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[bookmark: _86kgioswsltq]Policy for Communication with Parents/Guardians

[bookmark: _ysjd0o1sm0wr]Introduction & Purpose
At Balance and Build Support, we believe that a strong partnership with parents and guardians is essential for a student’s success. This policy outlines our commitment to open, transparent, and professional communication with families. It provides a clear framework for how and when staff should communicate, ensuring consistency and maintaining professional boundaries.
The purpose of this policy is to:
· Foster a collaborative relationship between Balance and Build Support and a student’s family.
· Ensure all communication is professional, consistent, and respectful.
· Define appropriate channels and boundaries for communication.
· Uphold the principles of confidentiality and data protection.

[bookmark: _o5dl8jsiz5hy]Key Principles
All communication with parents and guardians will be guided by the following principles:
· Professionalism: All communication must be respectful, clear, and focused on the student’s well-being and progress.
· Confidentiality: We will protect the privacy of all students and families, and sensitive information will only be shared on a need-to-know basis.
· Consistency: We aim to provide a consistent message and approach from all staff members.
· Timeliness: We will strive to respond to all communications in a timely manner.

[bookmark: _3c6ngfwkp9mt]Procedures for Communication
[bookmark: _xfg69mfbptbj]1. Communication Channels
Communication with parents and guardians should primarily be conducted through official and secure channels.
· Verbal Communication: Brief updates can be given at the start or end of a session. For more detailed discussions, a formal meeting or phone call should be scheduled.
· Official Communication: For all significant updates, including progress reports, incident reports, and meeting summaries, the company's designated digital platform or official email will be used.
· Informal Channels: Staff should avoid using personal mobile phones, social media (including private messaging apps), or personal email accounts to communicate with parents and guardians. This is to protect both staff and the family and to maintain professional boundaries.
[bookmark: _zdaf51vm0o]2. Content of Communication
· Regular Updates: We will provide regular updates on a student’s progress, highlighting successes and areas for development, as outlined in the student’s Individual Support Plan (ISP).
· Reporting Concerns: Any significant concerns, particularly those related to a student's welfare or behavior, must be reported to a senior manager or the Designated Safeguarding Lead (DSL) immediately. This information will then be communicated to parents and guardians as appropriate, following our safeguarding procedures.
· Confidentiality: Staff must not share information about other students, families, or colleagues with parents/guardians.
[bookmark: _jj3m724ro6l9]3. Boundaries and Expectations
· Availability: Staff are only expected to communicate with parents and guardians during scheduled hours or meetings. Staff are not expected to respond to communications outside of their working hours.
· Inappropriate Contact: If a parent or guardian attempts to communicate through inappropriate channels or in a way that feels unprofessional or harassing, staff must politely redirect them to official channels and inform a senior manager.
· Disagreements: In the event of a disagreement or complaint, staff should remain professional and refer the matter to a senior manager to be handled through the company’s formal complaints procedure.

[bookmark: _n54q8uhufcx]Staff Responsibilities
· All Staff: It is the responsibility of all staff to understand and adhere to this policy. You must use appropriate communication channels and maintain professional boundaries at all times.
· Senior Staff/DSL: Senior staff are responsible for ensuring this policy is followed, providing support and guidance to staff, and acting as the primary point of contact for complex or sensitive communications.

[bookmark: _r47j6iibrtmn]Related Policies
This policy should be read in conjunction with our other policies, including:
· Confidentiality Policy
· Data Protection Policy
· Safeguarding Policy
· Code of Conduct Policy
· Lone Working Policy

[bookmark: _tghfb4alkll5]Policy Review
This policy will be reviewed regularly to ensure it remains current, effective, and aligned with our commitment to student welfare and professional practice.
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