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Communications between parents/carers and Grace College 
It is very important to us that we work closely in partnership with parents and carers, and communication 
between home and school is key. We recognise however, that it can often be difficult communicating with 
teachers because they have a very full timetable and we recognise that parents and carers also have very busy 
lives. 
 

Contacting the School 
For all routine matters, please send a short note in to school. 
 
Student planner  

• Notes in study files (student planners) are by far the best way to get a message to a teacher promptly and 
should be used for the majority of everyday communication with either a teacher or tutor.  

• The student is responsible for showing the note to the correct teacher. This is the best way to ask them to 
contact you if you require a more detailed conversation.  

 
Teachers want to respond to parental queries at the earliest opportunity and will do their best to do so. 
However, the majority of teachers’ time is taken up teaching and preparing for lessons.  Teachers’ 
responsibilities extend beyond the classroom and they may be unable to respond to you on the day a query is 
made.  We have also agreed with staff that there is no expectation for them to respond to parent queries 
outside of the College day (8:30am-4:00pm). 
 
Telephone 
For urgent matters, please use the main reception number (0191 4422000):  

• Please provide the receptionist with a brief summary of the concern.  Where the matter is serious and 
urgent they will attempt to find a senior member of staff to speak to you.  

• Please note that lessons will never be interrupted for teachers to take calls.  
 
We aim to respond to urgent matters that day if possible, or within 24 hours. 
 
Meetings  
Meetings should always be pre-arranged with members of staff.  The day-to-day care, welfare and safety of 
your child is managed by the person who is placed closest to them.  In the first instance, please approach the 
following members of staff who are responsible for your child in the following order: 
1) Form tutor or classroom teacher (if query is relevant to a specific subject) 
2) Pastoral Lead or Head of Department (if query is relevant to a specific subject) 
3) Head of Lower or Upper School or Head of Sixth Form 
4) Vice-Principal (Student Achievement) 
5) Principal 
 
If you urgently need to see someone, for instance if there is a serious family emergency or a child protection 
issue, please phone ahead and the reception staff will do their best to find a senior member of staff to see 
you.   
 
For non-urgent meetings we will aim to meet with you within five working days.  The school will determine 
the level of urgency at its discretion, to enable it to manage multiple demands. 
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Email 
For matters relating to pastoral care, student welfare or special educational needs, and which do not relate to 
a single subject or teacher, you can also use the staff contact form available on our website to request a 
telephone call or email response from a member of staff.  Please note:  

• We aim to respond to you as soon as possible and within three working days. Part-time staff may take 
longer to reply.  

• Not all staff are in a position to use email during the teaching day and the school does not expect work 
email to be checked during a teacher’s personal time.  

• Teachers with no leadership responsibility are not expected to send or receive emails. Please use the 
student planner to relay a message to a teacher. 

 
No Response 
If you have not received a response from the school within three working days please contact the school by 
emailing enquiries@gracecollege.org.uk and we will follow up your enquiry. Communication with parents and 
carers is important to us, and we will continue to monitor this policy and our approach to improve the process 
further. 
 

Contacting You  
Depending on the nature and urgency of the query or issue, we will contact you via either telephone or email.  
 
We additionally use our website, the weekly newsletter and Twitter to promote student achievements and 
share information. 
 

Communications between staff 
Email 
Email can be a useful form of communication, but high volumes can cause pressures for staff. It is important 
that staff are able to enjoy life outside of directed time, and so these guidelines aim to alleviate the pressure 
of perceived expectations, and contribute positively to work-life balance. 
 
As a guideline, staff are not expected to check email after 6:00pm, or over the weekend.  For those who want 
to prepare for the week ahead, a Sunday evening check should be enough.  It is a good idea to draw a line 
under your working day, to maintain a distinction between work life and home life. 
 
These protocols aim to reduce the volume of emails sent and received within the school day, especially those 
sent to ‘All staff’. PLEASE NOTE – all emails must have a descriptive heading to make it clear what the email is 
about.  These protocols will be kept under regular review.   
 

Examples of email content Email or No Email Action 

Students out on trips, clubs and 
sports fixtures 

No email 
Information recorded in the notes section of 
College calendar.  Where necessary list to be 
emailed to relevant staff ONLY 

Approaching deadlines and 
notification of events taking place 

No email 
Information recorded in the College calendar 
and reminders set centrally 

Lost property No email Send student to check lost property 

Items for sale No email Notice posted in the staff room 

Notices for tutors/tutor groups Email Register notice emailed to relevant tutors 

Students leaving and joining Email To all staff 

Injured students leaving lessons 
early and other student specific 
issues 

Email To teachers of those students via SIMs 

SEND top tips Email  Email to teachers and TAs periodically 

https://www.emmanuelcollege.org.uk/contact-lettings/contact-details/
mailto:enquiries@gracecollege.org.uk

