Morville CE Primary
(Academy)

Policy document:
Guide to Home/School Communication

CG/ED/TP May 2021

Morville Guide to Home/School Communication
We want parents to feel able to approach our school if they have any concerns or questions but we
ask that these are raised promptly, and in a polite and considerate manner with the class teacher in
the first instance or, if appropriate, the Head of School. We also hope that at times, parents will feel
it appropriate to share positives with the school so that we may share these with pupils, parents and
staff in our weekly e-newsletter.
To this end we have put together this guide to home/school communication and ask that you retain
this for future reference.

Agreed Forms of Communication with School
1. Open Door Policy
Once Covid restrictions can be removed, we will return to an open-door policy. At Morville School,
this means that parents can visit the school’s reception area during the working day and speak to an
administrator in the first instance. If the matter is something that the administrator cannot address
at the time, then a message will be taken and passed on to the appropriate member of staff who will
come back to you as soon as they are able to.
Please understand that staff cannot just leave their class or other work commitments to talk with
you immediately and, in the same way that you wouldn’t expect to be seen immediately by your GP,
please understand that appointments may need to be made.
Parents are asked to contact the administrator either in person (when Covid restrictions have ended)
or by email or telephone if they wish to make an appointment with their child’s class teacher to
discuss their child’s progress, ask questions, gain support or to have the opportunity to talk about
their child/home issues. This allows the school time to organise cover to make the appropriate staff
available to speak to parents. Our aim is to see parents in a timely manner.

2. ClassDojo
ClassDojo is an online platform where parents can communicate directly with their child’s class
teacher.
Connecting with your child’s teacher on ClassDojo will allow you to do the following:
* Safely message with your child’s teacher
* View the pictures, documents, text and/or videos that your child’s teacher posts to Class Story
* View and comment on the pictures, videos, text entries, and/or drawings that your child or child’s
teacher post to your child’s Portfolio
Staff will monitor ClassDojo through normal school working hours of the day. Class teachers will use
the ‘Quiet Hours’ feature of Dojo in evenings and weekends which means that messages may not be
seen or responded to until normal working hours resume.
The Head of School monitors all teacher accounts and has the overview of all messages sent to class
teachers on Class Dojo.
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3. Emails
Parents are able to communicate with school via email. All emails should be sent to the admin
address in the first instance admin@morvilleschool.org.uk Emails will then be forwarded to the
appropriate member of staff. All communication is kept confidential.

4. Letters
Parents are able to communicate with school via letters. All letters should be sent in a sealed
envelope with the name of the appropriate member of staff written clearly on the front.

5. Telephone calls
Parents are able to telephone the school to communicate information with the school administrative
team. If you wish to have a discussion with your child’s class teacher or a member of the leadership
team, administrative staff will arrange a mutually convenient time in which to call.

Working in Partnership
The school will always endeavour to resolve any issues that concern parents in a timely and effective
way and will endeavour to acknowledge the communication should it not be possible to deal with
the matter in the short term.
We want to foster a community where all people are treated with respect and courtesy, therefore
we ask parents to be mindful of the following things when communicating with school.


Timing of communication– Class teachers are teaching between the hours of 08:45 – 15:25, and
therefore will most likely be unable to respond to any communication during this time. Similarly,
school leaders have a great number of tasks that they need to fulfil on a day-to-day basis and may
not be available immediately. A teacher’s working day does not finish when the children go home.
They continue to plan lessons, provide feedback on work, respond to emails, make phone calls and
attend meetings once the teaching day has finished. Outside of normal working hours staff will be
unable to respond to parental communication.



Manner of communication– Discourteous or disrespectful parental communication is fortunately
rare at Morville School but on the occasions when it has happened, the impact on staff well-being
and staff morale can be significant. School staff have the right to be treated with courtesy and
respect and we would gently remind you to consider this when sharing any concern or query.



Frequency of communication – Please raise your concern or question through one form of
communication only and direct your initial correspondence to the most appropriate member of
staff. Please trust that once raised, the member of staff receiving your correspondence will liaise
directly with any other staff needing to be involved and where appropriate refer to school
leadership.
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For example; there is no need to email, message on ClassDojo and telephone the school office
regarding the same matter. The impact of multiple communications on the same matter to multiple
staff or prolific correspondence, such as excessive daily emails or ClassDojo messages can be far
reaching; impacting on staff being able to carry out their job role which can then be to the detriment
of the smooth and effective running of the school.

Complaints policy:
We understand that there are occasions when people would like to raise their concerns formally. In
this case, Morville CE Primary School (Academy) will attempt to resolve the issue internally, through
the stages outlined within the published complaints policy. You can read this policy on our school
website.

We thank you for your continued support with regards to this matter.
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