
What to do if I Need to Contact the School

	


The following guidance clarifies and explains procedures for contacting the school should you need help addressing any query, issue or concern regarding your child.

General School Queries

If you have a general query regarding administration etc, e.g. dates, times, school meals, please contact Jane in the school office, either by letter or phone 028 70823090.  Letters may be dropped in the mail box outside the General Office should office staff not be available.  All calls are noted and you should receive a response on the same day of your call/query.

Class/Teacher Queries

Should your query concern your child in class, school work or a specific incident regarding your child, please contact your child’s teacher directly. In most instances this may be done by forwarding a note to the teacher concerned.  Alternatively you may phone the school office and a message will be passed on to your child’s teacher.  It is school policy that a response is given on receipt or the following day.  On occasions your child’s teacher may not receive letters sent into school and we would ask that you telephone should a response not be forthcoming.

Some issues may be on-going and take time to sort/answer and communication between you and the teacher will be on-going.  In the event that any matters arising cannot be clarified or dealt with following on-going consultation with your child’s class teacher you may phone the school and request a meeting.

In the unlikely event that a resolution to your query is not forthcoming following a meeting with your child’s class teacher, please phone the school and ask to speak to the school principal, Mr Philip Reid who will facilitate any arrangements necessary to resolve outstanding issues.  A review date will also be agreed to enable any outcomes to be monitored, evaluated and reviewed and ensure that queries are not left unresolved.

Complaints Procedure

The above guidance summarizes the main points of the school’s complaints policy and provides a clear breakdown of the how school is able to deal with almost all concerns/queries arising.  Should any issue, query or concern remain unresolved, parents should refer to the full ‘Complaints Policy’ for further guidance on additional steps that may be taken to resolve outstanding issues.
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