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Introduction 
 

 

The aims of the Muswell Hill Primary School (MHPS) Communications Policy are threefold: 

1.  to set out the principles that guide the school’s approach to good communications 

between all stakeholders; 
2.  to articulate the school’s commitment to these principles; 

3.  to provide an overview for staff, parents/carers and other stakeholders of the wide 

range of meetings, reports and electronic communications produced by the school. 
This policy does not contain the step-by-step procedures applied by the school when dealing 

with matters such as accidents and e-safety matters. These procedures are set out in a number 

of MHPS policies to be found on the school website. 
 

 

Good communication is a good deal more than the exchange of information. It also involves 

the need to include people and the management of relationships. 
 

 

At MHPS, we believe that good communication between school and the home is essential 

to ensure that the right people receive the correct and appropriate information in a timely 

manner: children achieve more when schools and parents/carers work together, and the latter 

can offer more help if they know what the school is trying to achieve, and how they can help. 
 

 

In our school, we aim to have clear, effective communications with parents/carers and with 

the wider school community. Effective communications enable us to share our aims and 

values  by keeping  parents/carers  well  informed  about  school life. This  reinforces  the 

importance of the role that they play in supporting the school in the education of their 

children. 
 

 

Our principles 
 

 

• We believe that communicating with stakeholders, and particularly parents/carers, is a core 

part of what we do. 

• We will endeavour to work as transparently as possible by offering clear explanations of 

major decisions. 

• We will do our best to ensure that parents/carers receive important information from the 

school before they hear it from outside sources. 

• We will communicate in a voice that is courteous, jargon-free and friendly. 

• We acknowledge that some information is confidential, and we will always respect that 

confidentiality. 

• We will do our best at all times to communicate with all school communities. 
 

 

Strategies and procedures 
 

 

The school has a wide range of strategies and procedures for ensuring that all of its 

stakeholders are kept abreast of key developments: some of them are statutory requirements; 

others simply reflect what we believe is important for our school. 

These strategies and procedures include:
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   the school prospectus; 

   the home-school agreement; 

   meetings; 

   information left in a public place (e.g. the school website); 

   information sent to parents/carers. 
 

 

School prospectus 

The MHPS prospectus comes out in September every year. It contains a range of 

information designed to give current and prospective parents/carers a comprehensive 

picture of the provision at our school. We update this document annually. It may be 

consulted on our website. 
 

 

Home School Agreement 

Home-school agreements are a requirement of the School Standards and Framework Act 

1998. The MHPS home-school agreement explains the school’s aims and values, its 

responsibilities towards the children, the responsibilities of parent/carers, and what the 

school expects of the children. The agreement also covers the standard of education in our 

school, the school ethos, and our expectations on attendance, good behaviour and 

homework. Our Governing Body reviews the agreement annually. 
 

 

Meetings 

Meeting the Headteacher and other staff 
We encourage parents/carers to contact the school if any issues arise regarding their child’s 

progress or well-being. 

Parents/carers are expected to show an interest in the school’s teaching methods and in their 

child’s progress by attending Parents’ Evenings, workshops and open days, and by reading 

their child’s reports. 

Parents/carers are also invited to meet the appropriate Assistant Headteacher and Class 

Teacher in September every year, both to have an overview of the academic year ahead 

and to see how the learning environment is to be organised. 

Class Teachers try to make themselves available for a ‘quick word’ at the start and end of 

the day. However, talking at any length in the playground before or after school is difficult 

for both the teacher and the children, so if it is necessary to talk with the Class Teacher in 

more detail, parents/carers should make an appointment for a telephone conversation or for 

a meeting in person. 
A member of the School Leadership Team (SLT) will usually be in the playground at the 

start and end of the day; many parental queries and concerns can be dealt with at this time. 

It is also possible to make appointments through the School Office. 
Parents/carers are invited to meet their child’s teacher again during the Spring term to 

review their child’s progress. They are able to look at their child’s work during these 

meetings. 

At the end of the Summer term, children receive an end-of-year written report, and 

parents/carers can subsequently arrange to meet teachers if there are any concerns. 

Additionally, we give parents/carers the opportunity to comment on their child's report on 

the receipt form at the back of the report. We also give parents/carers of children in Years 
1, 2 and 6 the details of their performance in national tests.
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Talking with new parents/carers 

We hold two meetings a year for new parents/carers. One is for all new school parents, 

including those with children in Reception, and is held after Reception children have 

settled into full days. The other is for parents/carers of children who have been allocated 

places in the following year’s Reception class; the latter takes place in the July before their 

children join the school. 
 

Curriculum open mornings 

We hold curriculum open mornings at the start of the academic year to go through the new 

curriculum and the topics that each child will be covering. These meetings also provide an 

opportunity for parents/carers to ask questions and to be offered support where appropriate. 
 

 

Transition meetings 

In July, we hold transition meetings for children starting school in Reception. Within our 

Curriculum meetings in September for children in Years 1 and 2 we discuss assessment in 

phonics and national tests at the end of Year 2. In addition to their Curriculum meeting in 

September, Year 6 teachers meet with parents to discuss SATs in March. 
 

 

Meetings in preparation for the Year 6 journey and other residential trips 

Where a major trip is taking place, such as the Year 6 residential trip, the trip leaders will 

organise a meeting for parents/carers well in advance to provide detailed information about 

all aspects of the trip. 
 

 

Information in public places 

Website 

The school website  www.muswellhillprimaryschool.co.uk is regularly updated with 

information about the school. This includes policies, the latest news about what is 

happening in the school and news of any changes to routine. The school diary can also be 

found on the website and this, too, is regularly updated. Staff lists and responsibilities can 

to be found in the School Office>Staff area of the MHPS website. 
 

 

Public access documents 

The school keeps a wide range of public documentation that is relevant to parents/carers. 

We keep a master set in the School Office, and make this available on request. It contains 

copies of all school curriculum policies, minutes of Governing Body meetings, and copies 

of policies that the Governing Body is required to have in relation to charging and 

remissions, sex education, health and safety, the curriculum, performance management, 

admissions, and action planning following inspection. The school complies with the 

Freedom of Information Act Publication Scheme 

(http://ico.org.uk/for_organisations/freedom_of_information/guide/publication_scheme) 

and also keeps a range of national and Local Authority documentation. A copying charge 

may be levied where requests for printed materials are made. 
 

 

Information sent to parents/carers 

Email Communication

http://www.muswellhillprimaryschool.co.uk/
http://ico.org.uk/for_organisations/freedom_of_information/guide/publication_scheme
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The school uses the Groupcall system as a method of email communication. Parents/carers 

are sent information by email unless they specifically ask to receive it in hard-copy format. 
 

 

Newsletters 

Details of school events, reminders, requests for help and news are shared in our regular 

Newsletter. This is sent out electronically, and is also published on the MHPS website. 
 

 

Staff communications to parents/carers 

At the beginning of each term, all teachers will present a summary of their curriculum 

plans to parents/carers, thereby enabling the latter to support their child’s work through a 

range of suggested activities to be shared with the child at home. These plans are also to be 

found on the school website. Wherever possible we also invite parents/carers to take part in 

educational visits linked to the work. Copies of letters sent home are kept in the School 

Office. Protocols governing the use of emails and text-messages for communications 

between members of MHPS staff and parents/carers are set out in Annex 1. 
 

 

Conclusion 
Good communication is vital to the home-school partnership. It will not be possible to 
raise standards without such a partnership.
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Annex 1 
 

 

Email and text-message protocols for communications between staff and parents/carers 
 

 

Generally speaking, emails and text-messages are only used for communicating essential 

information. Teachers should normally telephone or speak/write directly to parents/carers 

in order to set up face-to-face meetings about individual children; emailing and texting 

should only be used as a very last resort. 
 

 

Emailing 
 

 

may be collated by year group, club register, class group or 

whole school category. These groups will be administered by the School Office so that the 

emailed information refers to one group only (e.g. information regarding a Y6 journey or 

trip, or a meeting dealing with a secondary transfer meeting). 
 

should not have any email discussions with parents/carers. Parents/carers may 

email the School Office to make face to face appointments with teachers if required. 
 

One-off items of information such as the cancellation of an after-school club or a play- 

centre bill can be sent by text, email or phone. 
 

The SPA has its own regular newsletter, and sends emails via the school related to 

specific events, and via class reps (outside of the school). 
 

 

Texting 
 

 

Texting may be used as follows: 

-   to inform parents/carers of a school closure (e.g. because of snow); 
in such cases, the text-messages should be used together with the school 

website 

- to inform parents/carers of an alteration to a school procedure (e.g. the closure of an 

after-school club or the cancellation of an event) 

- to ask parents/carers for outstanding money (e.g. for trips or for the breakfast/after- 

school clubs); 
-   to remind parents/carers of upcoming events 

- to inform parents/carers that a newsletter or significant letter has been published, and 

that it is available online or in the School Office. 
 

 

Texting should not be used: 

-   to inform parents/carers that their child is ill or has had an accident; 

in such circumstances, the parents/carers should be telephoned, although a 

text may be sent asking the parent/carer to contact the school 
-   to inform parents/carers of a child's behaviour;
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in such circumstances, the parents/carers should be contacted by telephone or 

email, and the matter addressed face-to-face 

-   to inform parents/carers of very important news affecting the school; 

in such circumstances, parents/carers should be contacted by telephone or 

by email 
 

 

At all times, the school complies with current Data Protection legislation. 


