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 COMMUNICATIONS POLICY 

 

1. Introduction  

Good communication between the home and the school is essential, and children achieve more 

when parents/ carers and our school work together. We place great value on the partnership 

between home and school and our wider community. Parents can naturally help more if they 

know what the school is trying to achieve. Moreover, if there is a problem and we do not know, 

then we cannot act, so it is essential that you keep us informed. With your support we can work 

to put matters right. Through the following transparent mechanisms we aim to work together to 

ensure effective communication for all, thereby getting it right for every child. 

In our school we aim to have clear and effective communication with all parents and with the 

wider community. Keeping you well informed about school life reinforces the important role 

that you play in supporting the school. We are committed to being open and accessible to all 

who have an interest in the life of Biggar High School. 

 

2. Our Aims  

Our school aims to ensure, that all communications are: 

 Clear 

 Comprehensive  

 Two way  

 Timely.  

 

 To make our school as welcoming and inclusive as possible.  

 All written and telephone enquiries from parents are to be dealt with as promptly as 

possible, taking teaching commitments into account. 

 A variety of forms of communication with parents, for example, telephone contact, 

email, post, text (and in exceptional circumstances home visits) are encouraged  

 Parents are contacted for positive as well as negative reasons  

 Information is given to parents on what students are being taught and tips for helping 

their child circulated appropriately. 
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 Parents will always be encouraged to help or support their children's learning at school 

and at home and information/ support advice will be provided to enable this support to 

be effective. 

 

 

3. Responsibilities  

The school will strive at all times to ensure that:  

 

 Parents and children have clear lines of communication  

 The curriculum is clearly communicated to parents  

 Parents receive regular information about their child’s progress and achievement  

 Parents are informed of forthcoming events within appropriate timelines  

 All communications are treated as confidential within the school context  

 All communications are dealt with respectfully and with courtesy  

 

We ask all Parents/Guardians/Carers to undertake to:  

 

 Read the key communications issued by the school, including the school newsletter and 

where a response is required (e.g. school trip letter), reply within the established time-

frame  

 

 Regularly check the school calendar on our website/ App 

 Raise issues or concerns at the earliest opportunity with the school in the appropriate 

manner  

 Act on the communication (e.g. attending special and/or pre-arranged meetings)  

 Communicate with respect and courtesy  
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4. How will we communicate with you, and how would we like you to communicate 

with us?  

 

4.1. Email/ Parentmail  

We ask parents to e-mail office@biggarhigh (for the purposes of administration we require all 

emails to go to our central e-mail address).  

All e-mails will be treated with appropriate confidentiality. Please note all emails should specify 

the member of staff to whom the query is addressed. In the first instance, this is usually your 

child’s Pupil Support teacher.  

If a response is required, it will be made by the appropriate member of staff- usually either a 

member of the senior management team, your child’s Pupil Support teacher or a Head of 

Faculty. 

Depending on circumstances and staff availability, we will endeavour to respond to parents’ 

emails as soon as is practicable and where possible within two working days.  

  

We encourage all parents to inform the school of their current e-mail address, to allow them 

access to ‘Parentmail’, which is the most  quick and efficient method for the school to 

communicate with you. Those who do not have access to e-mail should regularly refer to the 

school website, where important general information is usually posted for a period of 2-4 weeks 

(depending on the nature of the information).  

Any parent who does not have access to e-mail and who would like a paper copy of any 

important school information should contact the school office at the start of the school year in 

August and make a request for paper copies of important school information to be posted home 

as and when required. E-mail is regularly used as the first point of distribution to send out a 

variety of information, either to a targeted group, or to all parents.  

The weekly pupil newsletter, information about whole school events and other information  

relevant to the whole school are sent out to all parents on Parentmail and also posted on our 

website, Twitter and School App. 

In addition, some specific general communications regarding trips and events are sent out to 

relevant groups of parents through Parentmail 
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4.2 Social Media 

As noted above, our main platform of communication will be by e-mail and this will include 

information updates/ requests and information about school life (e.g. weekly newsletter), 

however we will also regularly use a range of social media platforms to convey information 

about our school to you. 

APP 

Our School APP is intended to allow parents to access key calendar information, school 

information, notices of events and, where appropriate, advance notice of subject assessments. 

The APP will also be used to inform groups (pupils and/or parents) of upcoming events, e.g. class 

and/or year group assessments/ deadlines for submissions of work etc., trip meetings, sports 

activities etc. Information can/ will be tailored to key groups.  

From November 2019, trip organisers will be encouraged to include in their initial 

communication to parents information about how to access the APP and to use this platform as 

the main source of communication/ updates about any out of school trip or wider curricular 

activity. 

The App also allows parents to access the thread of information posted on our Twitter account. 

        

       Twitter 

In general terms, our school twitter account (@biggarhigh) will be used to highlight and 

celebrate school successes and positive stories about groups or individuals as well as updates/ 

information publicising school and community activities 

         

       Website 

In general terms, our website is designed to provide key information and support for parents 

and pupils about key formal policies and procedures in school life.  

The front page will also provide a platform to display recent tweets publicising school life and 

other information/ publicity about our school- for example Parent Council and Pupil Council 

minutes. The website will also act on occasion as an information platform to inform parents of 

emergency updates, especially in relation to bus transport. The tabs at the top will also allow 

pupils to access their PORTICO and GLOW accounts to access coursework and home study 

materials. 
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       Texts 

Texts will be used primarily to monitor and track pupil attendance (see 4.6). On occasion, 

especially in the event of transport issues or inclement weather related issues, texts will be sent 

to either all or targeted groups of parents as this is the quickest, most immediate way of 

communicating directly. 

 

Parentpay 

 As we move to a cashless system, parents will be required to pay for trips, resources etc. online 

via the school’s ParentPay system. Information about this system can be found on our website 

and any specific additional queries can be addressed by contacting our school office. 

 

 

4.3. Correspondence to the school 

Letters can be given to your child to hand into the school office or posted. As with emails, letters will 

be treated with appropriate confidentiality. You are asked to make clear the member of staff to 

whom the query is addressed. General returns should be placed by pupils in the appropriate post 

box located at the main office reception window. 

If a response is required, it will be made by the appropriate member of staff-  a member of the 

senior management team, your child’s Pupil Support teacher or a Head of Faculty.  

Depending on circumstances and staff availability, we will endeavour to respond to parents’ letters 

within 2 working days of receipt during term time.  

 

4.4. Telephone  

Telephone calls are appropriate to notify us that your child will be absent from school, to 

communicate brief information about your child that the school needs to know or if there is a family 

emergency. We ask parents to telephone the school on 01899 222050.  

The school office is open between 8.00 to 16.30  Monday – Thursday and 8.00  to 15.00  Friday 

during term-time.  
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4.5. Meetings and Appointments  

You can visit the school to ask questions, gain support or to have the opportunity to talk about issues 

affecting your child with either his/her Pupil Support teacher, Year Head or Head of Faculty in the 

first instance. You are asked to telephone the school office on 01899 222050 to make an 

appointment in advance to allow an appropriate time to talk/ visit when teachers do not have a 

teaching commitment. 

For all other queries, the school office will direct you to the appropriate member of staff to deal with 

your query and arrange any appointments for you, usually after initial contact with your child’s Pupil 

Support teacher.  

We would advise you not to arrive at the school with the expectation that you can be seen straight 

away, as this may not be possible. We will endeavour to meet with you at the earliest opportunity 

and aim to make appointments within 5 working days of the request.  

If the nature of your concern is extremely urgent, our office reception staff will endeavour to find a 

senior member of staff to speak to you as soon as can be arranged. 

The Headteacher also runs an ‘open forum’- usually on the first Tuesday of every month- which is 

designed to allow parents who cannot manage to visit school during the school day, or who have a 

specific issue they wish to raise, to meet in confidentiality at an appointed time, usually between 5 

p.m. and 6 p.m. Any parent wishing to make an appointment at these times should contact the 

school office and book a time slot. 

Parents are also encouraged to contact their child’s Pupil Support teacher in the first instance- or a 

member of the Senior Management team- at any time during the school day if there is a matter 

which they would like to raise in relation to their child’s educational provision. 

 

4.6. Contacting the School Office  

We ask you to notify the school office if your child will be absent from school by 9.30a.m. at the 

latest on the first day of their absence. If a child is absent from school, and we have had no 

indication of the reason, we will contact you (by text) to inform you of your child’s absence and to 

invite you to explain the reason for the absence.  

If the school receives information by phone explaining a child’s absence in advance of 9.30 a.m. 

then, for child protection purposes, an absence text will still be sent. 
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4.7. Pupils leaving school/ being picked up by parent/carer at any time during the school 

day 

If pupils need to leave school for a medical/ dental appointment they must bring their appointment 

details to the school office before the appointment time OR a parent/ carer must phone or e-mail 

the school office to let us know about the appointment. 

At the time of the appointment, pupils are asked to inform their teacher at the start of the lesson, 

leave class quietly at the appropriate time, report to the school office and wait in the foyer or 

waiting area to be collected. For health and safety purposes it is vital that our office know when a 

pupil has left the building. Parents/ carers must ensure that our office staff know that their child is 

leaving school- if attending an appointment or if going home unwell- before the child leaves school 

premises. 

 

5. How can I find out more about school events and activities?  

The weekly school Pupil Newsletter contains general details of school and community events and 

activities. It is published every Monday during term-time, read out to classes and emailed to you. 

The newsletter is also posted on the school’s website, Twitter account and through the school’s App. 

A calendar of school events is incorporated into the school website and a link can also be found 

through our school App. This is updated regularly, so we would advise you to check for updates. 

Newsletters are archived on the school website.  

A list of extra-curricular clubs and activities is also posted on the school website for information. 

 

6. How can I find out about my child’s progress and achievement?  

The school calendar allows you to receive reports on your child’s progress as follows: 

 S1- one Tracking Report/ two Tracking Plus reports/ one parental consultation evening 

 S2- two Tracking reports/ two Tracking Plus reports/ one parental consultation evening/ one 

Options Choice evening 

 S3- two Tracking reports/ two Tracking Plus reports/ one parental consultation evening/ one 

Options Choice evening/ Subject target setting booklets in November and February 

 S4- one Tracking reports/ one Full report/ one parental consultation evening/ one Options 

Choice evening/ one subject target setting report (September/ October) 

 S5/6- one tracking report/ one Full report/ one parental consultation evening/ one Options 

Choice evening/  one subject target setting report (September/ October) 

You are formally invited to meet with your child’s class teacher once during the year through a 

school parent-teacher consultation (‘learning review’). Dates are posted on the school calendar and 

individual letters sent home with your child invite you to sign up for a specific time-slot to meet with 

your child’s teacher. If you are unable to get into school for a parental consultation, we would invite 
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you to make an appointment- you can telephone or e-mail the school office- and the office staff, in 

liaison with your child’s Pupil Support teacher- will assist you in arranging alternative arrangements 

to be given an update on your child’s progress. We would encourage all parents to take up this 

opportunity. 

At any time of year out-with the formal reporting windows if you wish to be provided with an update 

on your child’s progress you should contact your child’s Pupil Support teacher in the first instance. 

 

7. How can I share my views about the school?  

Contact the school directly via the office (office@biggar.s-lanark.sch.uk), Pupil Support teachers,  

Headteacher (gw11stewartrobert2@glow.sch.uk) or through our Parent Council 

(biggarhighpc@gmail.com) 

There is also a ‘headteacher forum’ which runs once a month on a Tuesday from 5 p.m. until 6 p.m. 

where any parent/ carer who, for whatever reason is unable to arrange to visit the school during the 

day, can make an appointment or drop in to speak to Robert about any area of school life 

Bi-Annual Survey- we welcome and value feedback from parents and carers about our school’s 

policies and practices. Every two years we conduct an over-arching survey to canvas the views of 

parents and carers about our school and report back on the outcomes. 

Our Parent Council welcome attendance to our monthly meetings and all parents have an open 

invitation to come along and participate. 

On occasion we will organise focus groups or information evenings to raise awareness/ capture 

parental views on key educational issues. 

 

8. What should I do if I want to make a complaint or pass on a compliment?  

There may be times when you feel that you would like to say something about the service or 

treatment that you receive. If you feel you need to complain, then please follow the procedure 

outlined here: In the first instance you should communicate with your child’s Pupil Support teacher. 

If you are still dissatisfied, please contact the Head Teacher as soon as you can, make an 

appointment to see him and let him know what the complaint is about. If the matter cannot be 

resolved, you may refer to the school’s Head of Area or follow South Lanarkshire Council’s ‘Have 

Your Say’ online complaints procedure. 

With regard to compliments, our door is always open and we would appreciate positive comments 

about the work that we do at any time  
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