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NEW LONGTON ALL SAINTS’ C OF E PRIMARY SCHOOL 

Home School Communication Policy 
 

Vision 

Guided by God's light, we aim to Experience, Enjoy and Excel 
At New Longton All Saints’, we will be guided by God's light, ensuring our Christian values inform 
our approach to all areas of school life. Our children will experience a richly rewarding school life, 

at the heart of the local community, through a varied curriculum and a range of enrichening 
extracurricular activities. Our children will enjoy time at school, becoming socially intelligent, 

emotionally mature, and mentally resilient. Our children will excel in pursuing their passions and 
deepening their skills, through the provision of excellent and well-resourced and supported 

teaching. 
 

Our Christian Values 
Love, Forgiveness, Respect, Honesty, Hope, Trust, Joy, Patience, Kindness and Resilience. 

 
Date of Policy: May 2026 
Created By: A Moxham 

 
This policy is for New Longton All Saints’ CE Primary School, Little Saints’ Nursery and Oaky’s Out 
of School Provision.  
 
1.Introduction and Aims 
 
At New Longton All Saint’s CE Primary School, we believe that clear communication between the 
school and parents/carers has a positive impact on pupils’ learning. It provides parents/carers with 
the information they need to support their child’s education; helps the school improve, through 
feedback and consultation with parents/carers and builds trust between home and school. These 
elements help to better support children to receive continuity of education, care, support and 
management within both home and school settings. We believe that clear, open communication 
between school and parents/carers has a positive impact on pupils’ learning because it: 
 

• Gives parents/carers the information they need to support their child’s education. 

• Helps the school improve through feedback and consultation 

• Builds trust between home and school, which helps the school better support each child’s 
education and pastoral needs 

• The aim of this policy is to promote clear and open communication by: 

• Explaining how the school communicates with parents 

• Setting clear standards and expectations for responding to communication from parents 

• Helping parents reach a member of school staff who is best placed to address their specific 
enquiry or concern so they can get a response as quickly as possible 

• In the following sections, we will use ‘parents’ to refer to both parents and carers. 
 
The policy aims to:  
● promote clear and open communication  
● explain how the school communicates with parents/carers  
● set clear standards and expectations for responding to communication from parents/carers  
● help parents/carers reach the member of school staff who is best placed to address their specific 
query or concern so they can get a response as quickly as possible  
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2. Roles and responsibilities 
 
2.1 Headteacher 
The headteacher is responsible for: 

• Ensuring that communication with parents is effective, timely and appropriate 

• Monitoring the implementation of the policy 

• Regularly reviewing the impact of the policy 
 
2.2 Staff 
All staff are responsible for: 

• Prioritising communication  

• Ensuring that communications with parents/carers are effective, timely, appropriate and 
respectful  

• Responding to communication from parents in line with this policy and the school’s ICT and 
internet acceptable use agreement 

• Working with other members of staff to make sure parents get timely information (if they 
cannot address a query themselves) 

• Being mindful of parent’s/carer’s availability and contacting them at an appropriate time 

• Ensuring that all communications are treated as confidential within the school context 

• Ensuring that all communications are dealt with respectfully and with courtesy 
 
Staff will aim to respond to communication within 48 hours of receiving the communication during 
their core working hours.  
In line with promoting staff wellbeing, staff may work around other responsibilities and 
commitments and respond outside these hours but are not expected to do so.  
Staff will not typically receive emails directly to their work email address for the same reason. All 
communication for staff should be directed through the school office or Headteacher’s or 
SENDco’s email address. The Littlesaints@newlongton.lancs.sch.uk will continue to be used in 
school hours for enquiries for our nursery provision.  
 
2.3 Parents/Carers are responsible for:  
 

• Ensuring that communications with staff are effective, timely, appropriate and respectful 
at all times 

• Understanding that their child’s class teacher should be, in most cases, their first point of 
contact unless the communication is related to a safeguarding concern, in which case it 
would be the Headteacher/Designated Safeguarding Lead or Deputy Designated 
Safeguarding Lead. 

• Making every reasonable effort to address communication face to face before emailing. 

• Checking all communications from the school and responding to communications (such as 
requests for meetings) in a timely manner  

• Being aware of the core school hours of 8:00am - 4:00pm and not expecting staff to 
respond to their communication outside of these  

• Being aware of the limitations of staff to respond to communication on the same day due 
to teaching hours and prior diary commitments  

• Communicate through the office or head’s email address 

mailto:Littlesaints@newlongton.lancs.sch.uk
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• Read the key communication through the website, calendar, news, blogs and newsletter. 
All communication from New Longton All Saints’ will be sent through the My Child at 
School app through messages. 

 
Any communication that is considered disrespectful, abusive or threatening or is persistent 
(vexatious) will be treated in line with the code of conduct. 
 
Parents should allow up to 48 hours for staff to respond. They should not expect staff to respond 
to their communication outside core school hours 
 
Staff will aim to respond to communication during core school hours 8:00am - 4:00pm, or their 
working hours (if they work part-time). In line with promoting staff wellbeing and helping our staff 
find a suitable work-life balance, staff may work around other responsibilities and commitments 
and respond outside of these hours, but they are not expected to do so. Staff are expected to 
respond to emails within three working days. 
 
Staff will not receive emails directly to their work email addresses for the same reason. All 
communication for staff will be directed through the school office or Head’s email address.  
 
A copy of our ICT acceptable use policy is available to view on the website.  
 
 
3. How we communicate with parents. 
 
Parents should monitor all of the following regularly to make sure that they do not miss important 
communications or announcements that may affect their child. 
 
3.1 In person  
Where possible, the majority of communication should take place in personal verbal interactions 
between parents and staff, as children are collected from school at the end of the day. It is the 
school belief that this is the best form of communication and reduces the risk of 
miscommunication or misinterpretation of the information. This communication should be brief 
and non-confidential as it will take place in a public space.  If confidential content, staff will ask 
parents if they can share time for a confidential conversation away from other parents or plan for 
a meeting to be arranged for a convenient time for all parties. 
 
3.2 Telephone  
School staff may contact parents/carers via the telephone, where necessary.  
 
3.3 My Child at School parent app 
The My Child at School App is used to send out a variety of information, either to a targeted class 
or group or to all parents. We use the My Child in School parent app to keep parents updated 
about the following: 
Direct messages  
Calendar of events 
Scheduled closures 
School surveys or questionnaires 
Class activities or teacher requests 
Consent forms  
Class announcements 
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Alerts to newsletter 
Communication will be sent to parents as an email too.  
The school administration staff will contact parents/carers through the app as a primary means of 
communication in case of emergencies or time sensitive matters and notifications. 
 
3.4 Email  
For the purposes of administration, we require emails to go through a central email address. Class 
teachers may send emails to parents/carers via: bursar@newlongton.lancs.sch.uk but rarely from 
their work and never from their personal email addresses. We use email to keep parents as part of 
the communication within the My Child at School informed  
The sections below explain how we keep parents up to date with their child’s education and what 
is happening in school. 
 
3.5 Paper documents/letters 
On rare occasions we will send paper documents home to complete and return. These could 
include: 
Management updates annually 
LCC consent and medical forms for residentials 
Ad hoc visits paperwork 
Consent for enrichment/ SEND provision  
 
If a parent requires a letter to be printed this can be provided by the school office. Parents can 
request messages are sent in a different language.  
 
3.6 Website 
Key information about the school is posted on our website 

• School times and term dates 

• Important events and announcements 

• Curriculum information 

• Policies and procedures 

• Contact information  

• Information about before and after school club 

• Parents are invited to look at the website to find out about all aspects of school life 
 
 
3.7 School Calendar 
Our weekly newsletter highlights the important upcoming events for information. However, our 
website also contains all key dates in the calendar area.  
 
We will try and give parents as much notice as possible of any events or special occasions (inc non 
uniform days, special assemblies, trips or requests to bring in special items). 
 
Any such events will be included within the school calendar. 
 
 
3.8 Reports and Parent Meetings 
We hold formal Parents’ Evenings in both the autumn and spring terms. During these meetings, 
parents can talk with their child’s class teacher(s) about their achievement and progress, 
wellbeing, or any other area of concern.  
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Parents of pupils with special educational needs (SEN), or who have other additional needs, are 
also invited to attend additional termly meetings to address these needs.  
 

• Parents receive written reports from the school about their child’s learning from their 
child’s class teacher about their attendance, attainment against the age-related 
expectations in the core subjects of reading, writing and maths (Early Learning Goals for 
children in EYFS), and attainment against the school’s six learning behaviours. For children 
in Year 1, this report will also contain the result of their Phonics Screening Check, and, for 
children in Year 6, the end of Key Stage 2 National Curriculum Assessment Results.  
 

The school may also contact parents to arrange meetings between parents’ evenings if there are 
concerns about a child’s achievement, attendance, progress or wellbeing.  
 
Parents of pupils with special educational needs (SEN) may also be asked to attend further 
meetings to address these additional needs and share strategies for support.  
 
3.9 Facebook / Instagram  
Our school Facebook account provides real-time communication to build community with parents 
and allows us to share daily life/achievements. It enables immediate sharing of information and 
acts as a portfolio to highlight student achievements, school events, and daily activities. The use of 
social media is covered by our social media policy.  
 
3.10 Tapestry App- for Nursery and Reception classes 
Tapestry is a secure online Learning Journal to record photos, observations and comments, in line 
with the Early Years Foundation Stage curriculum, to build up a record of your child’s experiences 
during their time with us. This system allows us to work with parents and carers to share 
information and record the children’s play and learning in and outside of the classroom. 
 
Tapestry’s website address is https://eylj.org/ 
Tapestry provides each individual child with their own Learning Journal held online. Parents and 
carers are given their own log-in using their email and password (which is pre-set by us but can be 
changed by you to make it more secure). All our staff are given a secure log-in. They can then 
upload observations, photos or videos; recording children’s achievements and assessing their 
learning. 
Parents/carers can both access Tapestry by letting school know any email addresses that you wish 
to link with the system. 
 
3.11 Google Classroom  
 
Classroom teachers will use Google Classroom to post information about what learning is 
occurring in the classroom from at least two lessons a week and an end of week post briefly 
wrapping up the week's learning, explaining the homework or any other class specific news. It will 
not be used to communicate directly with parents/carers. 
 
3.12 Outside agencies 
On occasions, school will communicate with parents on behalf of a agreed 3rd party. This is to 
protect your data. An example of this could be consent for a specialist teacher. 
 
 

https://eylj.org/
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4 How parents can communicate with school 
 
4.1 Email 
Parents can contact school via email on bursar@newlongton.lancs.sch.uk within the school day.  
We will acknowledge all emails as soon as possible and respond in full (or arrange a meeting or 
phone call if appropriate) at latest within 48 hours. We ask parents not to email staff directly as if 
they are absent, no one will pick up their inbox.  
If the query is urgent, or need a sooner response, they should call school.  
 
4.2 Phone calls 
If a parent needs to speak to a specific member of staff about a non-urgent matter, they should 
email school and the staff member will contact them within 2 working days. You can report a 
child’s absence by leaving a message on our phone system. The school office is open from 8.00 – 
4.15 each day. Outside these hours, feel free to leave a message for the school office to pick up 
the next working day. We aim to respond within 48 hours.  If the phone call is an emergency for 
the same day, please email head@newlongton.lancs.sch.uk or bursar@newlongton.lancs.sch.uk. If 
you need to communicate with Oaky’s after school club, they are available via the school number 
of 01772 613470 up to 4.30 daily, or up to 6.00 through Oaky’s phone number xxxxxxxxxx 
 
If the issue is urgent, parents should call the school office on 01772 613470. For example, for 
things like: 

• Family emergencies 

• Safeguarding or welfare issues 

• Booking children on Oaky’s as an emergency 
 
For general enquiries, call the school office. 
 
4.3 Meetings 
If parents would like to schedule a meeting with a member of staff, they can email the school 
office, offering some convenient dates and times and a mutually suitable date will be arranged.  
We will try and schedule a meeting within 5 days of the request.  
 
While teachers are available at the start and end of the day if parents need to speak to teachers 
urgently, we recommend arranging an appointment due to the limited time available, and class 
teachers’ ultimate responsibility for the whole class.  
 
4.4 My Child at School App 
We encourage all parents to engage with the My Child at School App as this is the main form of 
communication provided by school.  
 
If you have not activated your account, please contact the school office.  
 
 
5. Inclusion  
It is important to us that everyone in our community can communicate easily with the school.  
We currently make whole-school announcements and communications (such as emails and 
newsletters) which can be made available in an alternative format or language.  
 
We can make additional arrangements if necessary. Please contact the school office to discuss 
further.  
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6. Monitoring and Review 
The headteacher monitors the implementation of this policy and will review the policy every three 
years. This policy will be reviewed in line with any new legislation or directives, or changes in 
procedures. The last review took place in May 2026. This policy is adopted by the Governing 
Board. 
 
7. Communicating Complaints  
New Longton All Saints’ CE Primary School has a Complaints Policy which can be found on the 
school website should you feel the need to make a formal complaint to the school.  
 
8. Links with other policies 
This policy should be read alongside our policies on: 
ICT and acceptable use 
Parent code of conduct 
Staff code of conduct 
Complaints 
Home school agreement 
Staff wellbeing 
 
9. Useful contacts 
 
Alison Moxham, Headteacher 
head@newlongton.lancs.sch.uk   01772 613470 
 
School office – Mrs A Taylor  
bursar@newlongton.lancs.sch.uk 01772 613470 
 
Dan Cleary, Chair of Governors 
Contact via school office or gov.cleary@newlongton.lancs.sch.uk  
 
Adopted by the Governing Body of New Longton All Saints’ CE Primary School. 

Adopted: May 2026 
 
To be reviewed by the end of 2027 
 
All aspects of our policy intend to comply within the Data Protection ( GDPR) legislation 


