
 

 

Horbury Academy 
Parent and Academy 

Communication Principles 

Aims 

Horbury Academy recognises the importance of clear and effective communications with all 

stakeholders (students, parents/carers, governors, outside agencies, local and national bodies, etc.), 

and is committed to being accessible through a range of communication channels. Our key 

stakeholders, as for any school, are our parents/carers. 

The academy Communication Principles seek to address the ways in which the academy will ensure 

effective two-way communication between home and the academy. The strategy aims to increase 

successful and supportive engagement; and ensure that communications between parents/carers 

and members of the academy community are clear, professional, timely and appropriate. Effective 

communication is achieved when all stakeholders understand and respect one another’s needs and 

expectations, along with the protocols for responses and sharing of information. 

Mediums of communication 

There are a number of ways in which the academy believes effective communication between 

parents/carers and the academy can take place; including: 

Student planner 
The first point of contact between the academy and home is the student planner. The planner 

contains key information regarding the academy and importantly acts as a medium in which to 

communicate with your child’s form tutor and/or teachers.   

The student planner is a mechanism to communicate things such as student medical appointments 

or permissions, rewards and recognitions, notes of homework set and due dates, or queries with 

homework.  

The academy expects the planner to be monitored on a weekly basis by both parents/carers and the 

student’s form tutor, requiring a weekly signature by both parties. The use of the student planner is 

explained at the beginning of Year 7. All students must bring their planner into the academy every 

day to demonstrate they are ready to learn in line with the academy’s expectations. 

Expectations - The academy will endeavour to respond to concerns/questions raised through the 

student planner by parents/carers as soon as possible either through the student, through a return 

response in the planner or through contact with the parent/carer. The responsibility lies with the 

student to refer the concern/question to the most appropriate colleague at the academy (subject 

teacher/form tutor/Pastoral Year Leader) in a timely manner. 

 
 
 
 



 

 

Email 
enquiries@horburyacademy.com – please use to request generic academy information that is not 

readily accessible on the website or does not fall into either the pastoral or subject specific category 

(see below) e.g. query re term dates, query about lunchtime or after school clubs.  

Pastoral and subject specific contacts are displayed on the academy website under the ‘contact us’ 

tab.  

Pastoral enquiries should be directed to your child’s year group and would include discussing a 

medical or behavioural concern. There is a specific email address for each Pastoral Year Leader.  

Subject specific urgent matters should be directed to the curriculum team leader for the subject 

area; types of enquiry would include an urgent subject specific concern that cannot wait until the 

next parent consultation evening, or to request subject information or homework that has been 

missed. Please email enquiries@horburyacademy.com stating the subject leader you would like the 

enquiry to be directed to. 

Expectations - The academy will acknowledge an email enquiry within 3 working days and confirm a 

nominated point of contact of the member of staff dealing with the enquiry/concern. For more 

detailed enquiries or issues requiring a comprehensive investigation the response time may be longer 

but parents/carers will receive at the least an acknowledgement email within 3 working days, during 

term time. 

Website 
The academy website address is www.horburyacademy.com. The website provides access to 

information such as academy policies, prospectus, academy calendar, term dates and Inset Days, key 

academy staff and contact details, safeguarding information, curriculum information, latest news 

and our weekly news bulletin ‘Academy News’. The Parent Tab provides access to academy letters to 

parents, uniform, extra-curricular and safeguarding information. 

Social Media 
The academy Facebook page www.facebook.com/horburyacademy is used solely to promote 

academy events, key messages, and celebrate student work and successes. The academy will not 

use the Facebook page as a means of two-way communication with parent/carers.  

Parents/carers are politely requested not to air personal views or comments on the academy 

Facebook page. Instances of unacceptable language, derogatory or defamatory comments about the 

academy or potential safeguarding concerns will be reported to Facebook administrators and/or 

appropriate authorities. The same principles also apply to the academy Twitter account 

@HorburyAcademy. 

We would request that parents / carers and students contact the academy using the appropriate 

means detailed within this document rather than posting on social media. Where parents/carers can 

be identified from comments on social media the academy will invite them into the academy to 

engage with us on the matters arising, particularly where those matters relate to individual students. 
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Written 
The academy is committed to communicating with all parents/carers through the traditional written 

letter distributed to students in form time. Whilst this medium relies on students producing the 

letter at home; all letters from the academy are available on the website here (under the ‘parents’ 

tab). Written letters may include communications such as updates from the academy, letters 

regarding trips and/or events, and letters about parents’ evenings.  

If replies are requested the academy would appreciate that parents/carers do take the time to 

respond to avoid any unnecessary disappointment and ensure the academy is able to adequately 

and effectively plan for an event/activity.   

Written letters cannot always be posted home due to cost efficiency given the size of the academy 

and numbers of students on roll. Letters will only be posted home in specific circumstances that 

require this by policy or procedure or due to time constraints.     

Parents/carers may also write to the academy with an enquiry or concern.  

Expectations - The academy will respond to a written letter enquiry within 5 working days; and 

wherever possible respond sooner. For more detailed enquiries or issues requiring a comprehensive 

investigation the response time may be longer but parents/carers will receive at least an 

acknowledgement email within 5 working days and a nominated point of contact of who will be 

dealing with the enquiry. For formal complaints please follow the guidelines in the Complaints Policy 

found on the academy website. 

Verbal 
Where a parent/carer wishes to speak to a member of academy staff – they should do so by 

requesting a telephone call using the email contacts referred to above. Parents/carers may contact 

the academy direct on 01924 282740. However parents/carers are politely requested to appreciate 

it is unlikely that you will be able to speak immediately with the colleague you require due to the 

demands of the academy day, teaching timetables or other pre-arranged commitments.  

Expectations - Our academy administration team /receptionist will ensure your telephone enquiry is 

relayed to the appropriate colleague in a timely manner on the same day that the enquiry is made 

and immediately in emergency or urgent circumstances. 

Literature 
The academy produces a number of documents to promote or provide information regarding the 

academy. These include the academy Prospectus, a Welcome Pack for Y6 who are moving into Y7 at 

Horbury Academy, and a termly extra-curricular booklet.  

Meeting with academy colleagues 
There may be occasions where an email or telephone enquiry, or a specific matter leads to the need 

for a face to face meeting with an academy colleague. Academy colleagues will make themselves 

available in the event that parent/carer enquiries cannot be resolved by either telephone, email or 

letter. 
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Parents’ evenings and year group information events 
The academy offers a programme of parents’ evenings and year group information events for each 

year group; dates of the events are published on the academy calendar. Such events allow parents 

to come in and speak with class teachers to discuss the progress of their child, better understand the 

work that takes place in the academy and how we can work in partnership with parents.  

Communication expectations 
The academy appreciates that the vast majority of parents/carers contact the academy in a 

reasonable and professional manner. The academy expects all parents/carers and academy 

colleagues to treat each other politely and communicate in line with the following: 

• We ALL treat each other with courtesy and respect. 

• We don’t use violence or the threat of violence.  

• We don’t use intimidating or aggressive behaviour; or use inappropriate language.  

• We ask that parents/carers respect the needs of students and colleagues within the academy and 
the time constraints under which members of staff work. 

• We ask that parents/carers are reasonable in their understanding of the impact this may have on 
the response time to an enquiry/request.  

• We ask that parents/carers recognise resolving specific or complex issues or concerns may take 

some time.  

• We are committed to ensuring an appropriate and timely response is provided to all lines of 

enquiry.  

• We will not accept actions which are obsessive, persistent or harassing; or enquiries that are 

pursued in an unreasonable manner.  

• We will not accept the use of social media to make comments about the academy or academy 

colleagues. 

 


