
Redriff Primary School Communication Channels 
 

Ti
e

r 
1

 

Tier 1 should always be used as the first point of contact between families and school. This should always be either via  the Class Teacher or the School 
Office, as outlined below. 

 
 
 
 
 
 

 

 
 
 
 
 
 
 

 
 
 
 
 
 

 

 
 
 
 
 

 

 

Class Teacher School Office – between 8.10am and 5pm 

Please contact your class teacher via the office@redriff.co.uk FAO class 
teacher name and you will receive a call back * 

The following queries are to be raised with your child’s class teacher in 
the first instance: 

> Learning and academic progress  

> Home learning queries/homework 

> Behaviour issues/concerns 

> Wellbeing concerns 

> Reply slips and letters– these should be  delivered via your child to the 
class teacher, to then send on to the office as necessary 

> Daily timetable 

> Trips and events  
 
*Teachers are also at their class doors at 8.55am to greet pupils and to enable 
parents and carers to pass messages to them for the day ahead. 

The following queries can be dealt with directly through  the office (either by 
phone, email or in person): 

> Reporting an absence 

> Requesting a leave of absence – taking or returning a form 

> School events/general information 

> Afterschool Club/Breakfast Club (will be sent on from the office to Jodie 

Marvin, Afterschool Club & Vera Jordan, Breakfast Club) 

> Parent Pay queries (Jackie Harvey) 

> Medication –NB. only prescribed medication with the correct 
prescription label attached can be administered in school. A form will need 
to be completed 

> Requesting appointments with a member of staff 

> Admissions, school appeals 

> Reference requests or passport support for children attending the school 

> Volunteering  

> Queries about school lunches. 
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Phase/Team Leaders: If further support is required following communication with the Class Teacher, our Phase/Team Leaders are available to advise on matters 
within their specific areas of responsibility, as detailed below. Again, these requests can be made through the School Office or via the teacher with whom the 
original concern was raised. 

Nursery Lead: 
Emma Fell 

Reception Lead: 
Gina Betts 

Key Stage 1 
Phase Leader: 
Rachel Wood 

Year 3 & 4 Phase 
Leader: 
Marsha Phipps 
 

Year 5 & 6 Phase 
Leader:  
Recruiting- please 
refer to Tier 3 

Autism & Inclusion 
Lead (Boathouse): 
Rosa Eldred 

Pastoral team lead:  
Emily Arnold-Kinsey 

All matters regarding children in these specific year groups including transitions within and out 
of the phase and into secondary school. 

 

 

 

For queries 
relating to 
children with a 
Resource Base 
place or an 
autism diagnosis. 

• On-going, bespoke pastoral 
support in school for individual 
children and families. 

• Initial welfare and/or 
safeguarding concerns. 

• Early Help Assessment Process. 
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Bespoke Queries: If further or bespoke support is required above Tier 2 for a specific issue, the following people should be contacted. Again, this can be organised 
in collaboration with the Phase Leader and/or an appointment made directly through the School Office. 

Assistant Headteachers for phases: EYFS 
Gina Betts, Y1-Y2 Rachel Wood, KS2 Sarah 
Wilson  

AHT Inclusion/SENCO:  

Rosa Eldred 

Business Manager: 

Rosie Bosky (Joanna James Jan-Dec 2024) 

Escalated teaching and learning concerns 
and/or initial complaints re. teaching and 
learning 
Escalated behaviour concerns and/or initial 
complaints re. pupils’ behaviour 
 
*please refer at the moment to Miss Heath 

On-going SEND correspondence for          
pupils on the SEND register 
Escalated SEND concerns and/or  
initial complaints  re. SEND 

Escalated office enquiries around finance/payments/lunches/extended day 
Health & Safety queries. 
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Deputy Heads: Having followed the flow chart through Tier 1 to 3 please contact the Deputy Heads 

DHT Teaching and Learning: Caroline Sharp  

Whole school curriculum approaches and provision. External and internal 
assessment information from EYFS to KS2. 

DHT Inclusion: Alison Farrar  
Whole school inclusion provision and approaches. Behaviour. Working with 
external support for children with SEND. 
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Headteacher: Having followed the flow chart through Tiers 1 to 4, if a matter needs further attention, it can be brought      to the attention of Mrs James. Again, this 
can be organised directly though the School Office.  

In addition to unresolved concerns raised through Tiers 1 – 3, the following queries can be raised directly with the Headteacher: 
• Issues which relate to safeguarding concerns (or another Designated Safeguarding Lead in their absence – Emma Mundy, Emily Arnold-Kinsey, Rosa 

Eldred, Martha Eldred). 

mailto:office@redriff.co.uk
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The Local Governing Body: Whilst we would hope that we are able to resolve any matters through the escalation of Tiers   1 to 4, if the unfortunate situation 
arises where you are still not satisfied that your concerns have been successfully resolved, our Chair of Governors, Dr Steven Berryman, is available to offer 
further support. 

To contact Dr. Steven Berryman, you will need to access the appropriate form which is attached to our school’s complaints policy. This is available to 
download from our school website and email into office@redriff.co.uk. 

 


