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Aims of the Policy  
 

Formby High School places very high value on the working partnership it enjoys with parents and 
carers, and communication between home and school is key.  We recognise, however, that it can 
often be difficult communicating with teachers because they have a very full timetable and we 
recognise that parents and carers also have very busy lives.  This policy aims to clarify the methods 
and time expectations of communications between home and school. 

 

Scope of the Policy  
 

This policy should be read in conjunction with the following policy documents: 

• Data Protection Policy and Privacy Notice 

• Child Protection Policy 

• Complaints Policy 

• Home School Agreement 

 
Roles and Responsibilities 
 
Governors 

Governors will ensure that this policy is reviewed and monitored according to the school’s policy 
review schedule. 
 
Headteacher 

The Headteacher will ensure that the procedures outlined in the policy are implemented and 
regularly monitored.  The Headteacher will ensure that the policy is clearly communicated and 
readily accessible to all parents and staff.  
 
All Staff 

All staff of Formby High School are expected to meet the expectations outlined in this policy. 
 
 

Contacting the School 
 
Teachers want to respond to parental queries at the earliest opportunity and will do their best to do 
so; however, the majority of teachers’ time is taken up teaching, marking and preparing for lessons. 
Teachers’ responsibilities extend beyond the classroom and they may be unable to respond to you 
on the day a query is made.  We have also agreed with staff that there is no expectation to respond 
to queries during their personal/family time. 
 
 
Telephone 

Please use the main reception number (01704 873100) to contact the school or to leave a message 
for a teacher to contact you.  Reception staff will assist you with your enquiries or relay your 
message to the appropriate member of staff.  If a call is urgent, please inform the receptionist who 
will attempt to find a senior member of staff to speak to you.  
 
Please note that lessons will not be interrupted for teachers to take telephone calls.  
 
We aim to respond to you within three school days, if not before.  If, for any reason, a delay in 
response to your enquiry is anticipated, you will be contacted by the school to inform you of this. 
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Email 

Rather than contacting a member of staff directly, please use the main school email address 
(enquiries@formbyhighschool.com) to contact the school and include the intended recipient and 
brief topic in the email subject line (eg: For the Headteacher / Re Joe Bloggs 11F).   
 
Teachers are not in a position to check emails consistently throughout the day and the school does 
not expect work email to be checked during a teacher’s personal time.  
 
We aim to respond to you as soon as possible and within three school days.  Please note that part-
time staff may take longer to reply. 
 
Meetings 

Meetings should always be pre-arranged with members of staff.   
 
If you urgently need to see someone, for instance if there is a serious family emergency or a child 
protection concern, please phone ahead and the reception staff will do their best to find a senior 
member of staff to see you.  

 
For non-urgent meetings the appropriate member of staff will aim to meet with you within five 
working days. The school will determine the level of urgency at its discretion, to enable it to 
manage multiple demands. 
 
In line with the curriculum and pastoral structure in place at the school, the nature of your enquiry 
will determine the first point of contact.  Below are the key contacts for common enquiries: 
 

Day to day matters, uniform, welfare Form Tutor 

Pastoral / academic (multiple subject-related) Climate for Learning Leader 

Academic (specific subject-related)  Curriculum or Subject Leader / Subject Teacher 

Safeguarding  
Climate for Learning Leader 
Deputy Headteacher / Pastoral Support Manager 

Attendance Attendance Office 

 

 
Contacting You  
 
ParentMail 

Our preferred method of contacting you is via ParentMail.  This enables us to make contact with 
you quickly, directly and cost-effectively. Please note that parents/carers are responsible for 
ensuring that the school is kept up to date with your correct contact details.  We would recommend 
that you install the ParentMail app on your mobile telephone which will ensure you receive 
immediate notification of incoming communications from the school. 
 
The school will primarily send letters home to parents via the ParentMail service and general letters 
will also be posted in the Key Information/Letters to Parents section of our school website.   
 

mailto:enquiries@formbyhighschool.com
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We will predominantly use the ParentMail email service but, in cases of urgency or time sensitivity 
we may use the ParentMail text service.   
 
Class Charts 

Class Charts is also an important means of communicating with parents.  Information may be shared 
with parents using the Class Charts Announcements facility.  In addition, parents can monitor their 
child’s homework, attendance, rewards and behaviour points using the Class Charts app.  All 
parents are asked to set up the Class Charts app on their mobile phone.  
 
Telephone 

Where email is less appropriate (time sensitivity / importance), you may be contacted by telephone 
(for example regarding attendance, behaviour, setting, etc.).   Where an attempt to call has been 
made and where voicemail service exists, a brief message will be left to indicate the reason for the 
call.  Where it is necessary to move a child into a different tutor group or teaching set, you will 
receive a telephone call from the appropriate member of staff to discuss the matter. 
 
School Website (www.formbyhighschool.com) 

The school website serves as a one-stop-shop for key information for all school stakeholders and 
contains a wide range of useful information (including but not limited to letters, key diary dates, 
upcoming events, news, policies and procedures).  Parents should check the school site regularly to 
keep in touch with school operations. 
 
Twitter (@FormbyHigh) 

The school uses twitter to promote student achievements, subject information and generic 
educational information via its core @FormbyHigh profile. In addition, many of our subject areas 
have their own twitter feed which provide parents and students with additional information. 
 
FocusOn… Newsletter 

To celebrate the many successes and achievements of our students, we publish a fortnightly 
newsletter, ‘FocusOn…’ which is emailed to parents via ParentMail every Friday of Week 2.  There is 
also a full newsletter archive on the school website. 
 
No Response 

As above, it is our aim to respond to your enquiry within three school days.  Where a delay is 
anticipated, you will receive an acknowledgement of your email and an indication of the intended 
response time. If you have not received a response from the school within three working days 
please contact the school by emailing enquiries@formbyhighschool.com and we will chase up your 
enquiry.   
 
Communication with parents and carers is important to us, and we will continue to monitor this 
policy and our approach to improve the process further. 
 
 

Emergency Communications 
 
In the event of an emergency (including but not limited to school closures, safeguarding), the school 
will use ParentMail to communicate with you by text. The text will be sent to the primary contact for 
the student as indicated by you on admissions forms.   Further related communications will then be 
sent via ParentMail by email.  The school website and twitter feed will be updated with key 
information as appropriate.   
 

http://www.formbyhighschool.com/
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Is Your Contact Information Accurate? 
 
It is the responsibility of the parents/carers to communicate any changes to contact information to 
the school in a timely manner to ensure that we are able to contact you quickly and directly in both 
an emergency and the general course of school operations.  We must hold accurate contact 
information for a minimum of three emergency contacts for your child.  To update your child’s 
records, please contact the Exams and Database department by email:  
exams.database@formbyhighschool.com.  

mailto:exams.database@formbyhighschool.com

