
Kinlochleven Primary School Policies 
 

 

Communication with Parents and Carers 
 

At Kinlochleven Primary, we believe that good communication between school and the 

home is essential. Children achieve more when schools and parents/carers work together. 

Parents/carers can help more if they know what the school is trying to achieve and how they 

can help.  

 

We aim to have clear and effective communications with parents and the wider 

community. Effective communications enable us to share our aims and values through 

keeping parents well informed about school life. This reinforces the importance of the role 

that parents play in supporting the school in educating their children.  

 

Principles  

 

In communicating with parents/carers, all school staff: 

 

 will always try to share as much information as possible about any issue.  

 will explain why if we cannot share information.  

 will endeavour to work as transparently as possible by offering clear explanations for 

major decisions.  

 will communicate in a timely fashion and try to avoid parents receiving information 

about the school from other sources first.  

 will communicate in a voice which is courteous, jargon free, respectful and warm.  

 will direct people to information relating to the school in the public domain where it is 

available.  

 acknowledge that some information is of a confidential nature and will always respect 

that confidentiality.  

 

In communicating with all school staff, parents/carers are expected to: 

 

 try to share as much information as possible about any issue.  

 explain why if we cannot share information. 

 endeavour to work as transparently as possible by offering clear explanations for major 

decisions. 

 communicate in a timely fashion and try to avoid the school receiving information 

about the pupils from other sources first. 

 communicate in a voice which is courteous, respectful and warm. 

 

 

Strategies  
 

We communicate with parents/carers through a range of different strategies. Some of our 

communications are the result of a statutory requirement; others reflect what we believe is 

important to our school:  
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Talking with staff  

 

Class Teachers are usually available for a ‘quick word’ at the start or end of the day. 

However, if you need to talk with the class teacher in more detail, or regarding any concerns 

or complaints, please make an appointment for a telephone conversation or a meeting in 

person, as talking at length in the playground before or after school is difficult for the teacher 

and the children. Parents should never enter the classroom during teaching time to speak 

with the teacher. Any parent/carer who acts aggressively will be asked to leave the building 

and should make an appointment to speak with the member of staff concerned and the 

Head Teacher.  

 

The Head Teacher and/or Principal Teacher aims to be available at the end of the day. 

Many parental queries and concerns can be dealt with at this time. It is also possible to 

make appointments through the school office.  

 

Home/School Rights Respecting Behaviour Diaries 

 

Recently, we have been working on updating our behaviour policy and procedures. As we 

recognise the importance of home and school working in partnership to promote positive 

behaviour, we will be issuing each child with a Home/School Rights Respecting Behaviour 

Diary. Please check your child’s behaviour diary daily and discuss any yellow or red 

cards given, emphasising our school charter and respecting the rights of others. The 

class teacher will give a final comment or stamp at the end of the week and we 

invite you to sign the book add your comments too. Please ensure that behaviour 

diaries come to school each day. 

 
Meetings  

 

 There are a number of meetings throughout the term which provide opportunities to 

discuss current developments in the school:  

 New Nursery and Primary 1 parents/carers - We hold meetings for new parents/carers 

at the start of each new school year, usually in late August/early September 

 Transition Meetings – We hold internal transition meetings for children moving from 

Nursery to Primary 1. Further meetings are held internally as pupils move through the 

school. Transition meetings are held with the high school as Primary7 pupils prepare to 

transfer to First Year.  

 Child Plan Review Meetings – For children who have additional needs supported by a 

Child Plan, we have a formal review meeting twice per year, but more frequently if 

necessary. This will be attended by all professionals working with a child to support their 

learning and development as appropriate. Parents/carers will be invited to attend in 

writing with a follow-up telephone call if required.  

 Parents/Carers Evenings - current parents/carers are invited to review their child/ren’s 

progress with their class teacher twice a year. This is addressed in more detail below.  
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Online  

 

The school website (https://kinlochlevenprimaryandnursery.org/) contains information about 

the school, including our current handbook, newsletters and our school blog. Our Facebook 

page is used regularly to communicate current news about what is happening in school and 

news of any changes to routine.  

 

Email Communication  

 

Parents are asked to provide a current email address in order have termly newsletters sent 

electronically, wherever possible, replacing the paper copies.  

 

Teachers2Parents Text Service 

 

Urgent and last minute communication will be made through our text message service. 

Further details can usually be found on the school Facebook page.  

 

Termly Newsletter  

 

Details of school events, reminders, requests for help and news are shared in our termly 

newsletter. There are also links to the newsletters on the website.  

 

Assemblies 

 

Parents and carers are invited to attend assemblies led by the Reverend and The Faith 

Mission. We sometimes have other faith assemblies; parents/carers will be notified of this in 

advance. Dates of these assemblies will be shared on the termly newsletters. Occasionally, 

classes will prepare an assembly as a review of a block of learning. Parents and carers will 

always be invited to attend these assemblies.  

 

General Letters  

 

Information affecting parents/carers of the whole school are informed by letters sent home 

with the eldest child. Every effort is made to include all “Whole School” correspondence on 

the school Facebook page. Letters regarding educational visits will always be accompanied 

by a consent form. As a parent, it is always your choice whether or not your child attends an 

educational visit, but these trips are always planned to enhance the pupils’ learning and are 

rigorously risk assessed in advance of the visit.  

 

Staff Communication to Parents/Carers  

 

Class teachers may occasionally send home letters to pupils in their class. These letters are 

always checked and approved by the head teacher in advance. Communication may also 

take place using Class Dojo. This should be used for informal communication only. If you 

have any major concerns and need to speak to a class teacher or the head teacher, please 

contact the school to make an appointment.  

https://kinlochlevenprimaryandnursery.org/
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Parents Evenings and School Reports  

 

Parents/Carers can engage in the school’s teaching methods and in their child’s progress by 

attending Parents’ Evenings and reading their child’s reports. We encourage parents to 

contact the school at any time if any issues arise regarding their child’s progress or wellbeing, 

but we also provide two formal opportunities to meet with the class teacher(s) during the 

academic year. The first meeting takes place in November and identifies areas of strength 

and targets for future development. Parents are invited to meet with their child’s teacher 

again during Term 3 to review their child’s progress towards the targets and again, the 

updated targets are shared with parents. Nothing discussed at these meetings should be a 

surprise to either the parents/carers or teacher. Ongoing communication regarding progress 

is essential to ensure all pupils’ needs are being met.  
 

Learning Snapshots 

 

As we move towards a more robust and effective model of profiling and reporting pupils’ 

progress, we will aim to send home six “Learning Snapshots” throughout the school year, 

replacing our existing monthly reports. The aim of these reports is to provide a snapshot of a 

child’s learning in a particular curricular area with a piece of supporting evidence. Pupils 

have the opportunity to comment on their learning and next steps, as do parents when they 

are sent home.  

 

End of Year Report 

 

During the summer term children will receive an End of Year summative report.  

 

School Handbook 

 

Our school handbook is updated annually and contains a range of information to give, 

existing new and prospective parents/carers a full picture of provision at our school. The 

handbook on the school web-site and a copy is also available in the school foyer.  

 

Complaints 

 

If there are ongoing issues which require additional support to move forward regarding a 

child and their progress, a Solution Focused Meeting may be called. These meetings are 

attending by external support staff such as the Practice Lead for School Years, the 

Educational Psychologist and the Additional Support Needs Officer. The aim of these 

meetings is to find solutions to more challenging problems and for everyone to work together 

in the best interests of the child.  

 

Any issues or disputes that cannot be resolved at school level should be dealt with using the 

Highland Council’s complaints procedures as outlined in the school handbook.  


