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Communication Policy  
 
 

Aims  
 

To support Questfield in its purpose to become a thriving and successful school, we aim to communicate 
effectively with each other, with our pupils, with their parents and with other members of the wider school 
community.  
 
All communications at Questfield should: 
• keep staff, pupils, parents and other stakeholders well informed 
• be respectful, caring, clear, ethical, professional, timely and appropriate 
• use jargon free, plain language and be easily understood by all 
• be actioned within a reasonable time 
• use the method of communication most effective and appropriate to the context, message and audience 
• be compatible with our core values as reflected in our school vision and values  
 
 

Definition of communication  
 

Good communication is much more than the exchange of information. It involves the management of 
relationships and the need to involve people. Communication is as much about attitude and behaviour as it is 
about message. We should also remember the importance of listening. Every member of staff has a 
responsibility to support effective communications and needs to recognise that the quality of their 
communications reflects on the school’s reputation. For the purposes of this policy, communication includes 
not only the message, but also how that message is communicated; not only the responsibility for 
communication, but also how effectively that responsibility is carried out. 
  
 

Internal methods of communication 
 
Meetings: There is an integrated programme of meetings to facilitate involvement of staff. All formal meetings 
are registered via Google Calendar or referred to as recurring by the Head of Department in the initial agenda 
set-up at the beginning of each academic year. All formal meetings should be structured, and members invited 
to contribute to the agenda. All staff is encouraged to engage in team working and to contribute to priorities, 
activities, and plans.  
 

E-mail: Information and notification of initiatives are communicated using e-mail where appropriate. Email is 
a quick, effective way of communicating information. However, it does not replace face to face meetings where 
some discussion is required. All staff should seek face to face communications, when email is not the most 
effective form of communication.  
 

Ticketing: Specific issues related to Safeguarding, IT, Administrative or other important school processes shall 
be communicated via an integrated ticketing system, which automatically keeps a record of the raised 
problem, allows prioritisation, follow-up, and timely resolution. 
 
Mobile Phones: During exceptional/emergency situations, trips and off-site provision, staff should ensure they 
can be contacted by mobile phone at all times  
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External methods of communication  
 

Our school has many lines of communication to maintain: with parents and carers, other schools, the 
community and with outside agencies. Good communication between the school and the home is essential, 
and children achieve more when schools and parents work together. Parents can naturally help more if they 
know what the school is trying to achieve. In our school we aim to have clear and effective communications 
with all parents and with the wider community. Effective communications enable us to share our aims and 
values through keeping Questfield parents and prospective families well informed about school life. This 
reinforces the important role that parents play in supporting the school. We try to make our written 
communications as accessible and inclusive as possible. We seek to avoid bias, stereotyping or any form of 
discrimination.  
 
Any formal typed communication shall respect the school standard for font (Calibri) and font size (11) and 
use the template marked with the school logo.  
 

Communications with Parents/Carers 
 

The school encourages parents to share any issues about their child at the earliest opportunity. Teachers 
arrange to see parents as soon as possible.  
 
E-mail: The school has a quick messaging (Kinderpedia) and email system (surname.name@questfield.ro) it 
uses to communicate to parents. Any communication that needs to be sent to parents using this system must 
be approved by the Head of Department, Head of School or, in exceptional situations / cases that require 
special attention / if the HoD in charge is not available, by the Head of Communication. If a parent 
communicates with the school using email, the Head of Department must be notified. Any 
email/communication related to safeguarding shall be dealt with according to the Safeguarding Policy.  
 

Parent Handbook: The parent handbook contains a range of specified information to give parents a full picture 
of provision at our school. This is updated every year at the beginning of September and sent home in an 
electronic format. 
 

Written Reports: Periodically, we provide written reports to each child’s parents on their progress. These 
reports identify areas of strength and areas for future development. Pupils are also given the opportunity to 
comment on their own progress during the Student-Led Conferences, this being one of our school`s Leadership 
practices. In addition, parents may meet their child’s teacher on a need basis, by making an appointment 
following the reports or upon teacher`s request. This gives them the opportunity to celebrate their child’s 
successes, and to support their child in areas where there is a particular need. 
 

Newsletters / Note to parents: Periodically, we inform parents about school life, events, academic 
developments or plans via newsletters or note to parents. Their role is to keep the parents / carers well-
informed and updated. 
 
School website: The school website provides information about the school and an opportunity to promote the 
school to a wider audience.  
 
Social networking sites / blogs: It is inadvisable for staff to communicate with parents, and unacceptable with 
pupils, via social networking sites (such as Facebook) or accept them as their “friends”. The school has official 
social media accounts that we use to share up to date information, promote events and the school. 
 
Acceptable means of communication between parents and teachers 
 

mailto:office@questfield.ro


 

 questfield – We have the journey. You have the heroes. 
             

                        

26 Titu Maiorescu  Street, Pipera - Voluntari, Ilfov 

 021/267.41.34, office@questfield.ro 

 

 

 

1. Telephonically via the School Office;  
2. A pre-arranged meeting at the School; 
3. Quick message (via Kinderpedia) or email 

 

•  Where confidential or sensitive information is communicated it must be sent to the recipient in a sealed 
envelope.  

•  Telephonic contact via the School Office is acceptable provided that parents understand that teachers 
cannot return calls immediately. Calls will be returned as soon as possible.  

•  Sensitive issues should never be discussed with the staff unless they are in the line of command.  

•  Meetings will be arranged at times that suit both parties. Where either party is unable to attend the meeting 
the other party needs to be notified timeously.  
 

Unacceptable means of communication between parents and teachers 
 

• Communication which is disrespectful, demeaning and derogatory in nature.  

• Notes on scrap paper will not be accepted nor responded to.  

•  Meetings will not be held in school without a prior appointment.  

•  Sending / communicating  sensitive messages anywhere where children are able to view/hear the 
information is unacceptable.  

•  Whilst cell phones facilitate better communication between people, they do invade privacy. Cell phones 
(whether via a text message or a call) should be used with discretion and for urgent issues only and should not 
be used during lessons.  

•  A parent should never contact a teacher on his/her cell phone or home telephone unless expressly invited 
to do so by a teacher in a specific instance.  
 

Addressing parental queries / concerns 
 
Most concerns and even complaints can be resolved informally. There are many occasions where concerns are 
resolved straight away through direct contact with the class teacher / form tutor. We aim to resolve any 
informal complaint within one working day. If the person first contacted cannot deal with the matter 
immediately they refer to the person with responsibility for the particular issue raised. This person will 
continue to follow the issue through until it has been fully addressed and the matter is resolved either at a 
face-to-face meeting or by telephone. 
 
For the purposes of the policy:  
• a ‘concern’ is an issue of interest (because of its importance and effect) which is raised informally in order to 
improve or change a situation. For example: I believe that the school’s physical education policy and program 
is inadequate. I don’t think that it caters for students who have well-developed skills and who need to be 
involved in competitive sport. I think the school should review its policy in this area.  
 
• a ‘complaint’ is an expression of grievance or resentment where the complainant is seeking redress or justice. 
For example: My daughter has been left out of the school’s netball team for the third time in a row. She is an 
accomplished netballer and deserves to be part of the team. It is not fair that she is left out and I want you to 
do something about it!  
 
Parental queries / concerns shall be addressed by following the chart presented in Appendix 1. On certain 
issues, the Head of Department may decide to deal with the concerns together with the staff involved in the 
preliminary stage. Where no satisfactory solution has been found, complainants are asked whether they wish 
their concern to be considered further. If so, they are given clear information about how to escalate the 
communication and  / or make a formal complaint as outlined in the complaints policy. 
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