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For most issues your first point of contact will be your child’s form  tutor  via email. For more
urgent or serious concerns you may wish to contact your child’s Head of Year. They will decide
if it is needed to include a senior leadership team member. 
 
NB - Remember there is a specific channel to be followed! 
 
For subject specific queries you can contact your child’s  subject teacher or head
of department. Please click here for all staff contact details.

Who are my points of contact?

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.

How long will it take someone to get back to me?

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 if I need an urgent response?

If you’re not sure where to send your email, use the  General Enquiries  box
(info@chertseyhighschool.co.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 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.

What do I do if I don’t know who to contact?

Each staff member is responsible for their mailbox. Please allowe them 24h - 48h to respond. If
they are unable to help or answer your question they will forward it on to someone who can or
find the answer before returning to you. 

What happens when I send an email?
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All staff at Chertsey High School have the highest regard for confidentiality and the protection
of data when undertaking their duties. Should you still feel too uncomfortable by sending it
by email, please telephone school and we will provide further guidance in terms of where to
direct your email.

What do I do if the information I need to send is confidential or sensitive?

All members of staff will be reachable on their emails. Please keep in mind that it is holiday
and they will respond to your email as soon as they possibly can. 

What if I need to contact someone in the holidays?

All members of staff are available by email, please allow them 24 hours - 48 hours to respond
to your emails.

Can I email all members of staff directly?


