
preencoded.png

Contacting a Teacher – Parent Guide

Detailed Information

In your message give as much 

information as possible on the 

nature of the concern 

(eg learning / medical / wellbeing / 

friendships / an incident – who is 

involved etc.

Urgency
Please be clear on the urgency 

or if you wish to hear back from the 

teacher.

Process

Call the office on 01728 723354, opt 4 or

email admin@hitchams.suffolk.sch.uk

or pop in to speak to the office team.

If your message is urgent (e.g. 

safeguarding concerns), the office will 

pass it to the teacher at the next available 

break.

Teacher will take any appropriate action 

in class/with your child.

Teacher will respond to parents as soon 

as they are able – see below

*If your message requires a detailed response, a member of staff will ensure that you will get a reply with 3-5 working days
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Important Reminders
Please be aware teachers are teaching in class and may be on 

duty at break time and have meetings or clubs to run at 

lunchtime or end of school.

Teachers do not routinely check their emails as they are busy preparing 

lessons and teaching.

There is no guarantee they will see your message that day – so if it is 

URGENT, you must make the office staff aware.

Urgent Matters
Is the matter urgent for a response TODAY?

Office will give message to Teacher at next break.

Teachers will reply as soon as they can, but if they are unavailable, another 

staff member may respond, depending on the urgency of the matter.

Not all issues can be resolved the same day, but we will endeavour to 

respond as soon as we are able.
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