policies are now available on the school website for parent access. If
parents/carers require a paper copy of any documents, there may be a charge to cover printing costs.

Monitoring & Evaluation

This policy will be monitored by the Headteacher.
Policy was written on: September 2017
Policy approved by Governors: November 2018

Policy to be reviewed annually: SLT November 2020, Reviewed by Governing Body April 202,
May 2021, May 2022, May 2023, April 2024



Ways to Communicate with School

In order to ensure that strong and effective lines of communication are upheld, we have produced this document as a guide to support our parents and carers.
This guide is intended to inform parents/carers of who they should contact and communicate with in a variety of situations so that questions and queries are

resolved efficiently.
This guidance document should be read alongside our Communications Policy. This is available on the school website or on request from the school office.
Any communication between parents/carers is always treated with confidentiality and sensitivity.

Who? Role What? How?
e Absences (reported via School Spider) % Emails -
] ) admin@barkisland.calderdale.sch.uk
Office Stalff To deal with day to day e Emergency (same day) change of pick up arrangement

queries and support the
effective running of the
school

e Uniform queries
e Extra-curricular club queries

¢ Kids club- bookings, payment queries, invoices, childcare vouchers,
holiday club

e Lunch menus/payment

e Music tuition queries e.g. who to contact

e Nursery queries

¢ Information sharing e.g. head lice, local incidents

o Request meetings/telephone conversation with staff members
e Complaints in writing

e School money queries e.g. log in issues

e Starting/joining school

e Communication with staff/governing body members sent via email to be
forwarded to relevant staff/governing body member

% Phone — 01422 823324

< Letter

< In person

+ Office Hours: The office is open
from 8:30am — 4:30pm each day
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Support Staff on
the door - AM

Safeguarding system to
welcome children into
school and receive
general messages/
information

Staff on the door are available every morning to pass on brief
information to appropriate staff members

If any medication has been taken before school please inform this
member of staff (However, a Medical Form needs completing should
more medication be needed in school — this is available on our school
website or on request from the school office)

Notify door staff of any alternative pick-up arrangements

In person

Letter/note — to pass on

Medical Forms

Pastoral Support
Worker

To support children and
families with pastoral
issues or concerns

Friendships/Relationships/Home/ family issues
Behavioural issues/concerns
Safeguarding issues /concerns

The Pastoral Support Worker is also one of the school’s Deputy Designated

Safeguarding Leads.

Emails —
psw@barkisland.calderdale.sch.uk

Phone — 01422 823324

Letter/Note

Class Teachers

To be responsible for
the effective
organisation and
management of learning
activities and pastoral
issues within the
classroom setting

Attainment and progress concerns/queries (that cannot wait until a
Parents’ Evening appointment)

Friendships/Relationships/Home/ family issues

Behavioural issues/concerns

Homework queries — via SeeSaw. Please note SeeSaw is not used as a
communication tool between home and school, staff only check this
once per week. Please contact the school office with any other queries.

All class teachers are usually available on the doors at the end of the
school day for a brief discussion. If a meeting/telephone conversation is
needed, this should be requested via the school office, it is beneficial if a

brief overview of the issue is outlined from the initial communication. This
enables issues to be resolved in atimely manner. All information shared

is treated with confidentiality.

Emails —
admin@barkisland.calderdale.sch.uk

Phone — 01422 823324

Letter/Note

In person

Please note, communication via
Seesaw is to be solely homework
related as staff usually only access
this once a week.
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The role of Inclusion

e Any initial queries regarding Inclusion should be directed to your child’s

Emails —

Inclusion Manager is to oversee & Teacher (arrange an appointmént via the office for this or at the end of admin@barkisland.calderdale.sch.uk
Manager co-ordinate all matters the day if they are on the door)
regarding; Special e Class Teachers will speak with the Inclusion Manager if any further
Educational Needs & support is required < Phone — 01422 823324
Disability (SEND) and e If any further meetings with parents/carers are required to take place,
Pupil Premium (PP) the Inclusion Manager will contact parents/carers directly to arrange this
pupils % Letter
% In person
Deputy The role of the Deputy e Safeguarding issues/ concerns < Emails —
Headteacher Headteacher is to _ admin@barkisland.calderdale.sch.uk
support the e Bullying concerns
Headteacher in the day ) o . .
to day leadership and o If dissatisfied with a response/ action from a staff member % Phone — 01422 823324
management of the . .
school. In the absence *  Wider school issues
of the Headteacher, the The Deputy Headteacher at Barkisland also holds the role of a class teacher, “ Letter
Deputy Headteacher therefore it may be necessary to contact them as your child’s class teacher.
assumes this role. Please refer to the class teacher section, if this is relevant to your
circumstances. < In person
The Deputy Headteacher is also one of the school’'s Deputy Designated
Safeguarding Leads.
Headteacher The Headteacher is the The Headteacher delegates the day-to-day organisation and management of « Emails —

professional leader of
the school. The
responsibilities are to
ensure that the school is
run and managed
effectively within the
constraints of the budget
and capacity of the
resources available.

classrooms and learning environments to class teachers. Your child’s class
teacher is usually best equipped to deal with questions/queries surrounding
social development (e.g. friendship issues), emotional well-being, progress and
attainment.

o |f dissatisfied with a response/ action from a staff member

Wider school issues

Bullying concerns

Safeguarding issues/ concerns

Governing Body queries

As part of the complaints procedure (please see Complaints procedure
which is available on our website or from the school office on request).

The Headteacher is also the school’s Designated Safeguarding Lead.

admin@barkisland.calderdale.sch.uk

Phone — 01422 823324

Letter

In person
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Governing Body

The role of the
Governing Body is to
focus on three strategic
functions:

*ensuring clarity of
vision, ethos and
strategic direction;
*holding the
Headteacher to
account for the
educational
performance of the
school and its
pupils;

*overseeing the
financial
performance of the
school and making
sure its money is
well spent.

We are fortunate to have a strong Governing Body who regularly volunteer their
free time to support the school in its duties.

e As part of the complaints procedure (please see Complaints procedure
which is available on our website or from the school office).

The Governing Body are not expected to deal with individual issues or questions
regarding the day-to-day management of the school. This should be taken up
with relevant staff members as per this document.

R/

« Emails —
admin@barkisland.calderdale.sch.uk

% Phone — 01422 823324

Via the School Office — please state ‘For the
attention of The Chair of Governors’.
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