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Working Together
At Archway School, we greatly value the strong partnership we have with our families. We believe that when
home and school work together with mutual respect and openness, young people are best supported to
thrive.

Our shared aims are to:
e Support every student to learn, grow and succeed
e Build a safe, inclusive and respectful community for all
e Model positive relationships and communication for our students

Clear, kind and constructive communication helps us achieve these aims. It:
e Keeps families informed so they can support learning at home
e Helps us listen, improve and respond to feedback
e Strengthens trust so we can best support each child’s wellbeing and progress

This charter sets out how we can communicate effectively with one another, and how to find the right support
when questions or concerns arise.

Our Commitment as a School
We are committed to working in partnership with you. We will:

e Keep you informed. Provide regular updates about your child’s academic progress, wellbeing and school
life.

e Be proactive. Contact you early if we have concerns, as well as to share positive news and achievements.

e Listen and work with you. Encourage open dialogue and take time to understand your perspective,
working together on solutions.

e Communicate clearly. Use straightforward, jargon-free language.

e Be approachable and respectful. Ensure every interaction is professional, courteous and empathetic.

e Respond in a timely way. Aim to reply to queries within two working days or ensure they reach the right
person.

e Protect privacy. Handle personal information sensitively and confidentially.

e Work as a team. Make sure your query is directed to the member of staff best placed to help.

How Parents and Carers Can Support This Partnership
We ask all members of our community to help create a positive and respectful environment. Parents and
carers can support this by:
e Working with us. Approaching conversations with a shared focus on what is best for the young person.
e Communicating respectfully. Using calm, polite and constructive language in all interactions.
e Seeking resolution together. Raising concerns through appropriate channels so they can be addressed
fairly and effectively.
e Supporting school expectations. Reinforcing school values and behaviour expectations at home.
¢ Responding in a timely way. Replying to school communications, particularly where meetings or
important matters are involved.
e Using communication channels appropriately. Contacting the most relevant member of staff (see
guidance below).
e Supporting learning during the school day. Avoiding contacting students directly during lessons, so they
can focus on learning.

We understand that concerns can feel urgent or emotional. We will always aim to work with you
constructively, and we ask that communication remains respectful even when issues are difficult.



How We Communicate

Email Meetings
Used for most communication, including: These provide opportunities to discuss progress,
e Reports and updates wellbeing and any concerns in more depth.

e Newsletters and key information
¢ Behaviour and attendance notifications
e Events, trips and reminders

We offer:
e Parent consultation evenings
e Tutor check-ins

. . . e Additional meetings when needed
Please use email as the first point of contact for non-

urgent matters. See ‘Who to Contact’ for the

appropriate member of staff to email. Online Information

You can find key information via:
e The school website (e.g. calendar, policies,
curriculum)
e Social media (updates and events)
e The Edulink App (attendance, behaviour and
timetable)

Phone calls
If a child is going to miss school, parents should call
the school on 01453 763242.
e Press option 1 for Years 7-11
e Press option 2 for Sixth Form

We aim to give at least two weeks’ notice for most
Sometimes school staff might call parents. This could events wherever possible.
be to:
e Say something good
e Talk about a worry

« Reply to a message. If Something Goes Wrong

We recognise that, at times, concerns or
If something is urgent and a parent needs to speak to misunderstandings may arise.
a specific teacher, they should phone the school
office. Urgent things include:
e Emergencies
o Safety worries
e Anything serious about a child’s wellbeing.

¢ If you feel the school has not met these
commitments, we encourage you to follow the
school’s complaints procedure so concerns can
be properly reviewed and resolved.

¢ If communication becomes challenging or falls
below expected standards, the school will seek
to understand the situation and work towards a
positive resolution.

If it is not urgent, parents should send an email first.
This is because teachers are often busy and may not
be able to answer phone calls right away.

Text messages e Inrare cases where behaviour significantly
Used for: impacts the safety or wellbeing of others,
o Urgent updates (e.g. school closures) further action may be necessary. However, our
e Attendance checks priority is always to resolve concerns

respectfully and proportionately.

A Shared Commitment

By working together with mutual respect, openness and understanding, we can create the very best
environment for our young people to aspire, achieve and enjoy.

Thank you for your continued support of Archway School.



Who to Contact

Issue...

Please contact...

By...

General concern

Your child’s tutor

Emailing admin@archwayschool.net

Pastoral concern

Assistant Head of Year for the
Year Group

Emailing address of relevant person (listed
on the school website)
Archway School - Pastoral Team

Subject specific concern

Class Teacher

Emailing admin@archwayschool.net

Subject specific concern not
resolved by class teacher

Head of Department

Emailing address of relevant person (listed
on the school website)
Archway School - Heads of Department

Concern regarding learning
across subjects

Head of Year

Emailing address of relevant person (listed
on the school website)
Archway School - Pastoral Team

Learning concern not resolved
by Head of Department

Deputy Headteacher
Curriculum

Emailing admin@archwayschool.net

Pastoral concern not resolved
by Year Team

Assistant Headteacher

Emailing admin@archwayschool.net

Safeguarding concern

DSL

Emailing safeguarding@archwayschool.net

SEN concern

SENDCO/Deputy SENDCO

Emailing sendco@archwayschool.net

Finance concerns

Finance Team

Emailing finance@archwayschool.net

Uniform concerns

Head of Year
or Student Services

Emailing
secondhanduniform@archwayschool.net

studentservices@archwayschool.net

Catering concerns

Catering Manager

Emailing catering@archwayschool.net

Extra-curricular activities

Member of staff organising

Emailing admin@archwayschool.net

Trips, visits and events

Member of staff organising

Emailing admin@archwayschool.net

Exams concerns

Exams Officer

Emailing examsoffice@archwayschool.net

Absence Reporting

Attendance Officer

Emailing attendance@archwayschool.net
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