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Pencaitland Primary School (PPS) is committed to the full involvement of 
parents/carers, families and the wider community in the life of the school. We 
appreciate the importance of regular effective communication to ensure everyone 
feels informed and involved in school life.  Through effective communication, all 
members of the school team – pupils, parents/carers, staff, the Parent Council (PC), 
the Parent Teacher Association (PTA) and the wider community – can work together 
to create the forward thinking, responsive school our children deserve.  With that as 
our guiding principle, this strategy aims to capture the good practices in how we 
communicate at PPS.  This is a joint strategy based on consultations between the 
school and the PC. 
 
PPS benefits from an active PC and PTA and both work with parents to ensure that 
the high level of parental interest, support and involvement which the school enjoys is 
maintained.  Parents/carers are involved with many activities, such as accompanying 
classes on out-of-school trips, volunteering to work with groups in school, or helping 
in the nursery. 
 
 PPS policy 
PPS operates an “Open Door” policy, and parents/carers are encouraged to contact the 
class teacher or Head Teacher as appropriate if they have any concerns or queries. 
Pupil homework diaries and reading records provide an efficient link between school 
and home. The nursery and the school have information notice boards displaying a 
wide range of items relevant to the school and the community. The nursery has a 
room for parents/carers with an information library, and Health Visitors provide 
support to parents about their child’s development.   
 
 Information, Newsletters and Policies 

x All parents/carers receive a regular school newsletter, detailing current events, 
important dates, news of successes and other information.  This can be 
received electronically or as a paper copy.  

x There is a nursery newsletter each term.  
x Parents of newly enrolled pupils can receive a copy of the school handbook or 

access it online. 
x New nursery parents/carers receive a nursery induction pack including a 

handbook, key worker information, leaflets etc.   
x The school's Anti-bullying Policy is sent home after an assembly in November 

and the Homework Policy is included in the school handbook. 
x Copies of all communications are kept in a designated folder in the office. 

 
Homework and additional information throughout the year 

x Class teachers send home information at the start of each teaching block. 
x Nursery children have an individual Learning Story which allows them and 

their parents/carers to discuss their experiences and progress.   
x There are transition processes in place from nursery to P1 and from P7 to S1.  

Parents receive letters home explaining what will be happening so that they 
know what to expect during the transition period. 
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x There is a Welcome Evening for all parents/carers at the start of the year, 
usually in September.  

x Parents/carers of all children are invited to attend Parent/Teacher 
Consultations in October and March. 

x Each child receives a full written progress report at the end of each school 
year, and pupils and parents/carers are invited to comment on these. 
 

Additional Support Needs 
Parents/carers of vulnerable children or children with additional support needs attend 
multi-disciplinary meetings and work alongside the school to enhance children’s 
learning.  
 
 School Blog 
The school blog provides an insight into school life.  Pupils, parents/carers and the 
wider community are encouraged to contribute to this.  .Several classes have their 
own class blog. 
  
 Parent Consultations and Open Evening 
All parents/carers are invited to attend two parental consultation evenings.  The PC 
also attend these events to further raise their profile with parents.  
  
 Parent Council 
The PC acts as a forum to represent the views of parents/carers: encourages parental 
participation in school like; and comments on, or actually provides sections of school 
policies and plans.  It can identify issues that affect the education and welfare of 
pupils, and tries to see them resolved with parents/carers in mind.  It works in 
partnership with the school and staff to try to make sure both children and 
parents/carers have an effective dialogue with the school. 
 
To help achieve these goals the PC communicates with the PPS families in a number 
of ways, recognising that not everyone wants to communicate in the same way nor 
does everyone wish to have the same volume of communication.  Thus PC 
communications with parents are designed to be opt-in.  They include: 
 

x Regular meetings held in the school (almost monthly), which all parents are 
welcome to attend.  The dates of the meetings, as well as the agendas and 
minutes are made available online.  When possible, a PTA member will attend 
PC meetings. 

x An annual general meeting held in May/June. 
x PC class representatives, can communicate with parents/carers via a message 

in a child’s school bag.  (To avoid overload, these are kept to a minimum, but 
sometimes they are the most effective method of reaching families).  
Sometimes, class reps will do this in person in the playground where face-to-
face contact is deemed necessary/appropriate.  

x PC news will regularly be released on a variety of social media platforms 
including: 

o School newsletters via email 
o Pencaitland Parents Facebook page 
o Pencaitland village Facebook page run by the Community Council) 
o Pencaitland Parents Twitter account 
o Parent Council section on the PPS blog 
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o Pencaitland CC Twitter account. 
 
The Parent Council e-mail address (which families can use to give feedback, ask a 
question or simply raise an issue or concern) is well publicised in all of these 
channels.  
 
In addition, Parent Council notices will be, where appropriate, placed in the village 
noticeboard at the Post Office/Trevelyan Hall and in the school noticeboard at main 
entrance to school grounds. 
 
This mix of communication channels allows the Parent Council to reach all 
parents/carers/grandparents without overloading any recipients or indeed those people 
doing the communicating who are already busy volunteering parents. 
 

Parent Teacher Association 
The PTA acts to complement and expand the schools resources. They organise 
events within the school and community to raise funds for school equipment and to 
provide different experiences for the children. The PTA receives help and support 
from parents and enjoys involving parents and children in their work.  The PTA 
keeps all parents/carers informed of their activities through regular flyers and 
newsletters.  The PTA holds regular meetings.  Its AGM is in September and all 
parents are encouraged to attend. 
 

Audits, focus groups, etc 
Views of parents/carers are sought on a regular basis on a range of issues using a 
variety of methods. Both the school and the PC may on occasion distribute 
questionnaires and audits to the school community. The school makes use of focus 
groups to audit stakeholders' views to explore current developments and to gain 
insights into different perspectives within the school community. This gives all 
involved an opportunity to help identify the school's strengths and areas for future 
development.   
 
 Complaints Procedure 
If a parent/carer has a concern or a complaint, the school have procedures in place to 
deal with this based on council guidelines, and a leaflet is available to give advice. 
The first step is always to speak to the Head Teacher about the concern or complaint.   
The nursery also has a complaints procedure based on Care Commission guidelines, 
and a copy of the complaints procedure is available from the nursery foyer. 
 
 Review of Strategy 
This strategy will be reviewed annually by the school and PC.   


