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Communication Guidelines 

 
Email 
Email is quickly becoming the primary form of communication between home and school. Due to the 
nature of a teacher’s roles and responsibilities, they do not always have immediate access to email. As 
email is public record, the guidelines listed below are meant to improve the use of email as an effective 
communication tool for parents, while maintaining the confidentiality of our families.  

Because emails can be easily misinterpreted, “tone” and “respect” are paramount in all 

communications. Before clicking “send”, parents should reread their email at least once to make sure 

that they are communicating the information accurately and with a neutral respectful tone. All 

communication must respect the dignity of the recipient and abide by the school’s Home School 

Agreement. 

 

The following outlines the school policy with regard to email communication between home and school. 

1. Within 24 hours - receipt of an email will be acknowledged (during term time but not over a 
weekend or published school holidays). 

2. Within 3 working days - provide a response to the email by telephone or in writing (including 
an email). This may include informing the sender that more time is required to provide a full 
response. If this is the case Forest Park staff will indicate a timeframe in which a response 
should be expected. 

3. If a member of staff is not able to deal with the email directly then they will pass it on to the 
most appropriate person and inform the sender that they have done so. 

4. Staff will not be expected to monitor or respond to emails outside of their normal working 
hours (including weekends and published school holidays). Whilst parents may compose 
emails at hours to suit their own needs we would ask that emails are not normally sent 
outside of a member of staff's normal working hours. Mobile phones and other electronic 
devices that enable staff to access their school emails when away from school can make it 
difficult to ‘ignore’ a message from a parent, leading to unnecessary worry and anxiety on the 
part of the staff. 

5. When teachers are absent from school, cover teachers will not read or respond to email 
communications and absent staff will not respond until they are back in school. 
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6. Whilst this is rare, if a member of staff receives an email which is of an aggressive tone, sets 

unreasonable demands or could otherwise be interpreted as harassing, they will refer this to 
the headteacher, who will decide if further action is required and whether the 
communication’s content complies with the ‘Parent Home School Agreement Policy’. 

School Email Addresses: 

Nursery: lrichardson@forestparkprep.co.uk  

Pre Prep: kread@forestparkprep.co.uk  

Reception: ntaylor@forestparkprep.co.uk  

Year 1: sdauncey@forestparkprep.co.uk / eharvey@forestparkprep.co.uk  

Year 2: lflorin@forestparkprep.co.uk 

Year 3: smoores@forestparkprep.co.uk  

Year 4: tlynn@forestparkprep.co.uk  

Year 5: apawson@forestparkprep.co.uk / dhewitt@forestparkprep.co.uk 

Year 6: acrane@forestparkprep.co.uk 

Music: pwainwright@forestparkprep.co.uk  

Sport: admin@forestparkprep.co.uk 

School Office: post@forestparkprep.co.uk / office@forestparkprep.co.uk  

Headteacher: ntucker@forestparkprep.co.uk  

SENCo/Learning Support: dhewitt@forestparkprep.co.uk   

Wraparound Care: lwilliams@forestparkprep.co.uk / lelliott@forestparkprep.co.uk / 
kmiller@forestparkprep.co.uk  

Holiday Club: FUN-services@hotmail.com / ruth@bitesize-bootcamp.com  
 
 
Social Media 
Social networking sites such as Facebook, Instagram and Twitter are now widely used. Also group 
messaging services (such as WhatsApp) are also becoming increasingly used as a communication tool by 
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many. This type of media allows people to communicate in ways that were not previously possible and 
have great benefits. However, such sites can sometimes be inappropriately used by a minority as a 
means of expressing negative or offensive views about schools and their staff. 
 
This document sets out Forest Park Preparatory’s approach to parental use of such sites and sets out the 
procedures we will follow and action we may take when we consider that parents have used such 
facilities inappropriately. 
 
When we have referred to “parent” in this document, we also include carers; relatives; or anyone 
associated with the School. 
 
Objectives 
 
The purpose of this policy is to: 
• Encourage social networking sites to be used in a beneficial and positive way by parents; 
• Safeguard pupils, staff and anyone associated with the school from the negative effects of social 
networking sites; 
• Safeguard the reputation of the School from unwarranted abuse on social networking sites; 
• Clarify what the School considers to be appropriate and inappropriate use of social networking sites by 
parents; 
• Set out the procedures the School will follow where it considers parents have inappropriately or 
unlawfully used social networking sites to the detriment of the School, its staff or its pupils, and anyone 
else associated with the School; and 
• Set out the action the School will consider taking if parents make inappropriate use of social 
networking sites. 
 
Appropriate use of social networking sites by parents 
Social networking and messaging sites have potential to enhance the learning and achievement of pupils 
and enable parents to access information about the School and provide feedback efficiently and easily. 
In addition, the School recognises that many parents and other family members will have personal social 
networking accounts, which they might use to discuss/share views about school issues with friends and 
acquaintances. 
 
As a guide, individuals should consider the following prior to posting any information on social 
networking sites about Forest Park Preparatory School, its staff, its pupils, or anyone else associated with 
the School: 
 
• Is the social networking site the appropriate channel to raise concerns, give this feedback or express 
these views? 
• Would private and confidential discussions with the School be more appropriate? E.g. if there are 
serious allegations being made/concerns being raised. Social media/internet sites should not be used to 
name individuals and make abusive comments about those people. Please contact the school to discuss 
any concerns you may have. 
• Are such comments likely to cause emotional or reputational harm to individuals which would not be 
justified, particularly if the School has not yet had a chance to investigate a complaint? 
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• The reputational impact that the posting of such material may have to the School; any detrimental 
harm that the School may suffer as a result of the posting; and the impact that such a posting may have 
on pupils’ learning. 
 
 
Inappropriate use of social networking sites by parents 
Although social networking sites or group messaging sites may appear to be the quickest and easiest way 
to express frustrations or concerns about the School (and those associated with it), it is rarely 
appropriate to do so. Other channels, such as a private and confidential discussion with the School, 
where the child’s class teacher should always be the first port of call, or using the School’s formal 
complaints process are much better suited to this. 
 
The School considers the following examples to be inappropriate uses of social networking sites. (This list 
is non-exhaustive and intended to provide examples only): 
 
• Making allegations about staff or pupils at the School/cyber-bullying; 
• Making complaints about the School/staff at the School; 
• Making defamatory statements about the School or staff at the School; 
• Posting negative/offensive comments about specific pupils /staff (either named or implied)at the 
School; 
• Posting racist comments; 
• Posting comments which threaten violence. 
 
Parents should also ensure that their children are not using social networking/internet sites in an 
inappropriate manner. It is expected that parents/carers explain to their children what is acceptable to 
post online. Parents/carers are also expected to monitor their children’s online activity, including in 
relation to their use of social media. 
 
Procedure the School will follow if inappropriate use continues 
The School will always try to deal with concerns raised by parents in a professional and appropriate 
manner and understands that parents may not always realise when they have used social networking 
sites inappropriately. 
 
Therefore, as a first step, the School will usually discuss the matter with the parent to try and resolve the 
matter and to ask that the relevant information be removed from the social networking site in question. 
If the parent refuses to do this and continues to use social networking sites in a manner the School 
considers inappropriate, the School will consider taking the following action: 
 
• Take legal advice and/or legal action where the information posted is defamatory in any way or if the 
circumstances warrant this; 
• Set out the School’s concerns to you in writing, giving you a warning and requesting that the material 
in question is removed; 
• Contact the Police where the School feels it appropriate – for example, if it considers a crime (such as 
harassment) has been committed; or in cases where the posting has a racial element, is considered to be 
grossly obscene or is threatening violence; 
• If the inappropriate comments have been made on a school website or online forum, the School may 
take action to block or restrict that individual’s access to that website or forum; 
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• Contact the host/provider of the Social Networking site to complain about the content of the site and 
ask for removal of the information; 
• Take other legal action against the individual. 
 
END 

5 
Communication Policy 2024 


	Communication Guidelines 
	Because emails can be easily misinterpreted, “tone” and “respect” are paramount in all communications. Before clicking “send”, parents should reread their email at least once to make sure that they are communicating the information accurately and with a neutral respectful tone. All communication must respect the dignity of the recipient and abide by the school’s Home School Agreement. 
	 
	The following outlines the school policy with regard to email communication between home and school. 


