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Introduction and aims 

We believe that clear, open communication between the 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 with parents/carers 

 Builds trust between home and school, which helps the school better support each child’s educational and 

pastoral needs 

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

 Explaining how the school communicates with parents/carers 

 Setting clear standards for responding to communication from parents/carers 

 Helping 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 
 

In the following sections, we will use ‘parents’ to refer to both parents and carers 

 

How the school will communicate with parents: 
The sections below explain how we keep parents up-to-date with their child’s education and what is happening in 

school.  
Parents should monitor all of the following regularly to make sure they do not miss important communications or 

announcements that may affect their child. 
 

Classlist 
Please contact the school office if you are not signed up to Classlist. Parent Reps, teachers, the headteacher and 

other staff members use Classlist to keep parents informed about the following things: 

 Upcoming school events 

 Changes to procedures 

 Emergency school closures (for example, due to bad weather) 

 School surveys or consultations 

 Class activities or teacher requests 

 
  

 



School newsletter 

Our school newsletter is sent via Classlist and uploaded to the website every two weeks. It includes: 
 A full school calendar for the half term. Where possible, we try to give parents at least 2 weeks’ notice of any 

events or special occasions (including non-uniform days, special assemblies or visitors, or requests for pupils 

to bring in special items or materials). 
 Procedures for upcoming events such as parents’ evening 

 Class features about trips or curriculum projects 

 

Phone calls 
It is important that the school holds at least two up to date phone numbers for your child. We will telephone you if: 

 Your child is unwell 

 Your child has not been picked up 

 Your child is absent and you have not notified the school 

 We need to let you know something about your child that we wish to talk about in person, rather than via 

email 

 
Letters 

We send the following letters home: 
 Consent forms about trips and visits 

 Other forms that need a signature 

 

Reports and Parent Teacher Meetings 

Parents receive reports from the school about their child’s learning, including: 
 An end-of-year report covering their achievement in each part of the curriculum, how well they are progressing, 

and their attendance 

 A report on KS1 and KS2 SATs tests 

 A report on the results of public examinations 

Meetings are scheduled throughout the year: 
 We host a ‘Meet the Teacher’ evening in September 

 We offer three parents’ evenings per academic year. During these meetings, parents can talk with teachers about 

their child’s achievement and progress, the curriculum or schemes of work, their child’s wellbeing, or any other 

area of concern.  
 The school may also contact parents to arrange meetings between parents’ evenings if there are concerns about a 

child’s achievement, progress, or wellbeing. 

 Parents of pupils with special educational needs (SEN), or who have other additional needs, may also be asked to 

attend further meetings to address these additional needs.  

 
School website 

Key information about the school is posted on our website, including: 
 Term dates 

 Important events and announcements 

 Curriculum information 

 Important policies and procedures 

 Important contact information 

 Information about before and after-school provision 

 

Parents should check the website before contacting the school. 
 

How parents and carers can communicate with the school 
 
Email 

 Parents should always email the school, or the appropriate member of staff, about non-urgent issues in the first 

instance. The school’s email address is info@oratory.rbkc.sch.uk 

 We aim to respond to your email query in full within 5 working days.  

 If a query or concern is urgent, and you need a response sooner than this, please call the school.  

 
Phone calls 

If you need to speak to a specific member of staff about a non-urgent matter, please email the school office and the 
relevant member of staff will contact you within 2 working days. 

If this is not possible (due to teaching or other commitments), someone will get in touch with you to schedule a 
phone call at a convenient time. We aim to make sure you have spoken to the appropriate member of staff within 5 

days of your request. 

 



If your issue is urgent, please call the school office.  

Urgent issues might include things like: 
 Family emergencies 

 Safeguarding or welfare issues 

 Absence or lateness 

 If someone else is going to collect your child 

 If you are going to be late to collect your child 

 

Meetings 
If you would like to schedule a meeting with a member of staff, please email the appropriate member of staff or call 

the school to book an appointment.  
We try to schedule all meetings within 5 working days of the request. 

While teachers are available at the beginning or end of the school day if you need to speak to them urgently, we 

recommend you book appointments to discuss: 
 Any concerns you may have about your child’s learning 

 Updates related to pastoral support, your child’s home environment, or their wellbeing 

 

Parent Forum 
The school’s Parent Forum was introduced in order to make it easier for parents to raise questions and make 

suggestions about the school. Our parent forum aims to represent the views of all parents and to be a voice to inform 

our school of the needs of children and families. Each half term, the parent reps from each class meet with the 
headteacher to raise questions, suggestions and concerns. The headteacher may also consult parents on future plans 

for the school. The forum facilitates communication between parents/carers and staff and governors, offer a parent's 
perspective on current policy and practice and input into decision making and planning for future provision.  

 
What are the main aims of the Parent Forum?  

 To enhance communication between parents/carers and the school  

 To help the school find out what parents think about important issues  

 To support and promote children’s learning  

 

Who will attend the meetings?  
The Parent Forum's membership is made up of the two representatives from each year group, the headteacher and 

members of the school’s senior leadership team as appropriate.  
 

How can I raise something for discussion at the forum?  

 By emailing your class rep before the meeting  

 By sending a letter to the school, marked ‘Parent Forum’ placed in the letterbox in the door on Bury Walk  

 By writing your query and posting it in a Parent Forum box available at coffee mornings  

 
How will I find out what was discussed?  

The questions and suggestions raised at the meeting, along with the school’s response and any actions taken will be 
recorded in the school’s newsletter, and uploaded on the school website.  

 
What sort of things might be raised at the forum?  

The forum will be a valuable way to share ideas, views, concerns and make suggestions for improvement. Possible 

topics might include after school clubs, school routines, school lunches, school events, fundraising, school uniform and 
general curriculum questions.  

 
What sort of things should not be raised at the forum?  

The forum is not in place to address specific concerns about an individual child or issues relating to individual 

members of staff. Parents who need to discuss these issues should approach their class teacher or the 
Deputy/Headteacher. The school’s complaints policy can be found on the website. 


