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14th September, 2023

Dear Parents and Carers, 

Forms of Communication with Staff Members at Longridge Primary School

At Longridge Primary School we operate an ‘Open Door’ policy for parents and carers.  The purpose of the ‘Open Door’ approach is to encourage open communication and discussion between parents/carers and school staff.  Therefore, if you have any worries or concerns about your child then it is important that you come into the school and talk to your child’s class teacher in the first instance.  If the issue is still not resolved, then an appointment with the Senior Leadership Team (Mrs. McLaren or Mrs. Murray) would be arranged.  Most of the time, class teachers will be available at the end of the day to have a chat with you, if required.  However, there may be times when this is not able to happen due to class teachers’ other professional commitments that take place at the end of the school day.  If this is the case, or if you need a longer meeting with your child’s class teacher, please telephone the school office to make an appointment to see them.  Alternatively, you can ask for your child’s class teacher or member of the S.L.T. to give you a call back when they are free.  

Moving forward, can I please ask that you do not email class teachers or members of the Senior Leadership Team directly.  If you wish to pass on information to your child’s class teacher or have any concerns regarding your child’s education, please email the school inbox at wllongridge-ps@westlothian.org.uk .  This inbox is checked regularly throughout the school day and your email will be forwarded to the appropriate staff member who will get back to you in due course.
    
Thank you for your continued support.  
Yours Sincerely, 



Theresa McLaren
Head Teacher
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