CONTACT CHART FOR PARENTS

Form Tutor/s

(
Head of School

(
Headmistress

The flow chart above should be used for the progression of queries or complaints.  In the first instance, you should always try to speak to the Form Tutor.  This could be on pastoral or academic matters, lost property or any other issues of concern.  The Form Tutor/s are contactable:

1 in person in their Form Room 8.30 to 8.45am, or

2 via the School Office (fill in a green slip and leave a message with a number and time when you can be contacted), or

3 via a phone call to the School Office (01491 651218)

If the Form Tutor cannot resolve the matter, you should then consult the relevant Head of Section:

Mrs Penny Hawson
Head of Senior School

Mrs Lin Lawson
Head of Junior School

Mrs Gill Smeeton
Head of Lower School

Mrs Jilly Lake
Head of Early Years

Mrs Nikki Pearce
Head of Nursery

Mrs Lucy Phipps
Assistant Head (academic and exams)

They are contactable:

1 via the School Office (fill in a green slip and leave a message with a number and time when you can be contacted.)

2 via Email – office@cranfordhouse.oxon.sch.uk 
3 via the website by clicking on “Contact Office”
4 via a telephone call to the School Office (01491 651218)
The Headmistress can be contacted in the case of:

1 an emergency or a confidential matter which cannot be resolved by any of the above personnel.

2 a request for leave of absence in school time.

For all appointments with the Headmistress, please contact Mrs Jean Simmons on 01491 651218 or via email asdmissions@cranfordhouse.oxon.sch.uk 
The Bursar can be contacted with queries on accounts in the Bursar’s Office:

1 via Email – bursar@cranfordhouse.oxon.sch.uk
2 via a telephone call to the Bursar’s Office on 01491 659874/5

The Registrar can be contacted:
1
via Email admissions@cranfordhouse.oxon.sch.uk
2
via a telephone call to the School Office (01491 651218)
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Cranford House
Contact Chart for Parents

Something we need to know?

We hope this guide will point you in the right direction.
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