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1. Introduction  
 

East Lothian Council’s vision is for an even more prosperous, safe and sustainable East Lothian, 
with a dynamic and thriving economy, that enables our people and communities to flourish. 
 
Our schools are at the centre of this vision. They work to secure the best outcomes for our 
children and young people. We aim to provide the best education service in Scotland through a 
relentless focus on Inclusion, Achievement, Ambition and Progress for All. We will all work 
together to Get it Right for Every Child and to ensure that all children and young people are Safe, 
Healthy, Nurtured, Active, Respected, Responsible and Included. This supports our common 
moral purpose of ‘Believe, achieve, strive for excellence and care for all’, and our public 
proposition ‘We care for all and believe in ourselves and others.’  
 
North Berwick High School is committed to a positive school ethos founded in our agreed NBHS 
school values:  curiosity, diligence, kindness and belonging.  
 
Please note that the term ‘parents’ in this policy includes carers.  
 
2. Aims and objectives 

 
The NBHS Home/School Communication Policy complements the East Lothian Council Parental 
Engagement Strategy: 
https://www.eastlothian.gov.uk/downloads/download/12712/parental_engagement_strategy 
 
We welcome communication from parents and value the positive partnership this can build.  
We are committed to improving the quality and extent of parental involvement in their young 
person’s learning and recognise parents play an important role in their young person’s education. 
 
Aims of this policy: 
 

 To provide clear guidance for parents/carers and staff on how home/school 
communications can work best 

 To encourage positive opportunities for parents/carers and school to share information, 
communicate effectively and work together to ensure young people thrive and achieve 

 To agree that communications will be respectful  
 
 
3. Communications with parents/carers 
 

NBHS aims to be open, honest, ethical, professional and timely when responding to a parental 

communication. 

Parents are asked to use the Communications@northberwickhigh.elcschool.org.uk inbox to 

communicate with school in the first instance, where possible.  Any message received will be 

https://www.eastlothian.gov.uk/downloads/download/12712/parental_engagement_strategy
mailto:Communications@northberwickhigh.elcschool.org.uk
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forwarded to a relevant member of staff to deal with.   The school reception phone number is 

01620 894661. 

If a parent/carer has a concern about their young person, in particular regarding their health and 

wellbeing, they can contact the guidance teacher (within the Pupil Support Team) linked with 

their young person’s House directly.  Guidance staff are happy to reply to direct emails or 

telephone contacts from parents, either by dealing with the issue themselves or by forwarding 

the query to a faculty leader if the issue is specific to a particular subject. 

 Craig House – Mr Craig Burgess cburgess@northberwickhigh.elcschool.org.uk 

 Fidra House – Mr Euan Orr  eorr@northberwickhigh.elcschool.org.uk 

 Glen House – Mrs Gill Casson  gcasson@northberwickhigh.elcschool.org.uk 

 Law House – Mr Craig Stebbing cstebbing@northberwickhigh.elcschool.org.uk 
 

A member of the Senior Leadership Team is linked to each House, and can also respond directly 

to concerns or queries: 

 Craig House – Mr Fraser McCallum fmccallum@northberwickhigh.elcschool.org.uk 

 Fidra House – Ms Lara Neri  lneri@northberwickhigh.elcschool.org.uk 

 Glen House – Mr Robert Jones rjones@northberwickhigh.elcschool.org.uk 

 Law House - Mr Robert Jones  rjones@northberwickhigh.elcschool.org.uk 

 Head Teacher – Mrs Michelle Moore mmoore@northberwickhigh.elcschool.org.uk 
 

Staff will respond to parents by email or phone, depending on the nature of the query or 

concern. 

Some teaching staff, including Faculty Leaders, will be happy to communicate with parents 

directly; others will feed responses back via guidance staff or the Senior Leadership Team as 

appropriate.  

 

4. Methods of communication and timescales 
 

4.1 General Communications 
 

Generally, the school will aim to acknowledge all communications from parents this within 3 

days.  It may take longer to gather the information requested, but parents/carers will be notified 

of this. 

4.2 Urgent Communications 
 

Should a parent/career contact the school regarding an urgent matter, via telephone, NBHS will 

seek to return the call as a priority.  Reception staff may ask for some further information in 

order to direct your concern to the appropriate staff member as quickly as possible.  On occasion, 

we may need time to collate information before we return your call and ask for your 

understanding of this. 

4.3 Absences from school 
 

mailto:cburgess@northberwickhigh.elcschool.org.uk
mailto:eorr@northberwickhigh.elcschool.org.uk
mailto:gcasson@northberwickhigh.elcschool.org.uk
mailto:cstebbing@northberwickhigh.elcschool.org.uk
mailto:fmccallum@northberwickhigh.elcschool.org.uk
mailto:lneri@northberwickhigh.elcschool.org.uk
mailto:rjones@northberwickhigh.elcschool.org.uk
mailto:rjones@northberwickhigh.elcschool.org.uk
mailto:mmoore@northberwickhigh.elcschool.org.uk
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Please use the attendance inbox: attendance@northberwickhigh.elcschool.org.uk to notify us if 

your child is absent from school for any reason. 

4.4 Contacting your young person during school hours 
 

Parents/carers are asked not to telephone or message their young person directly during learning 

time.  If an urgent message must be given to a pupil during class time, please phone the school 

office and the message can be delivered  by office staff, Pupil Support staff or the Senior 

Leadership team, as appropriate. 

4.5 Groupcall 
 

NBHS has an automated email/text system which we use to communicate information to 

parents.  We use it to notify parents of latecoming, dress code concerns, behaviour that prevents 

learning and truancy.  However, we consider each young person an individual, and may 

determine a personalised phonecall home from a key member of staff rather than an automated 

message would be preferable. 

We also use Groupcall to send messages and letters to all parents, or to parents of a particular 
year group, as appropriate. 
 

5. Respectful Communications 
 

The overriding purpose of communication, from school to home and home to school, should be 

to work together towards a positive outcome for our young people.  Parents/carers and NBHS 

staff have a right to be heard, understood and treated with respect.   

We recognise there will be times when written communication is sent or phonecalls are made 

when parents/carers are distressed or angry. If communications escalate into aggression or make 

excessive or unreasonable demands, we consider that unacceptable.   Staff are asked to report 

any such communication to the Head Teacher, who will either respond directly or seek further 

advice from the Education team at ELC, if necessary. 

All NBHS staff are expected to communicate respectfully and professionally with parents/carers 

and young people. Parents may raise concerns with school if any communication falls short of 

this expectation; in the first instance, the Head Teacher will investigate and respond as 

appropriate. 

6. Equalities Statement 
 

The school will make communications as accessible and inclusive as possible. We seek to avoid 

bias, stereotyping or any form of discrimination. We are committed to ensuring those who do not 

wish to, or who are unable to, receive electronic communication are included and will work with 

parents/carers to agree a positive solution to accommodate this. 

7. Public relations 
 

mailto:attendance@northberwickhigh.elcschool.org.uk
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NBHS maintains links with the local media to provide information for story content. The East 
Lothian Council in-house Communications Team provides advice and support on ideas for stories 
and reviews outgoing material. We aim to present NBHS in a positive light.  For any matters of a 
higher profile nature, the Communications Team will assist with any enquiry. 
 
8. Sharing news with parents/carers 
 
Newsletters 
Updates for parents/carers are sent out weekly, usually on a Friday, via e-mail or a link sent out 
by text; a copy of the weekly update is also available on the school website. If a parent/carer has 
not signed up to receive such newsletters then a hard copy can be sent home with the young 
person. 
 
Social Media Sites/Blogs 
 
Parents/carers are welcome to follow @NorthBerwickHS, @NbhsPta and @NorthBerwickHS-
Parent Council on Twitter.  Many subject departments also have their own Twitter feeds. 
There is a North Berwick High School Facebook page where we share employability and careers 
information, sports results and charities work, amongst other things. 
 
We ask that parents do not raise issues with school through social media accounts linked to 
NBHS.  Please always contact the school directly with any concerns. 
 
Parents are reminded that all young people must adhere to the NBHS ICT Acceptable Use policy, 
including in their use of social media. 
 
All staff must adhere to East Lothian Council’s Code of Conduct: 
https://www.eastlothian.gov.uk/download/meetings/id/21419/04_revised_code_of_conduct_po
licy 
 
School Website  
 
The school website provides parents/carers with school information, ELC and NBHS policies 
(including Child Protection -  Child Protection & Safeguarding | North Berwick High School 
(edubuzz.org)), the School Improvement Plan and the school handbook. 
 
9. Communicating about your young person’s learning 

 
Written Reports 
Throughout the year, we provide a number of tracking reports to each young person’s 
parents/carers, recording their progress. These reports identify next steps in the pupil’s learning. 
Pupils are also given an opportunity to comment on their progress, and parents are invited to 
provide feedback. These comments are valuable to us, but we do not have the capacity to 
respond to each individually.  Should any parent/carer require a further response, please use the 
communications@northberwickhigh.elcschool.org.uk inbox or contact the relevant guidance 
teacher or member of the Senior Leadership team. 
 
Meetings with Parents  

https://www.eastlothian.gov.uk/download/meetings/id/21419/04_revised_code_of_conduct_policy
https://www.eastlothian.gov.uk/download/meetings/id/21419/04_revised_code_of_conduct_policy
https://www.edubuzz.org/northberwickhigh/schoolinformation/child-protection-safeguarding/
https://www.edubuzz.org/northberwickhigh/schoolinformation/child-protection-safeguarding/
mailto:communications@northberwickhigh.elcschool.org.uk
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Parents can meet their child’s teachers once during the year for a private consultation at a 
Parents’ Evening.  At present, these meetings are held online. We actively encourage parents to 
contact the school if any issues arise regarding their child’s progress or well-being.  
 
When children have particular educational needs, or if they are not making expected progress, 
parents will be invited to meet with their child’s guidance teacher and/or House depute head 
teacher more regularly. This will be sometimes be referred to as a Child’s Planning Meeting 
(CPM). We will also make reasonable adjustments to our arrangements to enable a parent with a 
disability to participate fully in a meeting at our school, or to receive and understand 
communication.  
 
Sharing and Celebrating Learning 
 
When permitted, we will offer parents opportunities to visit NBHS to share in learning.  We do 
this at the S1 Open Afternoon, at concerts and events throughout the year, at Careers Fair, 
Prizegiving and Information Evenings.  At present, we are doing our very best to use virtual 
means to replicate these experiences… but we can’t wait to welcome you in person. 
 
10. Complaints 
 

A communication will be considered a complaint when a parent states this directly.  We will aim 

to resolve this complaint at school level, wherever possible. We aim to do this in 5 working days 

or less. If we can’t resolve it at this stage (which we refer to as Stage 1), we will explain why and 

tell you what you can do next. 

A Stage 2 complaint means it is considered by central education staff at East Lothian Council.  You 

can find out more information about this here: Complaints procedure | Comments, complaints and 

compliments | East Lothian Council 

 
11. How will this policy be monitored and evaluated?  

 
This policy will be monitored through on-going school self-evaluation. The Head Teacher will use 
a variety of methods to evaluate this policy with staff, parents and Parent Council 
representatives.  
 
 

 

https://www.eastlothian.gov.uk/info/210560/your_council/12166/comments_complaints_and_compliments/2
https://www.eastlothian.gov.uk/info/210560/your_council/12166/comments_complaints_and_compliments/2

