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SAINT NICHOLAS SCHOOL  

COMMUNICATIONS POLICY 

Note: This policy applies to all sections of the school including EYFS 

Reviewed   October 2016 
 

Review Date  October 2017 
 

1. RATIONALE 
At Saint Nicholas School we aim to have clear and effective communications with all parents/ guardians and with 
the wider community. Effective communications enable us to share our aims and values, through keeping parents 
and guardians well informed about school life. This reinforces the important role that parents and guardians play in 
supporting the school. A successful partnership between Saint Nicholas School and parents and guardians is 
based upon open communications. We foster links with the community, parents, pupils and former pupils. 

2. ROUTINE COMMUNICATIONS 

2.1 Class teachers 

The class teacher is the first point of contact for parents, and he or she should be contacted in the first instance 
about any concern regarding an individual pupil. More wide ranging queries should be addressed to the head of 
lower school, head of middle school or head of upper school as appropriate. 

2.2 School calendar 

The school operates a public calendar giving details of events and activities, such as parents’ evenings, dates 
when reports are issued, school trips, sporting events, plays and concerts. All parents and guardians are 
expected to familiarise themselves with this calendar to inform themselves of key dates. Term dates, usually a full 
year in advance, are published on the school website. 

2.3 Newsletters 

Newsletters are published weekly and contain a comprehensive review of the week’s activities and information 
about future events. 

2.4 Letters to Parents 

The Head, other teachers or administration staff may write from time to time about matters of concern to a 
particular group of parents, such as a trip or visit involving one year group. Most letters to groups of parents are 
sent by email. Where parents are separated or divorced copies of letters will normally be sent to both parents. 

2.5 Electronic mail 

Email is the simplest form of communication. All pupils are given an individual email account which they are 
expected to check daily. Pupils can send and receive emails from many computers in the school and remotely. 

Parents may wish to use email for contacting staff. Staff email addresses can be found at on the Parent Area. 
Staff may take time to respond because of teaching commitments, but parents should receive a reply within 24 
hours during term time. 

Where parents are separated or divorced copies of emails will normally be sent to both parents. The school email 
address is office@saintnicholasschool.net 

2.6 School prospectus 

The school publishes a prospectus which is available to all existing and prospective parents providing them with 
important information about the school. 

2.7 Telephone 

The school office is manned from 8 am until 5 pm and there is an answer-phone message facility outside of 
these hours.  
 
The office number is 01279 429910. 

http://www.saintnicholasschool.net/calendar.html
http://www.saintnicholasschool.net/term_dates.html
http://www.saintnicholasschool.net/Newsletters.html
https://sites.google.com/a/saintnicholasschool.net/saint-nicholas-school---parent-area/home/contacts-1/contacts
mailto:office@saintnicholasschool.net
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2.8 Emergency communications 

Parents must ensure the school always has current contact telephone numbers and email addresses so that 
contact can be made in an emergency, such as unplanned closure due to power failure, or an injury to your son or 
daughter. The school will attempt to contact parents by telephone if their son or daughter is injured or taken 
seriously ill. 

Where an incident affects the whole school community, such as power failure or snow, the school will send all 
parents an email message informing them of the situation. 

The school the ‘VLE’ and ‘Parent Area’ in addition to the school ‘Twitter’ account will advise whether the school is 
open in poor weather conditions. A decision will be made by 6.30 am. Please remember to ‘Refresh’ the page in 
order to see the latest information. 

In the unlikely event of a more serious incident, the response will, inevitably, depend on the circumstances. The first 
and greatest priority will always be to look after the pupils. The second priority will be to give parents the fullest 
possible account of events as soon as possible; we will always tell you personally if your son or daughter is injured, 
or has suffered some mishap unless the emergency services take this responsibility and instruct otherwise. 

3. ON-LINE INFORMATION 

3.1 School website 

The website provides a range of information about the school. 

3.2 Parent area 

The Parent Area provides information on all aspects of the school. 

3.3 Parent portal 

A Parent Portal enables a child’s mother, father and guardians to check school reports, attendance, and tuition and 
extra-curricular accounts from the home, office or anywhere. All parents are provided with secure log in details and 
passwords. 

3.4 Virtual learning environment 

The Virtual learning environment (VLE) provides pupils and parents with information on the curriculum and 
homework tasks. 

3.5 Social media 

The school uses Facebook and Twitter to communicate, announcing and reporting on school events. 

4. REPORTING PROGRESS 
Further information on reporting progress can be found on the Parent Area. 

4.1 Parental Consultation Evenings 

Academic Review evenings 

These take place for Years 7, 10 & 11. Parents are invited to meet with form staff to discuss how well pupils have 
settled into Year 7, how well they are beginning to meet the challenges of the GCSE course in Year 10 and how the 
final year of their GCSE courses is going in Year 11. These usually take place in the first half of the Autumn Term. 

Interim parental consultation evenings 

Following the issuing of the progress report which provides levels of attainment and effort grades, parents will be 
invited to discuss their child’s progress with the form teacher. 

Full parent consultation evenings 

Following the full written report parents will be invited to meet all their child’s teachers at a full parents’ meeting. 

Early Years Foundation Stage 

In EYFS pupil profiles will be available at each consultation evening as well as on request. In the summer term 
parents will be provided with a written summary reporting their child’s progress against the Early Learning Goals 
and the assessment scales. 

Dates of parental consultation evenings 

Dates of consultation evenings are published on the school public calendar. 

http://www.saintnicholasschool.net/index.html
https://sites.google.com/a/saintnicholasschool.net/saint-nicholas-school---parent-area/home/policies
http://portal.saintnicholasschool.net:8080/Login.aspx?ReturnUrl=%2f
https://sites.google.com/a/saintnicholasschool.net/saint-nicholas-school-learning-environment/homework-pages/year-4-homework
https://www.facebook.com/saintnicholasschoolharlow?hc_location=timeline
https://twitter.com/SaintNicksSch
https://sites.google.com/a/saintnicholasschool.net/saint-nicholas-school---parent-area/reporting-progress
http://www.saintnicholasschool.net/calendar.html
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4.2 Written reports 

See the Parent Area for further information. 

All reports are published to parents via the Parent Portal. Paper copies are not provided. 

All reports use ‘levels of attainment’ rather than grades. The exception is at Year 10 & Year 11 where GCSE 
grades will be used. These attainment grades will be reported three times a year and in addition there will be a full 
written report once each year. There are two types of report: 

Progress report 

In the lower school a report will provide levels of attainment for English (reading & writing), mathematics and 
science. In Year 6 to 9 levels of attainment will be given for all subjects. For all pupils an effort grade will be given 
to reflect the individual pupil's effort in lessons and on homework. 

Full written report 

As well as the levels of attainment, which will be reported three times a year, teachers will write a comment on 
your child. This will take place towards the end of the year up to Year 8. Year 9 will have a full report in March to 
assist with choices for GCSE options. To provide regular feedback at key stages of the GCSE courses, Year 10 
will also have their full written report in March and Year 11 will receive their full report in December. Following the 
issuing of these full reports parents will be invited to a full parents’ consultation evening (see below). 

4.3 References 

We undertake to provide honest and unbiased references on your son or daughter on request. References are 
sent directly to the future school, college or FE institution who have made the request and copies are not supplied 
to parents. 

5. SCHOOL POLICIES 
The school policies are freely available to parents and can be viewed readily on the school website and the 
Parent Area. 

6. PARENTAL RESPONSIBILITY 
The school will assume both parents have parental responsibility unless notified to the contrary. We would 
require proof if other family members (e.g. step-parents, other relatives) have parental responsibility. 

 

The school cannot get involved in disputes between parents in the event of separation or divorce. All 
correspondence and information will be sent to all holders of parental responsibility unless there is a court order 
to the contrary (which is rare). We can usually arrange for separate appointments at Parents’ Evenings if 
required. However since pupils also attend some parent consolation evenings they may not wish to sit through 
each interview twice. The interest of the pupil must always be paramount and it is important that parents agree 
on decisions to avoid the child or the school being involved in disputes including, for example, participation in 
school trips, or subject choices. Parents should be aware that in the event of disagreement, the school will 
endeavour to meet the pupil’s choices or preferences where we judge it to be in his or her best educational 
interest. 

 

https://sites.google.com/a/saintnicholasschool.net/saint-nicholas-school---parent-area/reporting-progress/Written-reports
http://portal.saintnicholasschool.net:8080/Login.aspx?ReturnUrl=%2f
http://www.saintnicholasschool.net/policies.html
https://sites.google.com/a/saintnicholasschool.net/saint-nicholas-school---parent-area/home/policies

