
  

 
 

Courtesy Policy 
 
 

1) Introduction 
 
This document outlines the policy on appropriate conduct for relationships between school, 
parents and visitors to the school, so that we may flourish and achieve in an atmosphere of 
mutual understanding. It does not replace the contents of the school’s Terms and Conditions. 
 
We believe staff, pupils, parents and visitors are entitled to a safe and protective environment 
in which to work together. Behaviour that may cause harassment, alarm or distress to users 
of the premises is not acceptable. 
 
It is important for parents and guardians to make sure any persons who attend the site or 
collecting their children are aware of this policy. This policy is published on the school 
website. 
 
 
 

2) The School’s Obligations 
 
At Hill House, we have excellent relationships with our parents and value the contribution 
that parents play in the life of the school and in their children’s education.   
 
We provide many opportunities for parents to engage with school life including: 
 

• Parents’ evenings and regular reports; 
• Participation in special celebrations;  
• Attendance at regular sporting fixtures and match teas; 
• Attendance at regular productions and concerts; 
• Involvement in the Friends of Hill House and their events; 
• Conversations with staff, including on daily arrival; 

 
Important information and news are also included on our school website and on various 
social media platforms. 
 
Any enquiries from parents concerning their child will be dealt with in a timely and polite 
manner. Parents can expect an initial response to any query within 24 hours. 
 
The school expects its pupils to deal with parents and visitors with courtesy appropriate to 
their age and status. 
 
 
Complaints to the School 
 
The school has a separate policy for the handling of parental complaints which is published 
on the school website. 
 
  



  

3) Parents’ and Visitors’ Obligations 
 
 

a) General 
 
The school expects all parents and visitors to:  
 

• respect the ethos of the school. 
• understand that staff and parents need to work together for the benefit of the 

pupils.  
• approach the school to help resolve any issues of concern. 
• set a good example in their own speech and behaviour. 
• talk politely and respectfully at all times. 

 
 

b) School Sites 
 
The school expects all parents and visitors to:  
 

• use only the correct entrances for parents and visitors thereby protecting the pupils 
and making the school more secure.  

• not bring animals onto the sites. 
• park in designated areas only. 
• show respect to other drivers and pedestrians, including Sixth Form drivers. 
• not smoke, chew gum or consume alcohol or other drugs whilst on Schools’ 

property. 
 
School premises are private property and parents, guardians and visitors have been granted 
permission to be on school premises. This permission may be withdrawn in the event of 
behaviour which is deemed unacceptable by the school. 

 
 

c) Financial Matters 
 
The school expects all parents and guardians to deal in a fair and timely fashion with the 
school over financial matters, including to: 
 

• settle fees due on or before the first day of each term.  
• settle any disbursement invoices, including for school trips etc, on or before the date 

due. 
• discuss promptly with the Bursar any matters which may leave fees unpaid by the 

expected time, so that the school may be able to help come to an agreement. 
 
Any breach of the above which gives cause for a call or letter from the Bursar will incur an 
administration charge which will normally be levied on the following term’s invoice. 
 
Non-payment of school fees by the due date may lead to interest being applied to the 
account. 
 
 

d) Dealings with School Staff 
 
The school expects all parents, guardians and visitors to deal with school staff, both teachers 
and support staff, in a courteous and professional manner at all times. This includes 
expecting parents, guardians and visitors to:  
 



  

• avoid impolite and disrespectful comments, both in person, on the telephone and in e-
mails. Telephone calls to the school office may be recorded for training purposes 

• avoid using threatening or intimidating behaviour or language. 
• refrain from making defamatory, offensive or derogatory comments regarding the 

school or any of the pupils/parents/staff and the school, including on social networking 
sites, whether public or restricted. 

• not record electronically any meeting at the school without the express permission of 
all parties. The information obtained without such permission will not be admissible in 
any proceedings.  
 

 
e) Disciplinary Matters 

 
The school expects all parents and guardians to:  
 

• seek to clarify a child’s version of events with the school’s view in order to bring 
about a solution to any issue. 

• correct their child’s behaviour where necessary. 
• refrain from approaching another pupil to discuss or chastise their actions towards 

their own child.  
• understand or seek clarification concerning the school’s rights to take appropriate 

action where deemed necessary. 
 

 
 

4) Responding to inappropriate behaviour from parents, guardians and visitors  
 
If there is inappropriate behaviour towards the school and its staff, the response is likely to be 
in line with the following:  
 

I. to ask the parent/visitor to moderate their behaviour ;  
II. to state that the member of staff will end the call/meeting if the parent/visitor is 

not polite and calm;  
III. to stop the meeting/call if the behaviour continues;  
IV. to state calmly that the meeting/call has closed for the day;  
V. to offer to make another appointment when the parent/visitor is calm;  

VI. to request that the parent/visitor leave the premises; 
VII. to call a colleague/line manager or the police if necessary;  

VIII. to log the events. 
 
 
The school will act to ensure that it remains a safe place for all members of our community. If 
any parent has concerns, we will always listen to them and seek to address them.  
 
Parents have an implied licence to some degree of access to the school. However, this right 
of access can be withdrawn by the school if the parent has been threatening or abusive 
towards a pupil or a member of staff; indeed it is enough for a pupil or a member of staff to 
simply feel threatened. It is then an offence under section 547 of the Education Act 1997 for 
any such person (including a parent or carer) to cause a nuisance or disturbance on school 
premises.  
  



  

Any failure to adhere to the expectations in this policy will be reported to the Headmaster, 
and the appropriate procedures will be followed. This may include:  
 

• a verbal warning. 
• a written warning. 
• exclusion from the school premises.  
• exclusion, including permanent exclusion, of a pupil or pupils, if the Headmaster 

considers that this is in the best interests of the school community. 
• report to the appropriate authorities, including the police. 

 
 
At Hill House, we have excellent relationships with our parents and value the contribution 
that parents play in the life of the school and in their children’s education. We enjoy working 
together to promote key values of decency, courtesy and teamwork. 
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