Homefield School

Home-School

Communication Policy

Homefield School recognises the importance of the partnership between home

and school. In understanding and valuing the parents’ role in supporting children

throughout their school life, and in consideration of the aspects of school organisation that

impact upon the home, the school is actively seeking to develop clear lines of

communication.

1. Information for new parents

Following the prospective pupils and parents’ tour of the school, the assessment process and the offer of a place, the new pupils are invited to attend a taster session in the term preceding the pupil’s joining Homefield School. New parents will also be invited to an induction evening. Present Parents new to one of  the Homefield Departments  are also invited to an induction evening where they  meet the pupils’ teachers and  listen to short induction talks.

2. Newsletters

Newsletters are e-mailed  to parents  every week. As well as containing the latest school news and achievements, parents are informed of the following week’s fixtures and various events.

A calendar is sent home at the start of each term.

3. Website

Our ICT technician is responsible, in consultation with staff, for developing the school

website. At present, it includes the following:
· School prospectus

· Curriculum resources in the Learning Zone

· A copy of the newsletters and calendar

· Copies of letters to parents

· Job vacancies

· A banner informing parents of latest Homefield News and urgent messages

It is our aim that the present website offers more opportunities for interactive contact between Homefield parents and the school and we are researching further developments of  our website.

4. Student Planners

Each child in the Senior Department  has a planner for noting down homework and the date for completion. It is also an important route for communication between parents and teachers. It contains

for example:

· Timetables

· House point records

· Targets

· Weekly comments / notes section

Parents are asked to sign the planner on each week.
In the EYU and the Junior Department a reading record book is used for daily contact with the parents.
5. E-mail

E-mail offers an efficient and speedy communications tool; parents are encouraged to contact the school via e-mail as an alternative to telephone or letter.

The school e-mail address is:

administration@homefield.sutton.sch.uk

Parents are required to maintain an up to date email address and to notify the office of any change.

Every form teacher and tutor is required to e-mail his/her tutor group’s parents at the start of each school year. Staff e-mails are also posted on the school website.

Parents are requested to use their son’s form teacher or tutor as the first point of contact in matters relating to pastoral care, academic achievement or administration.

In the senior school, they may also wish to e-mail the subject teacher directly to satisfy a query relating to a particular subject.

If parents feel that they need further clarification they are invited to contact the relevant Strategy Team member. Should further resolution be required, parents should e-mail the Headmaster.

Staff are expected to check their e-mail traffic daily as it is also used for internal communication..
6. Telephone
The school’s main telephone number is 020 8642 0965.
The switchboard is manned from 08.15 to 17.15, Monday to Friday during term time.

Outside these hours, parents can leave a message on voice mail. The voice mails are checked daily during term time. The office staff will relay the messages to the relevant member of staff.
The extensions are:    1 for the reporting of absences

2 for the Admissions Secretary

3 for the Finance office

4 for the Marketing Department

5 for the Catering and Estates Manager

6 for updates of Sports fixtures

Hold for the school office.

Absence
If a child is absent, parents are required to telephone the school before 8.45am. Otherwise they will be  contacted on the first day of their child’s absence.

Holidays during term time should be avoided, where at all possible. Should a request

prove necessary, parents are required to obtain permission from the Headmaster.

Emergency contact

At present, parents are contacted by telephone or by a message on the school website; it is therefore vital that parents inform the office of any change of emergency telephone details. The school is presently looking into setting up an emergency text message/voice mail system..

7. Formal communication and reporting.
EYU
Parents are offered the opportunity of daily contact with the teaching staff when collecting their children from the school. They are also invited to attend a variety of events, such as plays and sports day during the year. They are encouraged to meet staff during our Open Day.
In the Autumn term, the EYU staff hold an information evening   followed by parental interviews.

A further parental consultation evening is staged in the Spring term.

Parents are invited  to an Open Afternoon in the Summer term and receive a full report of their son’s  progress for the academic year.

Junior Department

Parents have the opportunity of daily contact with the teaching staff when collecting their children from the school. Parents are also invited to attend various events such as plays and sporting fixtures  throughout the year and are encouraged to attend our Open Day.

In the Autumn term, parents are invited to attend a consultation evening.

In the Spring term, parents are again invited to a parental interviews.

In the Summer term, staff run an Open Afternoon for parents.
The Junior Department parents receive a full end of year report on their child’s progress during the year.

Senior Department

Parents are encouraged to attend many events in which their children are involved, such as plays, concerts and sports fixtures. They are also encouraged to tour the school with their children during our Open Day.

In the Autumn term, tutors invite the parents to a tutor evening. Parents of the L4th and the U6th pupils are also invited to a parents’ evening where they have the opportunity of meeting all of the boys’ teachers.

Every boy also receives 2 half-term reports, one at half-term and one at the end of term.

Key Stage 2 results are sent out to parents when received by the school.

In the Spring term, parents of boys in the U4th,5th, L6th and U6th forms are invited to a parents’ evening and each boy again receives 2 half-term reports.

Pupils who receive Special Needs support are also invited to discuss their son’s progress with the Special Needs’ staff.

In the Summer term, parents have the opportunity to review their son’s year with the tutors.

Each boy receives a half-term report and a full end of year report.

The Strategy Team and the Governors are committed to creating an environment of

positive working relationships. It is therefore important to stress that,  in addition to the scheduled parents’ evenings, parents can contact the school to make an appointment or speak to an  individual member of staff should the need arise

8. Parental Survey

All parents receive an annual questionnaire on many aspects of the service provided by

the school. Replies are confidential and are collated and analysed. Issues arising are discussed by Governors, the School Management Team and staff and are used to help the school devise its Development plan.

9. Parents’Association

The Parents’ Association offers a further channel of communication between parents and with the school. The Committee members are in regular contact with the Strategy Team and the chairperson prepares articles for the newsletter, forwarding them to the Assistant Headteacher, Administration for publication. The Parents’ Association committee also has the opportunity to meet the school Governors annually and to ask them questions relating to the school’s development matters.
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