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RE: Communication and Open Door Policy  
 
Dear Parents/Carers 
 
As a school we pride ourselves on our partnership working and positive relationships with both children and parents. I 
would like to take this opportunity to remind parents of certain procedures we would like you to follow in terms of 
communicating with staff at school.  
 
Notes for the teacher  
You child will be provided with a planner at the start of the school year (Reception will have reading records). If you 
have information that needs to be passed to the class teacher please write a note in here and encourage your child 
to hand it into the teacher. This is also where teachers will ask children to write messages home to you. Please 
ensure your child has their planner in school every day. 
 
Reporting Absences  
Please can I ask that any absences are reported via ParentMail or email before 8:50am if possible.  Emails should be 
sent to admin@pikemere.cheshire.sch.uk and there is a section on ParentMail to do this.  If we do not receive a 
message and your child is marked absent on the register we will contact you to find out why.  Please note if the 
absence is sickness then your child needs to be off for 48 hours after the last incident.  If you have any issues with 
recording an absence on ParentMail please speak to the school office.  
 
Collecting children  
If you know your child is going to be collected at the end of the day by a different person, can we please ask you to 
communicate this with the class teacher at the beginning of the day when you drop off.  This avoids unnecessary 
phones calls into the school office during the day.   
 
We have started to receive a high number of calls between 3pm and 3:15pm telling us parents are running slightly 
late to collect their children.  I would like to reassure you that children will continue to be supervised by staff until you 
arrive, as we fully appreciate that on rare occasions you can be held up in traffic, etc.  
 
I am very aware that some of the older children, particularly in Year Six, want to start walking to and from school 
independently.  If this is something you would like your child to do, can I please ask you to make sure a note is added 
to the school planner whereby you are giving permission for this to happen.  I would strongly encourage you to talk to 
your child about the importance of walking straight home.  I would also like to remind you if your child is walking to 
school without you, school gates are not unlocked until 8:40am, which means if they leave too early they will not get 
onto the school grounds.    
 
Parking  
Can I please remind you the school car park is for staff members only and those with disability badges.   If you are 
running late for school, I would still encourage you to park legally on the roadside rather than pulling into the school 
car park.  The school car park gate will be closed from 9am daily and remain closed until the end of the day.  If you 
will need access to our disabled parking bays please make contact with the school office so that we know to expect 
you.   Our local PCSO will continue to support us in making sure our children are safe.  
 
Increasing Independence and avoiding unnecessary interruptions 
As a school we believe we need to encourage all children to start taking responsibility for their belongings. This will 
prepare them well for high school and later life. With this said, I would like your support with a number of things which 
as a staff we think may help: 
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 Encourage your children to carry their own bags, coats, water bottles into school; 
 Encourage your child to remember their own PE kit, lunch boxes, etc as they leave the house; 
 If your child forgets their packed lunch the staff would always make sure that they are looked after by Mrs 

Hepting in the kitchen.  
 

With the school office becoming an increasingly busy area of school life, I would like to ask parents to support us by 
encouraging children to think of alternatives to phoning home and asking for something to be brought in. This in itself 
will help children to think about packing carefully in a morning before they leave. I completely appreciate that there 
will be occasions where items may not be brought in at the right time. I would like to reassure parents that children 
are not reprimanded for this; in fact we use it as a learning opportunity.  
 
Website and Newsletters 
I would also encourage parents to utilise the school website rather than phoning school for information about after 
school clubs, assemblies, educational visits, etc.  Mrs Morris, Mrs Williams and Mrs Spurrier spend a lot of time 
making sure letters which are sent out are also added to the school website.  This means that many of the questions 
parents have can be answered via the school website.   
 
Concerns or worries  
As Headteacher, I pride myself on making sure children and parents are happy with school. I appreciate completely 
this will not be the case for every parent all of the time. However, I would like to remind you that any concerns or 
worries you have about your child are taken very seriously and acted upon quickly.  If you are concerned about 
anything at all I would always encourage you to speak to your child’s class teacher initially.  If you have done this, 
and you are still concerned then I would suggest making an appointment to meet with a member of the Senior 
Leadership Team.  Class teachers are usually best placed to address your concerns, so please understand they 
would want you to speak to them directly in the first instance.  
 
Many thanks for your cooperation.  
 
Yours sincerely, 
 

 
 
Mrs L. Gohr 
Headteacher 

Headteacher: Mrs S L Gohr 
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