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When contacting school please direct your communication via one of the following options:

Attendance

General
Enquiries

InclusionTeam

Post-16
Centre

Progress

SEN Team

For all aspects of
attendance,
including reporting
a child's absence
from school please
contact:

There is lots of
general information
on our website
(www.penistonegs.uk). Alternatively,
you can contact:

For all pastoral
enquiries including
contacting Student
Support Officers or
members of the
Inclusion Team
please contact:

For all Post-16
enquiries, including
attendance, pastoral
and progress related
matters for students
in Years 12 and 13,
please contact:

For any enquiries
regarding a child's
progress, including
questions following
reports and to speak
to subject-specific
staff, please contact:

For all SEN related
information
(including pastoral
and progress related
information for
students receiving
SEN support) please
contact:

E: attendance@
penistone-gs.uk

E: enquiries@
penistone-gs.uk

E: inclusion@
penistone-gs.uk

E: post16@
penistone-gs.uk

E: progress@
penistone-gs.uk

E: sen@
penistone-gs.uk

T: 01226 762114
(option 1)

T: 01226 762114
(option 0)

T: 01226 762114
(option 2)

T: 01226 762114
(option 3)

T: 01226 762114
(option 4)

T: 01226 762114
(option 0)

Frequently Asked Questions:
What happens when I send an email?
Each mailbox is managed by a member of staff who is specialised in that area. If they are unable to answer your question they will forward it on to
someone who can or find the answer before returning to you. If your email is for a specific person, they will ensure it is forwarded on or, if the
member of staff is unavailable, identify an alternative member of staff who can respond to your enquiry.

How long will it take someone to get back to me?
We will always endeavour to respond to any communication received by either email or telephone call at the earliest possible opportunity.
However; you should never expect to have to wait more than 2 working days (48 hours) for a response during term time.

Frequently Asked Questions:
What if I need an urgent response?
If you have an urgent query or if you need to speak to someone about an urgent matter we always recommend that you telephone school rather
than emailing. Whilst we cannot guarantee that you will be able to speak to a specific person (for example, teaching staff are unlikely to be
available due to teaching commitments), we do guarantee that someone will be able to help you.

What do I do if I don’t know which email address to use or which option to select when I call?
If you’re not sure where to send your email, use the General Enquiries box (enquiries@penistone-gs.uk) and we’ll make sure it gets to the right
place for you. If you are calling school and you don’t which option to select, please select ‘0’ or hold for a member of our reception team and they
will direct your call to the right place. We have also provided some examples to assist you on the document attached.

I know which member of staff I want my email to go to, can I send it to them directly?
Our staff, particularly our teaching staff, are extremely busy with commitments to their teaching classes during the school day and often run
enrichment opportunities for students or attend other within-school activities at the end of the school day. As a result they don’t always have time
to frequently monitor their email boxes. On occasions members of staff are also unavailable for periods of time as a result of attending a course,
fulfilling pre-existing diary commitments or because of absence from school. By asking that all emails are sent via a central mailbox we can ensure
that your enquiry is dealt with as efficiently and effectively as possible, improving the level of service we provide to you. To help us, if you know
who you need your email to reach please clearly indicate this within your correspondence.

What time is school open if I want to call and speak to someone?
There are staff available to answer your calls between 8am and 4pm Monday to Friday during term time (all of our ‘options’ have mailboxes which
are checked at the beginning of each day should you be calling outside these times). Please note; if your call is for a member of teaching staff,
they have timetabled classes and will be unable to speak to you straight away during the school day (8:15 to 3pm). Where this is the case we will
take your details and they will call you back. We do receive a high volume of incoming calls and are grateful for your patience at busy times.

What do I do if the information I need to send is confidential or sensitive?
All staff at Penistone Grammar School ALC have the highest regard for confidentiality and the protection of data when undertaking their duties.
Our mailbox managers will only share information with the intended recipient(s). Should you still feel unable to contact us via a central mailbox
please telephone school and we will provide further guidance in terms of where to direct your email.

What if I need to contact someone in the holidays
We operate a skeleton staff during the holidays with our main reception manned Tuesdays, Wednesdays and Thursdays between 9am and 3pm
(with the exception of Christmas when school is closed). If a central mailbox will be unattended throughout the holidays you will receive an ‘Out of
Office’ message which will provide you with instructions about where to redirect your email.
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Examples of common enquiries and where these should be directed:
“I need to know when the school
holidays are for 2017/2018”
“I have received my
child’s report and I
have concerns about
the progress they are
making in Science”

Please contact us by email:
enquiries@penistone-gs.uk or telephone our main
reception (select option ‘X’) and we’ll provide you
with the dates. We will also let you know where
you can find the information on our website.

Please contact us by email:
progress@penistone-gs.uk
and we’ll arrange for a
member of the Science
Department to contact you.

Please contact our Inclusion
Team by telephone (select
option ‘X’) and we’ll arrange
for the designated
Safeguarding Lead or their
representative to contact you.

“My child has an EHCP
in place, I have received
their report and would
like to discuss this with
someone”

“I’m interested in applying to
PGS ALC’s Post-16 Centre”

“I’d like to
pass on my
thanks”

“I have a
safeguarding
concern”

Please contact us by email:
sen@penistone-gs.uk
and a member of the
SEN Team will respond.

Please clearly mark your email
“For the Attention of the
Principal” and send it to:
enquiries@penistone-gs.uk.
“I would like to make
a complaint”

Please contact us by email:
post16@penistone-gs.uk or
telephone our P16 Centre (select
option ‘X’) and we’ll be happy to
answer your questions.

Please
email:
enquiries@
penistonegs.uk.

Please contact us by email:
inclusion@penistone-gs.uk
or telephone and speak to a
member of our Inclusion
Team who will be able to
answer your questions.

“My child has
a medical
appointment
and will be
absent from
school”

Please contact us by email:
inclusion@penistone-gs.uk
or telephone and speak to a
member of our Inclusion
Team who will be able to
answer your questions.

Please contact us by email:
progress@penistone-gs.uk
and we’ll arrange for the
most appropriate member of
staff to contact you.

“I have a question about a
consequence or detention
my child has received”

“I would like to speak to
someone about why my
child has been put in a
certain set/class”

“I think my child is
being bullied or is
having issues that
involve social media”

Please contact
us by email:
attendance@
penistonegs.uk or
telephone our
Attendance
Team (select
option ‘X’).

“My child is in
Y12/Y13 and I
would like to
speak to someone
about their effort
in Geography”

Please contact us by email:
post16@penistone-gs.uk and we’ll
arrange for a member of the
Geography Department to contact you.
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