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SAINT NICHOLAS SCHOOL  

STAFF CODE OF COMMUNICATION POLICY 

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

Reviewed   February 2015 
 

Review Date  November 2016 
 

1. RATIONALE 
At Saint Nicholas School we aim to have clear and effective communications with all parents/ guardians and with 
the wider community. One of the most beneficial aspects of teaching is building positive relationships with parents. 
Effective parent and teacher communication is essential for a teacher to be successful. A good relationship 
between parents and teacher is invaluable towards maximizing the time that the teacher has with that child.  

2. DEALING WITH COMMUNICATIONS FROM PARENTS 

2.1 Telephone calls 

Telephone calls received from parents/carers should be returned within 24 hours. Ideally acknowledge the call 
immediately or ask the office staff to do so that parents know that you are aware of their contact. If parents/carers 
wish to speak to a certain member of staff and they are not available within this timescale, the office will endeavour 
to pass the message on to another member of staff to deal with or provide details of when that particular member 
of staff will be available to return the call. 

2.2 Face-to-face meetings 

There may be times that a parent has a question or concern about something. The worst thing you can do in this 
case is to be defensive. Being defensive makes it seem as though you have something to hide. Instead of being 
defensive listen to everything they have to say before you react. Most of the time a parent’s questions or concerns 
come down to miscommunication or misconceptions. Don’t be afraid to clear up any issues, but do so in a tone 
that is calm and in a manner which is professional. Listening to them is just as powerful as explaining your side. 
You will find more times than not the frustration is not with you, but instead with their child, and they simply need to 
vent. 

2.3 Emails 

Email communication can be very helpful and parents increasingly choose this form of communication. However 
this is no substitute for a ‘phone call or face-to-face meeting. Keep email dialogues short and for routine matters. If 
a concern is raised hen it is usually best to contact the parents by ‘phone. 

3. EFFECTIVE COMMUNICATION 

3.1 Communicate often and early 

Effective communication can be time consuming, but it is crucial. There are many ways to communicate these 
days. Notes, newsletters, daily folders, phone calls, emails, visitations, open room nights, class web pages, 
postcards, and parent teacher conferences are some of the most popular means in which to communicate. An 
effective teacher will likely use several means over the course of the year. Good teachers communicate frequently. 
If a parent hears it from you, there is a lesser chance of something getting misinterpreted in the process. 

Assure parents that you will inform them immediately about any concerns you might have with regard to their child. 
Parents become extremely upset when the first sign of trouble comes in the form of a progress report halfway into 
the marking period or worse yet, on the report card itself. I always try to share even small concerns early on, rather 
than waiting and then dropping a bombshell. 

3.2 Document every communication 

The importance of documenting cannot be underscored. It doesn’t have to be anything in depth. It needs to include 
the date, parent/student name, and a brief summary. You may never need it, but if you do, it will be well worth the 
time. No matter how strong of a teacher you are, you will not always make everyone happy. Documenting is so 
valuable. Be positive 

3.3 Postcards 
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An important thing to note is that most parents all too often only hear unpleasant news about their child. Pick three 
to four students per week and contact their parents with something positive using the school postcards. Try to not 
to include anything negative on these types of communications. When you do have to contact a parent for 
something negative like a discipline issue, try to end the conversation on a positive note. 

3.4 Never feel pressured to make an important decision, evaluation, or assessment  

Instead, be prepared to take some time to think and get back to the parent. For example, "You've made a great 
point, Mrs Knight, and this is an important issue. I'd really like to give it some serious thought and get back to you 
on it." Then make it a point to tell the parent exactly when he or she can expect a response: "Let's schedule 
another meeting/phone conference for Friday. Does that work for you?" This allows you time to consider the issue, 
develop possible solutions, and consult with colleagues, administrators, or other professionals, if necessary. 

When presenting a concern to parents, always be ready to explain what strategies you've already used to address 
the issue and what new strategies you are considering. Parents don't want concerns dropped in their laps without 
at least a tentative action plan, which you'll adjust based on their input. 

4. CURRIULUM MATTERS 

4.1 Curriculum information 

It is the responsibility of all teachers to ensure that information on the curriculum on the Parents Area, VLE and any 
documentation is up to date and accurate.  

4.2 Homework entries on the pupil VLE 

It is the responsibility of all teachers to ensure that information on the curriculum on the Parents Area, VLE and any 
documentation is up to date and accurate.  

5. SOCIAL MEDIA 

5.1 Twitter 

No member of staff shall have an individual school twitter account unless authorised by the head. 

5.2 Facebook 

X 

6. REPERESENTATIVE SELECTION FOR SPORT, MUSIC, DRAMA AND OTHER EVENTS 

6.1 Informing parents 

X 

6.2 Changes to arrangements on the day 

X 

 


