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‘Creating new possibilities for our future, with compassion in our hearts and courage on our journey.’ 
	Does your email contain an urgent message? 

	· If yes, please contact the school office directly – teachers will not always get time to read all emails on the day, and therefore any time-sensitive messages should go via the office. 



	Is your email written in anger?  

	· Communication timing — If you find yourself in this situation, we kindly ask that you wait until the following day before getting in touch. Emails written in haste, after hearing only one side of an event, are understandably emotive but often lack clarity.
· Requesting a conversation — Instead, consider sending a brief email requesting a phone call to discuss the matter. Alternatively, if you are dropping off or picking up, you may ask whether the teacher has a few minutes to talk it through.
· Respectful dialogue — We absolutely understand that parents may have questions or concerns about incidents in school. We simply ask that communication remains respectful and acknowledges that your child may not have been able to share the full picture.
· Escalating serious concerns — If your concern is serious, please raise it directly with a member of the Senior Leadership Team (either myself or Mrs Reilly) so that we can look into it during the day, rather than approaching the class teacher directly.



	Is your email more than a short message?   

	· Is all the information/relevant/necessary for your child’s teacher to know? Lengthy and overly detailed emails can make it difficult to understand key matters to enable teachers to respond appropriately. 
· If information is important, would it be better to discuss in person, or over the phone? 
· If you would prefer to email, are you expecting a reply? (If not, please let the teacher know that you are information sharing and a reply is not needed.) 



	Is your email part of a longer chain of messages/dialogue?

	· If yes, then this would be better dealt with face to face. We are very fortunate to have our teachers on the doors at the start and end of most days. If they are not, a phone call can also be a better way to resolve/move forward to ensure we are all working to gather to support children’s learning and wellbeing. 




	If you are raising a concern regarding a school policy or procedure?

	· If yes, such communications should be directed to a member of senior leadership (SLT). Myself and Mrs Reilly are often on duty in the morning each day. Please come and talk to use. Alternatively, we can be contacted via the school office. 



	Is your email is regarding your child’s attendance, reasons for absence, or a term-time absence request?

	· If yes, your communication must go via the school office. 
· Please note any absences reported via year group emails will not be forwarded to the school office.  



	Is your email about an extra-curricular club, the dairy dates, school lunches, your child’s medication or a music lesson? 

	· If yes, your communication must go via the school office. 



	Is your email is regarding your child’s behaviour or health needs at home?

	· If yes, your communication would be better directed to Mrs Mullen’s our Family Support worker via Mel.Mullen@stjohnthebaptsitpriamry.co.uk
· Alternatively, there are links to the school nursing team on our school website. St John the Baptist C of E Primary School - Home 




Please use your child’s name in the subject of all emails.

Thank you for your support.
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